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Discussion

EE Work with a partner. Which factors do you think can make or break a presentation. Make
a list of three ‘make’ factors and three ‘break’ factors, using the ideas below to help you.

body language  visual aids delivery knowledge of the“s-ubj_ed: :
use of technical jargon  clear structure length_ o

L%stening

2 & 1:26 Work with a partner. Listen to four brief extracts from presentations. Match each
speaker with a presentation problem from the list below.

a Speed: too fast e Incorrect vocabulary
b Inappropriate pauses f No checking to see if listeners are following
¢ Excessive jargon and acronyms g Lack of signposting

d Long sentences

BT Match the problems in 2 with solutions 1-7 below.

1 Using the correct word is important. Remember to use collocations and other common
word combinations.

Keep sentences short. Your talk will be easier to follow and carry more impact.

Take time to check that your audience is following what you say.

Slow down. Pause. Give the audience time to think about what you are saying.

Learn and use key expressions to signal to your audience where you are in the talk.
Think about your listeners. Explain any jargon or acronyms they may not know.

Pauses in speech ... are like punctuation in writing. Use them ... to give more impact ... to
what you are saying.
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Predicting and listening

Work with a partner. Quality assurance engineer Marc Pinto is presenting the graph on
the left. What do you think it represents? What do you expect he will say about it?

¥ & 1:27 Listen to Marc’s presentation and check whether your predictions were correct.

I3 Listen again and decide how well Marc presents his information using the ideas in 2 and 3
to help you.
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Signposting

EA Signposting presentations can help the listener. Listen to Marc’s presentation again. Complete
the signposting expressions which he uses.

Referring to graphics Checking understanding

This graph (1) the. Is that (6) so far?

2) you can see, ... Does that make sense? |
Digressing Ending one point |
Just to digress a moment ... 1 think that (7)

By the (3) ks That’s all [ want to say about ...

Restating/reformulating Moving on

In other (4) s So, now let’s turn to ...

What I mean is ... Now, I'd like to (8) at ...

Emphasizing ANyway, .

And (5) ___, that’s why ...

1 must emphasize that ...

Presentation

¥ You are committee members of your company’s sports and social club. You have allocated
a budget of £450 to spend on one of the three items below. Work in three groups, A, B and

C, to prepare a short presentation of your item to persuade the committee to buy it. Use the
presentation outline to help you, and prepare one or two slides to illustrate your talk.

©® Dishwasher
Water consumption 16 /load
Energy rating A |
Energy consumption 1.1 kWh |
Capacity 12 place settings g
Noise rating 45 dB i
Price £334 1

© Washing machine
Water consumption 55 lfload '
Energy rating B =
Energy consumption 1.3 kWh i
Capacity 6 kg |
Noise rating 52 dB i
| Price £295

e

® Expresso coffee maker

Water consumption 0.4 1/4 cups o %
Energy rating : A :
Energy consumption 1.25kWh
Capacity : 4 cups/minute i
Noise rating N/A §
| Price : £423 : ;
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Presentation outline:

Technical facts and figures
Aci\fqnjraﬂes (and désadvan‘bﬁas?’)
le\)t the Fh’oduC,JF s a better choice than the other tweo : ‘ ‘
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s TS, T T vy s .. s e AR AP T
e ek I 0 A I it O e B S Vw_”m‘,,\w-\@ AT i

Take turns presenting your product. After each talk, give feedback on clarity and impact using
the table on page 113. Decide which product to buy.
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Additional material .

| Speaking: Coaching
e-play (page 51, exercise 9)

[Department

o wrere away on vacation,
mmpeachable, your mountain
bupplier phoned your assistant

e i say he couldn’t supply

s wou'd ordered for a big

m starting the following week.
y your assistant manager
it st of the weekend finding
iwe suppliers and delivering
fio the store, after negotiating
i [nefier terms than you had

d from the original supplier.
[her/him just how pleased you
1 what she/he did.

i 2
]Mm: Manager white goods

) Wmm the General Manager, has
1o see you, probably to get/give
on the one-day training

i wou ran for sales assistants
Jmuath. You know she/he wasn’t
happy about the cost, but was
ded to go ahead. You are

ithe training session was very
meficial — be prepared to justify the
i @nd investment.

imstion 3

job: Manager, toy department

& of your sales assistants is a

iick. A brilliant communicator,
has a natural talent for selling

| lseeping customers happy.

er, she/he is constantly late,
mes spends several hours in the
and rarely completes any

oT 4

mur job: Administrative assistant,

e department

1l @re responsible for promoting the
'z credit card. By encouraging
large circle of friends from

sity to sign up for the credit
wou have achieved excellent
The Finance Manager has

10 see you - you expect she/he
to congratulate you on your

UICIDESS

work. Tell her/him how you feel.

