
Unit 1: Let’s get started

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

Question Presentation 1 Presentation 2 Presentation 3

Presenter’s name

Presenter’s position/function

Topic of presentation

Who is the presentation for?



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

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

time of the year is probably the busiest for you.

Let me introduce myself. My name is Don Taylor. I’m the head of logistics here 

at Air 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 1



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

I 'm  C ha r l otte  Be st fr om  I T ,  I ’m  a tea m  l ea d er. I 'm  ha p py th at  so  man y of  yo u c ou l d

m ak e i t tod ay  at  su c h sho r t no tice , I  kn ow th at  yo u ’r e al l  extr emely b u sy  at  th e 

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 handling of all project 

documentation as well as user rights. 

This is extremely important for all of us who are directly involved in international 

p r oj ec t m an agement , r i gh t? Yo u  d on 't  n eed m e to  sp el l  i t out .. . i f i t is n ’t d oc u mented , 

it doesn't exist.

Presentation 2



Good afternoon. I'm aware that you all have very tight schedules, so I 

appreciate you taking the time to come here today. As you probably know, 

my name is Susan Webster. I'm the new 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 evaluate and select candidates for training.

Presentation 3



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

Question Presentation 1 Presentation 2 Presentation 3

Presenter’s name Don Taylor Charlotte Best Susan Webster

Presenter’s position/function Head of logistics Team leader, IT HR manager

Topic of presentation New semi-automatic 

shelving system

Project documentation In-company training 

and qualification 

programmes

Who is the presentation for? People who place orders management Department heads



การเปดิการน าเสนอ



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

after all       areas divided

finally start              then third

1)  I ’l l b e ta l ki ng to  yo u  to d ay  ab ou t th e af te r-sa les se r vi ce  p l ans we  of fer . I ’l l_______ b y d esc r ibing 

th e v ar io us p ac kages i n  d et ai l. _ _______ I ’l l  go  on  to  sho w yo u so m e ca se  stud i es. _ _____, I ’l l  

d i scu ss ho w yo u  c an  c ho os e th e b est p l an to  m eet yo u r  c u stom ers’ n eeds.

2 )  I ’ve  _ ________ m y tal k i n to th r ee m ai n p ar ts. Fi r st of _ _______, I ’l l  te l l  yo u  so m eth ing ab ou t 

th e hi story  of  ou r  c om pany. _ _________ th at  I ’l l  d esc r ibe ho w th e c om pany  i s str u c tu r ed an d 

fi nally, I ’l l  gi ve  yo u so m e det ai ls ab ou t ou r  r an ge of  p r oducts  an d se r vi c es.

3) I’d like to update you on what we’ve been working on over the last year. I’ll focus on 

three main ________: first, out joint venture in Asia; second, the new plant in 

Charleston. And ____________, our redevelopment project.

PARTICIPATION  2



3) Complete the sentences with the prepositions in the box. PARTICIPATION  3



The project manager of construction company is giving a presentation to his colleagues.







4) Look again at these sentences from the presentation and replace the highlighted words with words or phrases from the box.

after that          begin I’m           realize            responsible for           sections            turn

1)   I ’ ll sta rt o f f b y sho wing yo u __________________

2 )  I ’ve d iv id ed my  p res entation in to  th ree p a rts.__________________

3)   F o r th o s e o f  yo u  wh o  d o n’t kn o w me ,  my  n a me  is  G o rdon Smi th.____________

4 )  T hen I ’ ll  mo v e o n  to  th e p ro b lems______________

5 )  I ’m  th e p ro ject ma n ager in  charge o f  o u r D u b ai b u ild ing p ro ject.____________

6 )  I ’m  a wa re th a t yo u’re a ll  b u sy p re p aring f o r th e a nnual me et ing____________

I’ll begin by showing you.

ท ำแบบฝกึหัดในห้อง พร้อมเฉลย (15 นำที)









Gett ing th e Au dience’s A tt ention

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.

