Ui\m/:J.‘ef‘s-gé’r starte i

- il
1 -
l’! ?

1. Listen to the opening sentences of the three presentations and complete the table.

Presenter’s name

Presenter’s position/function l

Topic of presentation l

Who is the presentation for?




Presentation 1

Good morning, ladles and gentlemen. First of all, let me thank you all for being

here today. 'm glad that so many of you could come, especially since | know that this

time of the year Is probably the busiest for you.

Let me Infroduce myself. My hame Is Don Taylor. I'm the head of logistics here
at Alr Spares, Logistics Is a center of competency dedicated to providing you with the
spare parts you need, precisely when you need them.

I'm here today to present our new semi-automatic shelving system. My talk is

particularly relevant to those of you who place orders for the different parts we

supply. &



Presentation 2

OK, shall we get started? Hello everyone. For those of you who don't know me,

I'm Charlotte Best from IT, 'm a team leader. 'm happy that so many of you could

make It today at such short notice, | know that you’re all extremely busy at the
moment, so I'd like to start with my presentation right away.

As you can see on the screen, our topic today Is project documentation. We're
going to look closely at drafting, storing, archiving as well as accessing documents In
our new SAP system. We'll also examine the much Improved handiing of all project
documentation as well as user rights.

This Is extremely important for all of us who are directly involved in International
project management, right? You don't need me to spell it out ... If It Isn"t documented,
It doesn't exist.
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Presentation 3
9 Good afternoon. I'm aware that you all have very tight schedules, so |
appreclate you taking the time to come here today. As you probably know,
my hame Is Susan Webster. I'm the hew human resources manager here at
Weston Ltd.

What I'd like to present to you today Is my department’s new concept

for Improving our In company training and qualification programs. This
Is based on feedback from your departments.
Today’s topic will be very important for you as department heads,

since I'll need your help to evalvate and select candidates for tralning. —
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Presenter’s name

Presenter’s position/function

Topic of presentation

Who is the presentation for?
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Welcome audience (ﬂﬂmmmmauiuﬂﬂq)

Introduce yourself (tiu=1i167)

- Say what the topic is (WanInieR00: 15)
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Explain why audience will be interested (ﬂﬁmﬂ':nmﬂjmﬂﬂ'ammﬂmdﬁﬂﬂq“lﬂ)




2). Complete thé sentences with the words in the box. PARTICIPATION 2

| ]

1 I'll be talking to you today about the after-sales service plans we offer. I'll by describing

the varlous packages In detall. I'll go on to show you some case studies. , Vi

discuss how you can choose the best plan to meet your customers’ needs.

2) I've my talk into three maln parts. First of , 'l tell you something about

the history of our company. that I'll describe how the company is structured and

finally, I'll give you some detalls about our range of products and services.

3) I'd like to update you on what we’ve been working on over the last year. I'll focus zn
three main : first, out joint venture In Asla: second, the new plant in 4

Charleston. And , our redevebpmenr/bmjjecb J /




3) Complete theSentences with the preposttons in the box. | FNRTIGIBATIONIS)

. Complete the sentences with the prepositions in the box.

about ® at ® for ® into © of ® on ® to e with

1 Thank you coming all this way.

2 |’'ve divided my presentation three parts.

First of all, I’ll give you an overview our financial situation.

First, we’ll be looking the company’s sales in the last two quarters.

In the first part of my presentation I'll focus the current project status.

Point one deals APG’s new regulations for Internet use.

Secondly, I’ll talk our investment in office technology.
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After that I’'ll move on the next point.
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ect manager of construction company Is giving a presentation to his colleagues.
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The project manager of construction company Is giving a presentation to his colleagues. Put the sentences in the right order.
D A. This morning I'd like to update you on the current status of work at the construction site. The information
I give you today should help you with planning your next steps.

B. For those of you who don’t know me, my name is Gordon Selfridge. Let me just write that down for you.
OK. I'm the project manager in charge of the Bank Tower building project in Dubai.

— C. [I've divided my presentation into three parts.
D. Hello, everyone.

E. ThenI'll move on to the problems we're facing with our local suppliers.

F.  First of all, let me thank you for coming here today. I'm aware that you're all busy preparing for the
annual meeting this week, so I really appreciate you taking the time to be here.

[:] G. T'll start off you showing you some photos of the building site and discussing the progress we've made
since January.

H. My talk should take about 30 minutes. Please feel free to interrupt me at any time with questions.

I.  I'll end with some ideas for reducing labour costs that we’'ve been looking into.

J. Oh, and don't worry about talking notes. I'll be handing out copies of the PowerPoint slides.




Hello, everyone.
First of all, let me thank you for coming here today. I'm aware that you're all busy preparing for the

annual meeting this week, so I really appreciate you taking the time to be here.

For those of you who don't know me, my name is Gordon Selfridge. Let me just write that down for you.
OK. I'm the project manager in charge of the Bank Tower building project in Dubai.
This morning I'd like to update you on the current status of work at the construction site. The information

I give you today should help you with planning your next steps.

I've divided my presentation into three parts.

I'll start off you showing you some photos of the building site and discussing the progress we've made

i\

since January.

jnce 3004 Then I'll move on fo the problems we're facing with our local suppliers.

made ’
W I'll end with some ideas for reducing labour costs that we've been looking into.

F:”l“ 5 with local supplier ‘ My talk should take about 30 minutes. Please feel free to interrupt me at any time with questions.