3.4 Speaking: Delivering presentations
Presentation (page 39, exercise 9)

Use the table to give feedback on your colleagues’ presentations.

1 = Poor, 2 = Acceptable, 3 = Good, 4 = Excellent

Pauses

Sentence length

Slgnpostlng

Speed

Collocations

Explanation of jargon

Clarity

Impact

5.6 Case study: Backchat Communications
Negotiation (page 69, exercise 7)

Sellers
Follow the instructions below to calculate your score.

Score

Give yourself 1 point for every Basic contract sold.

Give yourself 2 points for every Plus contract sold.

Give yourself 3 points for every Hi-tech contract sold

Give yourself 1 point for every 18-month contract sold

Give yourself 2 points for every 24-month contract sold

Give yourself 1 point for every extra sold

Deduct 1 point for every extra given free

Deduct 1 point for every 5000 won discount given

Total

Tihe Buin 13
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6.4 Speaking |

Discussion

Work in small groups. The question and answer session is an important but unpredictable
part of most presentations. Decide whether you agree or disagree with the following
statements.

If there. are no questions, it means that you've made a really I?Jod presentation.

[t's better fo answer guestions duing the presentation rather than watting till the. end,
Thete's only one type of question: aukward!

The question and answer session is an opportunity, not a threat,

when answeting a question, keep it brief

Never admit that you don't know the answer 1o a question. Bl Necessary!

Listening

EX 2 2:15 Juliette Duncan, a presentations specialist, is giving a seminar on Perfect
Presentations. Listen to the first part of her talk, What four pieces of advice does she give for
fielding questions?

1

2
3
4

& 2:16 Listen to the second part of Juliette’s seminar. She mentions five types of
question. Complete the list.

Five types of question
1 Useful 2 5 4 5




pPreseniing in english ; - 4 fandling questions

Dealing with Questions 1

ion, it's a good idea to

e in the audience asks you 2 _
Swer . This gives you fime to think.

n it before you actually answe
four basic types of Question:

r not to answer. Say you don't know,

hd out or ask the ;qUéé__ C ﬁeft;_\&ha‘t_fthey think.
N evauesions .

- You have already giv_en-_th}s;',iﬁnfpma;ﬁgn;-- Point this out, answer briefly again
'] and move on, _ .

Tiy not to sound rude, but move__'-gﬁ;'r o

‘Tesponses into 4 groups: Tesponses to good questions, difficult questions,

1. 'm afraid | don't see the connection. 2. Sorry, I don't follow you.

3. I don't know that off the top of my head. 4. Can I get back to you on thar?
5. I think I answered thar earlicr 6. Good point.

7. Interesting. What do you think? 8. Well, as I said . . .

9. I'm afraid I'm not in a position to comment on that. 10. ] wish I knew.

I'm glad you asked that. : 12. Well, as I mentioned earlier, . . .
- To be honest, I think that raises a different issue. 14. That's a very good question.

15. P'm afraid I don't have thar information with me.

DIFFICULT UNNECESSARY IRRELEVANT :
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Developing a complex argument

@ Study this extract from a talk about tourism. Are any of the problems the same for your country?

Wl in this country we are facing two main problems: firstly the fact that our wourism industry s based
an just one main product, that is to say ‘sun and sand’ type hohdays, and secondly the fact that the
sourists who come here don't spend very much money. it trie that our economy has benefitad from
toursm, but on the other hand I'm sure your'll agree that we've had too much poor guality construction
and too little aftention to planning. We must learn from these mistakes, othenwise we will destroy our
few remaining natural areas.

As regards the problem of low spending by our visitors, the only solution s to improve the product we
offer Unless we do this, we won't survive in the future. Other countries now offer beach holidays at
cheaper prices than ours. So we have to look for new markets, both in terms of the type of customer we
attract and the geographical regions they visit.

As far as developing new regions is concerned, we need to support tourism i the interior of the country,
particularly ‘cultural tourism’. To start with, we urgently need to restore many old churches, castles and
other historic buildings, and then we also need to market the attractions of these rurai‘areas more
actively. ‘

On the whole 'm reasonably optimistic about the future of our industry, but its going o become more
and more important to pay atiention to customer service. In particular we must give more training to
employees in the hotel and restaurant sectors.

Complete the table with the underlined phrases from section A. Remember that most phrases have
two parts.

Listing more than one point Eor one thing, ... and for another, ...
1
2
Giving both sides ! in general ..., afthough ...
of an argument 3
| 4 -
Saying what will happen f if we ___, it'll probably mean that ...
in certain drcumstances s
6 . .
introducing another point In refation o ...
¥ S _
L

@ Write the script for @ short talk on the future of the tourist industry in your city or country. Use
shrases [rom section B, Then work in small groups: read out vour seripts and develop a discussion.
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