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Preface

English language skills have been deemed as an important tool needed to compete in
the sphere of present global policy, economy and culture. However, the global development
trend in many fields calls for English language education to shift from the traditional
preoccupation with processes to a focus on practices with language. One of the goals of
English language teaching in many universities should be to provide students with the
foreign language skills and advanced professional knowledge which is essential to succeed
in the job market and crucial for professional development. This development trend has
caused English for Specific Purpose (ESP) and content-based instruction to be emphasized
more greatly for the last few years abroad and at home, which meets the demands of learners
who need to learn English for practical use in their specific fields, such as business, science,
technology, or academic learning. English presentations focus on learners’ understanding
and communicating of the content learned in ESP, and are considered to be a required
course in most ESP programs for college students in many countries.

Presentations, a form of oral communication, are seen as one of the most important
techniques to enhance students’ English communicative ability and to facilitate their
learning. Every day you will come across opportunities to make presentations: during
a school day, students may be required to present their study reports. In the workplace,
employees are involved in client and staff meetings, as well as in board presentations to
present formally to the senior management and scientists are required to report their research
outcomes and so on. There is no doubt that effective English presentation skills contribute
to learning and employment, and once in the workplace, it helps to produce a more effective
and productive employee. Presentations are a very important and an absolutely irreplaceable
skill required in the 21st century of a globalized world. Unfortunately, too few college
students in China are provided with English presentation courses and the basic presentation
skills to prepare them to compete effectively in today’s workplace. It has become increasingly
evident that the majority of them lack basic presentation skills and find it daunting and
challenging to conduct English presentations in their study and work, which prevents them

from advancing in learning and careers.
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Although English presentations need many of the same skills used in a daily
conversation, they are more strictly structured, and require more formal language and
a different method of delivery. In general, in addition to pronunciation skills and body
language control, an organization with a well-designed opening, body and conclusion is
indispensable for a good presentation. At the same time, with the widespread use of the
computer and the Internet, the orgarﬁzation and design of the presentation via computer
becomes an essential skill. To help college students effectively prepare and deliver
presentations in English should become an important goal for English language courses in
China.

We wrote English Presentation Speaking: Skills & Practice to help college students in China
overcome their stage fear, develop and improve the skills necessary to become effective Eng-
lish presenters by systematically introducing the fundamentals and skills in English presenta-
tions, including those in selecting topics, analyzing the audience and practicing; in using ver-
bal and non-verbal language and modern technology; in building confidence and overcoming
anxiety and evaluating presentations. The textbook is also intended to help college students
develop their English communicative ability by explaining verbal and non-verbal language
knowledge.

The textbook is divided into four parts including fifteen chapters. In each chapter,
students are provided with knowledge related to English presentation, English presentation
speaking skills, English presentation evaluation to learn how to prepare, conduct and evaluate
English presentations. The book also offers learning objectives, presentation examples for
students to follow by and warming-up activities and discussion and practice exercises for
students to discuss and practice English presentation skills before and after the course. In
particular, based on different presentation contexts, the book divides English presentations
into six types such as classroom presentation; academic conference presentation; scientific
research presentation; job interview presentation; business presentation and case presentation
so that students can learn to practice in different circumstances.

The first part—Fundamentals of Presentations—provides the theoretical background
and offers the students a brief introduction to some basic concepts, purposes and important
factors of presentations.

The second part introduces Qualities of an English Presenter, which includes three
chapters—verbal language, non-verbal language and overcoming stage fear and building con-
fidence. These chapters suggest that an effective English presenter should have qualities such
as a good command of English, a proper usage of the body language, confidence building
and stage fear overcoming etc. This part aims to enhance both the students’ language knowl-
edge and presentation skills to train them to become effective presenters.

The third part, Presentational Process, includes six chapters. These chapters deal with
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the important processes and skills in English presentations such as audience analysis, topic
selection and delivery. The chapters rely on the view that quality presentations should dis-
play such characteristics as having a good preparation by doing a thorough analysis of audi-
ence, selecting an appropriate topic and writing a well-organized script; making an effective
presentation by practicing it thoroughly, using effective non-verbal language and modern
technology, and conducting an evaluation to help presenters assess their presentations so that
their weaknesses can be overcome.

The fourth part provides students with Presentations in Different Contexts. This part
helps students to become acquainted with presentations in different situations and offers
them opportunities to learn presentations specifically necessary for their future work.

The textbook, combined with PPT courseware is for the undergraduate and graduate
students who have experienced some years of English learning and have gained a rich
knowledge of English language. But it only provides a blueprint for them becoming a
successful presenter. It is up to the students themselves to implement what they have learned
and use every opportunity to apply the skills to their academic studies and jobs. We are
confident that college students will become effective presenters when they draw upon the
knowledge, skills and practices that they have gained from the book, which will be helpful for
their future learning and careers.

