‘The start

‘ ’G/vmg a presentat/on IS //ke taking your aud/ence from start to finish on a joumey At the start, your
aud/ence requ:res some basic information before they can accompany you on. this journey. Once

they have the information, they're on your side, attenf/ve and ready to listen to every step of the

Jjourney along to the final message.’ (E. Williams 2008.10)

«  Who are you? (introduce yourself)
. Why s‘hbulld_‘the audience listen to you? (introduce the topic, state the purpose)
. What are you going to talk about? (outline the structure of the preséntation)

. How wil yo‘u address theraudience’s needs”? (/ength of‘time; notés,vanswering_ qUesz‘/'Qns)

S

" Below are some questlons your audlence may be thmkmg about. your presentatlon

2.

Match each questlon to a questlon word above:
W\(\\/z eyt B W AT 2

¢ 2) What direction is
he going to take with.
" this presentation?

1) What's the
reason he's (she's)
i doing the qr@gm\

3) Should T
take notes?

'4) What's
his position?

6) What's he o . nwhershis ) e

. going to be ° - experience in ..
talking about this field? ' ‘ '
. exactly? ' J '8) Will T have
“enough time for’

Junch?
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. Below are some top tnps and suggestrons to do before and durrng your presentatlon Use thrs

. asa checkllst for your fu, ure presentatlons

Q- Know the room “Be fam ar wrth the space that you erI be speaklng in. Arrive early
and walk around the room-to"get a sense of the srze Stand atthe front of the room

.where you W'” .‘«be‘speaklng;"v‘-‘-‘-‘ ;

E] Know your audle ee Try' to greet and chat wrth your audrence before the
i presentatron tis easrer to talk to a group of frrends and people you know rather than
m_toagroup ofstrangers T e Sy JE W
R ,“‘Know your ffaterlal Be prepared and know what you are. gorng to talk about
: Practrce your presentatron untrl you are comfortable wrth what you W|ll say.

iy ‘;they Won’t know‘

8 ::-Concentrate on“fyour message Focus on: what you want to say, not on your
anX|et|es Bellev' in what you are saylng : o ;

o Drmk water - AIways have water avarlable dunng your presentatron to avord adry
- ‘mouth Try to stay away from caffeme and energy drrnks that can glve you ‘too much
unnecessary energy ' N - .

»[j_'Turn the nervousness to posntlve energy Transform the nervous energy to
: enthusrasm Let it be your advantage "3 T g PR : :

Cl_ 51Ga|n experrence Burld your confrdence by bulldlng your expenence The more you
' -‘present the more comfortable you are at speaklng effectrvely in front of people

(taken and adaptedrfro‘rn htrp;//wWw-.ﬁlsbnfihars.'corﬁ/anxfet]htm') t
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The f'.inis-h' |

Make your final message clear

Pause bnefly and srgnal clearly that you are; now ready_to ﬂnrsh the presentatlon - i

- Make your summary grvmg a bnef overvrew of whatfzhas already been sald ' o
'.(reflectronofyour what) e R Tal i A VIS TR R

Give your conclusmn (reflectron of your why and looks forward‘:'to What you o .
want people to do or thrnk after your presentatron) ¥ R Sl B

l\/lake your closmg remarks by tha‘nkrn‘g the audlence askrng for questtons
org[vrng presentatron handouts g o L . .

Decrde if each phrase below ls,,a ‘Slgnal’ ‘Summary‘_,l g

B!

10.
1.

i v

13.
14,
15,
16

17.

18.

19.

20.

Let me summarrse what we ve looked at

’Thank you for your attentlon AT R

To sum up..:

Well that covers everythlng I wanted to say :

" To summarrse lll run through myr-th'ree’;toprcs

I'd llke to thank

_ clusron or ‘Closmg

So, that bnngs me to the end of my presentatron Slqnal

Il brlefly summarlse the marn lss'es s

I’ ll now hand out

I’ d lrke to summanse

r d lrke to conclude by strongly recommendrn Yt g

So that completes my presentatron =

Let me jUSt go over the key pornts agaln b b

In conclusron ld llke to Ieave you W|th the followrng thought/tde g sl 3

i you have any questlons Id be happy to answer h_em ’ “" TR T

At this stage [ d lrke to go over.