Oh, and don't worry about talking notes. I'll be handing out copies of the PowerPoint slides.

q Questions during presentation 0K | F/ Three main parts | - )
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4) Look agaln ai\tngse/ sentences from the presentation and replace the highlighted words with words or phrases fromrthe box.

I'll begin by showing you.

1) [I'll start-off by showing you
2) ['ve divided my presentation into three parts.

3) For those of you who don’t know me, my hame Is Gordon Smith.

4) Then I'll move on to the problems

5) I'm the project manager In charge of our Dubai building project

6) I'm aware that you’re all busy preparing for the annual meeting—
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Learning Point 1

Us=Toanl¥lumsilamsiiaue (WISE)

Welcoming the audience

Good morning/afternoon, ladies and gentlemen.
Hello/H1, everyone

First of all, let me thank you all for coming here
today.

[’'m happy/delighted that so many of you could
make it today.

I’d like to welcome you today.

I’'m glad to be here with you today.

Saying what your topic is

As you can see on the screen, our topic is...
Today’s topic 1s...

What I"d like to present to you today is...

The subject of my presentation 1s...

I"d like to take this opportunity to talk about...
Today I would like to discuss...

Today I would like to share with you...

My goal today 1s to help you understand...

Introducing yourself
Let me introduce myself. I’'m Dave Elwood from...
For those of you who don’t know me, my name’s

As you probably know, I’'m the new HR manager.
I’m head of logistics here at Air Spares.
I’m here in my functions as the head of Controlling

Explaining why your topic is relevant for your
audience

My talk is particularly relevant to those of you/us
who..

TDd‘a} s topic 1s of particular interest to those of
you/us who..

My/The tDplc 1s very important for you because..

By the end of this talk you will be familiar with..
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Structuring a presentation (2) N153195AF9IA519INIFTUBAUBIU

ani himesadumsuuzihaguaminuasaiunsvengilns laseaisvesmsinaue
X s & o Q% 1 v

udoilsz leanaunsadunlslumsvear Inssaing

I’ve divided my presentation into three main parts: X,y and z

In my presentation I'll focus on three major 1ssues.

First (of all), I’ll be looking at..., second..., and third...

I’ll begin/start of by explaining...

Then/Next/after that, I’ll go on to...

Finally, I'll offer some solutions.
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Learning Point 3

S

Organization (m‘ifﬁ’ﬂgﬂun’um‘ﬂinmm)
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Timing (szaz1a)

My presentation will take about 20 minutes.
It should take about 30 minutes to cover these issues.
My presentation will be about 30 minutes.

Handouts (tanasilsznaumsiinaua)

Does everybody have a handout/brochure/report? Please take one, and pass them on.
Don’t worry about taking notes. I’ve put all the important statistics on a handout for you.
I’ll be handing out copies of the PowerPoint slides at the end of my talk.

I’ll email the PowerPoint presentation to you.

Questions (A1913)

There will be time for questions after my presentation.

If you have any questions, feel free to interrupt me at any time.

Feel free to ask questions at any time during my talk.

There will be plenty of time for questions at the end.

If you have any questions, don’t hesitate to interrupt me as we go along.
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Getting the Audience’s Attention

—

Experts say that the first few minutes of a presentation are the most important.
If you are able to get the audience’s attention quickly, they will be interested In what you have fo say.

Here are a few techniques you can use to start your talk.

1. Ask a rhetorical question (MAMMATIDIS)
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Rhetqrical‘ uestion

Rhetorical Question uiunaéiv Aauibicasnisaiaau waaawq
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© ‘Can fish swim’? Of course fish can swim and we may say this to

make an example In a sitvation where something Is obvlous.
®* |Is market research important for brand development?

® Do we really need quality assurance?
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J \‘/ Getting the Audience’s Attention

Experts say that the first few minutes of a presentation are the most important. -/
f you are able to get the audience’s attention quickly, they will be Inferested in what yow have to say.
Here are a few techniques you can use to start your talk.

2. Tell them a story or anecdote (MsuaNIASISVASANSAAN

- ' o @ oa 6 v o o ' v
115681699 95136119g NeUBUTLINATRTVDIYLAT R3DL3D95190179¢) VYDIYLAN

ol ' o G G v '
R3ObALNSALANLASAWDYE 46

Y& bnn: ba'qwo;msai’&%aamaem%b@e




Tell them ﬁ{u or anecdote

© | remember when | attended a meeting In Paris............
® At a conference In Madrid, | was once asked the following
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) Getting the Audience’s Attention

Y Experts say that the first few minutes of a presentation are the most important. -
If you are able to get the audience’s attention quickly, they will be interested In what you have to say.
Here are a few techniques you can use to start your talk.

Y




Wth}rﬁmresting fact

-

© According to an arficle | read recently, central banks are now
buying euros Instead of dollars.

® Did you know that fast food consumption has increased by 600z
In Europe since 20027
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\/ — Getting the Audience’s Attention

- Experts say that the first few minutes of a presentation are the most important. N~/
1If you are able to get the audience’s attention quickly, they will be interested In what you have to say.

Here are a few techniques you can use to start your talk.

4. Give them a problem to think about (il tAwonmiihaa)
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Wem\a'p/mhlem to think about
' \/
© Suppose you wanted to set up a new call center. How would you go
about It?
® Imagine you had to reorganize the sales department. What would be

your first step?