In this textbook, the overall planning and final editing were made by Lanzhen Cai,
professor of Northwest Normal University, and Yuhong Chen (Lanzhou University), Xiuhai
Li (Northwest Normal University) and Haiqin Yang (Northwest Normal University) were
responsible for writing the chapters they were commissioned to do, among which Lanzhen
Cai was responsible for Part I and Chapters 12, 14, 15, Yuhong Chen wrote Chapters 4,
5, 7, 11, Xiuhai Li undertook the writing of 6, 8, 10, 13, and Haiqin Yang wrote Chapters
1, 2, 3, 9. Due to the limitations in material possession, the textbook may not be overall
and comprehensive in the explanations of English presentational speaking knowledge and
skills, and some of them haven’t been fully and deeply discussed. Experts in this field are
welcomed to correct and criticize the textbook. Your comments are appreciated.

Many thanks go to Mr. Jianming Zhang for his designing and making a fine and
motivating PPT courseware, which will make the learning of the course easy, interesting
and motivating. At last, we are grateful to the teachers who participated in the writing of the
textbook for their great efforts and positive attitude in the work.
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Fundamentals of Presentations

In spite of living in an increasingly educated,
technologically savvy, and media-aware society, most
people still hate to prepare and deliver a presentation.
However, presentations are widely used within the
academic communities, job selection processes, and
in many other professions. Presentations are the
acknowledgment of your power and a way of life for all
professionals. (Maxey & O’ Connor, 2006). Therefore,
learning and developing your presentation skills may
prove beneficial not only now but in the future. In this
part, you will learn some basic concepts and skills of

presentations, whether formal or informal.
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< Master the strategies in preparing and conducting presentations
% Learn the criteria in evaluating one’s presentations
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Presentations are specially structured ways of communicating ideas and information
to a group, whether it is 500 or just five people, with the purpose of persuading, informing,
inspiring, and entertaining. Among the communication skills, presentations are deemed to
be one of the most critical to individual career advancement, and a proven means for people
to distinguish themselves from others.

There are many situations where presentation skills come into play: taking interviews,
sharing research results, teaching a class, or presenting to the faculty, the committee, or to
colleagues at meetings. A person’s ability to present key information clearly and concisely is
critical to his credibility and to the respect earned both internally and externally. Therefore,
presentation skills are a necessary part of both college and work responsibilities, and
competence in conducting effective presentations is paramount to the success of students,
businessmen and other professionals.

However, presentation skills are not adequately taught in many courses other than in
speech classes and many presenters have the feelings of inadequacy, frustration and dread
while presenting before a group. Fortunately, you can give great presentations, despite
reluctance, low presentation self-esteem, a busy schedule, or a past history of fear or
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intimidation. There are skills that anyone, both native and non-native, can learn to make a
great presentation. Learn these skills and you will become a more powerful and confident

presenter.

1. What is your understanding of the term “presentation”?

2 .What are the purposes of giving presentations? Why is it important for people to give

presentations?

3. What makes a good presentation? What do you usually do for your presentations?

4. How do you begin and end your presentations? What do you do to attract your

audience in the presentation?

5. Take the following true-or-false quiz and then check the answers below. The answers

may surprise you and help you improve your presentation prowess.

Assessing Your Presentation Skills
1. Knowing your subject well—being a content expert—is the same as being an effective presentation

speaker

2. The purpose of most presentations is to inform

3. All audience are the same

4. The time of day you are speaking should not affect how you put together your presentation

5. Incorporating many facts and figures will be riveting to your audience

6. People are more influenced by logic than by emotions

7. Once you've finished your PowerPoint slides, you are done creating the presentation

8. “I'm pleased to be with you here to discuss...”and “Today, I'm here to talk about...” are both effective
presentation openings

9. You need to memorize your presentation to deliver

10. Having butterflies in your stomach, or feeling nervous before you present means you are doomed to fail

11. Lack of passion can kill good content

12. Using acronyms and jargon will make you look smart

13. If your content is good, your visual impact won't matter

14. Complimenting a question is a good move

15. “More people have talked their way up the ladder of success than gotten there any other way.”

.
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(Source: Brody. Mastering presentation skills is critical to professional development. Employment

Relations Today, 2007, 34 (3): 37-46)
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Basics in Presentational Speaki

0 Theoretical Basis

The public speaking offers one theoretical approach for an appropriate and convincing
presentation.

Public speaking is a vital way of communication, a way of sharing your ideas with other
people and influencing other people. Just as the Greek leader Pericles said more than 2,500
years ago, “One who forms a judgment on any point but cannot explain it clearly might as
well never think at all on the subject”. People throughout history have used public speaking
as a vital means of communication and empowerment and it can—and often does—make a
difference in things people care about very much.

Public speaking has the following characteristics (Lucas, 2010):

1. Public speaking is more highly structured. It usually imposes strict time limitations
on the speaker. In most cases, the situation does not allow the audience to interrupt with
questions or commentary. The speaker must accomplish his or her purpose in the speech
itself. When preparing the speech, the speaker must anticipate questions that might be raised
in the midst of the audience and answer them. Consequently, public speaking demands
much more detailed planning and preparation than ordinary oral talk.

2. Public speaking requires more formal language. Slang, jargon, and bad grammars
are usually not allowed in public speeches. Audience usually react negatively to speakers
who do not elevate and polish their language when addressing them.