In my opnnron the only way forward rs t'j i

Thank you for lrstenlng

Are there any questlons‘?

So, | would suggest’ that we

(taken and adapted from Presentat/ons in EngI/sh by E erlrams Macmrllan ‘ 2008 15)




| Slqnpostsand

' Sequencmg/Ordenng

‘f/rst/y second/y th/rd/y...f.-_' }f.ﬁt‘; 'Comparmg

. then.. next... f/nally//astly PR _ezm//ar/y

‘ '/ets start: with... '
' let's move/go on. to
- now We come z‘o

'thatbrmgs us. z‘o o

let's leave. fhat e
| that govers.:. |
'g/ez‘s get back to

' therefore SR :" :v s o “vv.\/nsnort

,:lemg reasons/causes i ;}m br/ef

$0. R & sfgl"lets just recap

asaresult
that's why

Gontibting,
but
 however -

in- the same Wayf i

»es_pecia,//y o

'Dig":res'sing 3
ALy by the way
. inpassing

’:GlVlng examples
o e for example
o f"‘"for/nstance

b such as’,

L "Geh‘e"ra-leihg‘
‘ usua//y o

. 5 general/y

g L asa rule .

3 “‘G'i“’f‘iﬁg-mbré1détai|s‘ K
- I'd like to expand on this
L.fef-'mé-‘SXpand Qn' that -

FEREE - e

e Eﬁebﬁﬁ%’e‘_ s

‘G‘= s-ignboet

25
coo

~ Time

L e P:wum-ma-;;«sshme W@Eﬂ"é 200887 -

(taken and adapted from Effecz‘/ve Presentat/ons by J Comfort OUP 1997 21)
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&

Decnde if the phrases below address the who’ ‘why’ ‘what’ or ‘how " v

.

o

- Good mornlng everyone Let me lntroduce myself

' investlgate Flnally, I II conclude by dlscussmg why-t

I\/Iy name's Petr Novak and I m a PhD candldate at Charles UnlverSIty WhHO.

My'purpose“today;is t’o;_‘_ ’ e,

l plan to talk forabbut 1.0;«mi'n'utes;ileavlngxti'me:: r*q'u.efs.ti"ons;_é_i‘t‘.:th:e{“e_‘n‘d_:,_.’. e

I m’ gomg to develop three mam pornts Ftrst : S . Third,

I'll begin by explalnlng brlefly how (the VIrus) Afte hat I ll descrlbe‘the method I used to
method could be useful '

So I'll be addressmg three mam pomts and the flrst one‘ts omg to be The.'secon-dfpoint wlll‘_:.

-~ be: And ﬂnally the last pomt is

. 10.
11.
12,

13,

| 14,
‘I'5;
.16.-
7.
18
4.
20.

(taken and adapted from Presentatlons in. Eng/lsh by E WIIIlams Macmlllan‘} 2008 11) - o :

Before I contlnue Iet me. teII you somethlng about myself

I'm gomg to outlme three proposals Flrstly, I Il 'Then ‘ l d Ilke 10:. and flnally

Today, I'm gomg to tell you about my recent research mveshgatmg

We il take a short coffee break at about 10 30

My objechve today is to

Welcome Iadles and gentlemen Thank you for comlng“:to mytalk today My name IS Lucue and

I'm...

I you have any questlons please Ieave them untlI the end

m happy to take any questlons after that
For those who don’t know me my name is Carlos Lopez and I am."._.‘i_f
I would like to start thh And then Lastly

Whatl am gotng to do- ,tod‘ay is revuew...‘.,.

Please feel free to mterrupt me at any tlme ‘lf"'you have : UeStIOI’I i

The reason we are here today IS to