1. Ask a rhetorical question (ถา มค าถาม เชิงโว หาร)

ค ำถำมเกี่ยวกับวำทศิลป์ คือ ค ำถำมที่ไม่ต้องกำรค ำตอบไม่ว่ำจะเป็นเพรำะค ำตอบนั้น

ชัดเจนหรือเพรำะผู้ถำมรู้ค ำตอบอยู่แล้ว โดยทั่วไปค ำถำมเกี่ยวกับวำทศิลป์มักใช้เพื่อ

สร้ำงควำมแตกต่ำงโน้มน้ำวใจผู้ฟังท ำให้ผู้ฟังคิดหรือดึงดูดควำมสนใจของผู้อ่ำนไปยัง

หัวข้อที่ส ำคัญ

ข้อสังเกต: จะเป็นค ำถำม?



Rhetorical Question



• ‘C an fi sh  sw im’? Of course fish can swim and we may say this to 

make an example in a situation where something is obvious.

• Is market research important for brand development?

• Do we really need quality assurance?

Rhetorical Question



Getting the Audience’s Attention

Experts say that the first few minutes of a presentation are the most important. 

I f yo u  ar e ab l e to  ge t the  au d ience’s at te n tion q u i ckly,  th ey w i l l b e i n te rested i n wh at  yo u  ha ve  to  say.

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

2. Tell them a story or anecdote (กา รบ อกเล่าเร ื่ อง ราวห รือ เกร็ดเ ล็กๆ)

กำรเล่ำเรื่องรำวต่ำงๆที่เป็นประวัติศำสตร์ของผู้เล่ำ หรือเรื่องรำวต่ำงๆ ของผู้เล่ำ

หรือเล่ำเกร็ดเล็กเกร็ดน้อยต่ำงๆ

ข้อสังเกต: เล่ำเหตุกำรณ์ในอดีตของตนเอง 



• I remember when I attended a meeting in Paris……………..

• At a conference in Madrid, I was once asked the following 

question:………..

Tell them a story or anecdote



Gett ing th e Au dience’s A tt ention

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.

3. Start with an interesting fact (เ ร่ิม ด้วยข้อเท็จ จริง ท่ีน่าสนใ จ)

)กำรเล่ำข้อเท็จจริง เหตุกำรณ์จริงที่เกิดขึ้น ซึ่งเป็นเรื่องรำวที่น่ำสนใจ 

เพื่อเชื่อมโยงไปยังหัวข้อที่เรำจะน ำเสนอ

ข้อสังเกต: เหตุกำรณ์หรือข่ำวใหญ่ๆ มีตัวเลขอ้ำงอิงจำกแหล่งข้อมูล



• According to an article I read recently, central banks are now 

buying euros instead of dollars.

• Did you know that fast food consumption has increased by 600%

in Europe since 2002?

Start with an interesting fact



Getting the Audience’s Attention

Experts say that the first few minutes of a presentation are the most important. 

If you are able to ge t the  au d ience’s at te n tion q u i ckly,  th ey w i l l b e i n te rested i n wh at  yo u  ha ve  to  say.

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

4. Give them a problem to think about (ให้ปัญ หาให้พวกเ ขาน าไปคิด)

)กำรสมมติว่ำเกิดปัญหำเรื่องใดเรื่องหนึ่งขึ้นแล้วถำมค ำถำมให้คิดว่ำจะท ำอย่ำงไร (แต่

ไม่ได้ต้องกำรให้ตอบที่ถูกต้องแท้จริง) เพียงแค่ต้องกำรน ำไปสู่หัวข้อที่จะน ำเสนอ

ข้อสังเกต: มีกำรสมมติเหตุกำรณ์ถ้ำเกิดปัญหำอย่ำงใดอย่ำงหนึ่งขึ้นแล้วถำมว่ำจะท ำ

อย่ำงไร



• 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?

Give them a problem to think about 