3. Public speaking requires a different method of delivery. Effective public speakers
adjust their voices to be heard clearly throughout the audience. They assume a more erect
posture. They avoid distracting mannerisms and verbal habits.

4. Presentation is a form of public speaking. Quality presentations display similar
characteristics to public speaking, including one person talking to a group of people and
people listening, displaying advanced preparation, clarity in thought and creativity of all
documents and supportive materials, and demonstrating respect for the audiences’ time
and their responses. However, presentations differ from public speaking in the following
ways (Sims Wyeth, http://www.executivespeechcoachny.com/20090714-speeches-and-
presentations/,on Tuesday, July 14th, 2009):

1) Presentations carry the presenter’s personality better and allow immediate
interaction among all the participants. These factors greatly contribute to the passion,
enthusiasm, and credibility of the presenter, which are then transferred to the audience who

——
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in turn are inspired or challenged to follow up on the message.

2) We don’t see visuals in a public speaking. The speaker strives to create feeling
and imagery in the mind of the audience with words, not with images on a screen. A
presentation typically employs visual aids to convey data that prove or support the
presenter’s points.

3) The degree of formality is different. A public speaking is more formal than
presentations. Great speeches have rocked the world. They are (or should be) about big ideas,
values, and concerns. In contrast, presentations are more informal than speeches. They are
related with more technical and mundane circumstances. They have their roots in education,
the military, and the practical trades. They tend to be about facts and figures.

4) A public speech is given to a larger crowd, and therefore must appeal to the emotions.
The larger the crowd are, the less complex the material should be. However, presentations
are generally given to smaller groups, and therefore can be more detail-oriented. The
smaller group should always be given a chance to discuss the material, to ask questions, and
to get interacted with the presenter.

5) A public speaking is more appropriate for striking larger themes and conveying
emotions and requires a broad vision, whereas presentations often require a deep, narrow
focus. Speeches can be made to persuade or entertain, but not to inform. Presentations can
do all three — inform, persuade, and entertain.

A presentation is a formal talk to one or more people by a person or a group of persons
who “present”, “demonstrate”, “show” or “explain” specific ideas or information in a
clear and structured way. Different people have different purposes of presentations, and
a presentation’s basic purposes will fall into one of the following categories: (Ulloth &
Alderfer, 1997)

1. To persuade or convince. The primary purpose of most presentations is to persuade—
selling ideas, concepts, and convincing your audience to accept your proposal. This type of
presentation is to seek approval or support for a new program or idea, or provoke debate or
discussion as well as to offer a solution to a controversy, dispute, or problem. For example, in
classrooms across the globe, professors persuade students to value information imparted through
lectures. Students, in turn, persuade professors that they have a fair grasp and understanding of
the respective concepts through their performance on various assessments. When entering the
workforce, students must persuade prospective employers to hire them. After students are hired,
they routinely communicate both within and outside their respective organizations through
formal and informal avenues. It requires an audience reaction of “I believe the message” or “I
will do something as a result of the message”.

DR
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2. To teach or inform. Presentations also give basic information on a certain topic, or
give specific directions or orders. In a teaching or informing presentation, your audience
should come away with new knowledge, information or a new skill. It requires an audience
reaction of “I understand the message or the theme”.

3. To inspire and to explore. The primary purpose of this type of presentation is to
make people think about a certain problem or situation and to “facilitate change”. This
could also fall under the heading of persuasion. You want to arouse the audience’s emotions
and intellect so that they will be receptive to your point of view, like presenting a case study
to gauge an audience reaction and making arguments for clinical supervision. It directs
towards an audience reaction of “praise or blame, or to develop an appropriate mood at a
ceremony”.

4. To entertain. The presentation is intended to amuse audience in some way. It requires
an audience reaction of “I like, or enjoy the message”. An example is welcoming new
employees or making a presentation at a retirement party.

‘Q Characteristics of a Good Presentation ... ... .

Different purposes of presentations have made material organized and the types of
material used differ significantly. However, a good presentation is characterized by at least
four elements:

1. Rich in content—Ninety percent or more of preparations are typically devoted to
content. Countless hours go into creating and fine-tuning the presentation materials, which
contains information that people need. But unlike reports, which are read at the readers’ own
pace, presentations must account for how much information the audience can absorb in one
sitting.

2. Well-structured—Presentations should have a logical beginning, middle, and ending.
The opening should catch the interest and attention of the audience immediately, while
avoiding trite filler phrases and technical jargon. The ending should summarize the main
concepts you've discussed, and show how your work relates to issues you've raised, which
aims to help your audience achieve high retention of this final information.

3. Human element—A good presentation will be remembered much more than a good
report because it has a person attached to it. However, you must still analyze the audience’s
needs to determine if they would be better met if a report was sent instead.

4. Personal power—You have personal power when you take command of an audience.
To persuade a busy group of people to take notice of your message and to do something
about it as a result ranks high on the scale of winning friends and influencing people.

The presenter’s power is great. The ability to use that power well was first prescribed in



