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Who am 1?

rm up

Work in small groups. Discuss the questions below.

1. Look at the pictures above. What are they doing?

2. Have you ever attended a public presentation? If so, on what kinds of
occasions have you presented?

3. Why do you think people present in public?

i

& . # toidentify what is presentation and its three purposes
" Focus to clear business presenting occasions
X S dto practice greeting

to start your presentation
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First steps

1. Listen to lecture 1 and complete the following tasks.

Listen to me carefully! "y

Task 1 Check (/) two points you think the speaker might be stating in

this lecture.
__Introduction _Audience __ Profits
__Relationships _ Personality

Task 2 Listen and take notes. then offer the key elements according

to your notes.
Oxford

Four explanations about presentation are offered in the

Dictionary. Two among them are frequently used in our daily life.

;w.”,

g e _Preseqtation is

in which

or a piece of work
is to
an audience.

g Presentation is a kind
§ of .
*A especially as a part of
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Task 3 Answer the following questions with your notes.

(1) What is an essential part of a presentation?

(2) What aspects of audiences does a presenter need to pay attention?

(3) How many basic types are there for oral presentation? What are they?

2. Listen to lecture 2 and complete the following tasks.
Task 1 Listen and fill in the blanks.

There are many types! ¢

Presentation, as a way to(1) , is frequently used in daily
life. There are three types of presentations: (2) s (3)
and (4) . For example, a machinist demonstrates installing

techniques to a group of trainees; a horticulturist explains garden club members or
homeowners how they might use various plants in landscape plan; a lifeguard
addresses a neighborhood association about initiating a safe program; a
(5) presents the need for a (6) campaign to benefit
the victims of a building collapse.

Nowadays, (7) are tightly connected with presentations. A
study done by Wharton School of Business showed that the use of visuals reduced
meeting times by 28%. Another study found that audiences believe presenters who
use visuals are more professional and (8) than presenters who
merely speak. And still other researches indicate that meetings and presentations
reinforced with visuals help participants (9) in less time. A
presentation program, such as (10) , Apple Keynote or Prezi is

often used to generate the presentation content.
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Task 2 There are some feature words below. distinguish them first.
and then put them into the appropriate type of presentation
they belong to.

ng

What are my features?

Informay; AnalyZ e Uag;
TMative ese(\"““o“ Preg, ding
Tesentatjop Pr Niagj,,
By o = 1 P e Ry
~® demonstrate how evaluate !
rj:’\) . product selling clarify investment promotion

Task 3 Categorize the following examples.

e

il

A Informative Presentation
B Analyzing Presentation

C Persuading Presentation

A manager
estimates the

ROI for investing

this energy
program.

A machinist
addresses a group
of trainees about
some techniques.

A professor
presents the need
for a fund to
explore a new
research.
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Unit 1 Who am |?

Think, and try to offer one more example for each type of

presentation.

You can use me on dif ferent occasions.

Match the following pictures with the appropriate occasions.

-u..?
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a. Peer Group Meeting
c. Company Financial Report

e. Travel Show

b. Sales Show
d. Public Speaking
f. Wedding

2. Match the following sentences with the presentation occasions.

AARAANATAAANAAAAAAALA SN ARANNARNR RSN
} We will help you to improve your
\ interpersonal ability.

P P

-

\
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\ That is the summary of our department,,
\ thanks for your attention. N

\

P

\
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\ Do you want to join us? Call us right
\ now. Our phone number is 780-250-
12619.

\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\l

\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\'
. The biggest feature of this model is

\
\ easy to control.

\
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\ \
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The reason of forming this kind of
phenomenon is complex.
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Material reading

1. Discuss with your partner, which are real about business presentations
in the following 5 statements before reading

Read the passage and check your answers.

Presentations come in nearly as many forms as there are life
situations. In the business world, there are sales presentations, informational
and motivational presentations, first encounters, interviews, briefings,
status reports, image-building, and of course, the training sessions.

Business presentations aren’t just for big, formal business meetings
anymore. Today business presentations —a series of screens (or printouts of
screens) containing headings, subheads, bulletins, and graphics —are used
for a wide range of corporate communications. They appear at the most
mundane staff meetings, in lieu of reports, as part of business plans, as
marketing collateral materials, sales props, and more. Every day, employees
of various companies around the world find themselves in career-defining
speaking situations. Business presentations like these often involve high stakes
and are presented to busy people with the power to influence careers.

In short, business presentations have become the business communications
medium of the 21st century— corporate poem to express ideas, simple or complex,

quickly and effectively.



8

CEEI D eNEX)

2. Fill the circles with appropriate information.

3.

et I

o

s e

My

.,

"

/" Elements Used in ™,
# N

4 = .
f” Business Presentation

Match those words with their definitions.

What is my definition? _

an occasion when you meet someone, or do something

with someone you do not know . . ‘
interview ¢
an employee conference during which management SRR
may discuss briefing
a formal meeting at which someone is asked questions
in order to find out whether they are suitable for a job status report
% L aaiaanio. .
5 )
a report that summarizes a particular situation as of a first encounier §
stated period of time :
information or instructions that you get before you
have to do something sales prop
5 : .
sales tool to help you become the sales leader i e i
staff meeting

%\

o
7
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1. Choose the best answer for the following statements.
(1) Presentation is a way to message to the audience.
A. submit B. apply C. convey D. determine
(2) Audiences believe presenters who use are more professional and
credible than presenters who merely speak.
A. visuals B. aids C. supplier D. equipment
(3) When a sales manager presents a need for a fund to carry out a new promotion
plan to the Board, his/her presentation is a(an) one.
A. informative B. persuading C. analyzing D. representative
(4) Business presentations aren’t just for big, business meetings.
A. informal B. formal C. casual D. associative
(5) Because the audiences are busy people with the power to influence
careers, business presentations often involve
A. high attention B. high interests
C. high stakes D. high definition
(6) Corporate communications don’t include
A. book report B. sales presentation
C. negotiation D. staff meeting
(7) Because audiences are made up of people who come in innumerable
flavors, it's essential that presenters know well.
A. presenting occasions B. presenting types
C. audiences D. topics
(8) A presentation program, such as PowerPoint is often used to
the presentation content.
A. transfer B. establish C. order D. generate
(9) Presentations come in nearly as many as there are life
situations, such as interviews, briefings, status reports and so on.
A. bases B. occasions C. transactions  D. forms
(10) If a new product, idea or piece of work needs and to

an audience, a presentation is a good way.

.

9



c 10 -\ BSEERT(2F)

(D
2
3
4
5
(6)

P
(8
9

A. explaining, showing B. shared, discussed

C. discussing, showing D. told, informed

Complete the following sentences with the appropriate verbs listed
below, change forms if it is necessary.

convey generate represent explain promote

apply transfer inform establish  deliver

Water power can be used to electricity.
It is hard to my gratitude in word.
Marian has her plan many times, but they still can’t follow her.
Both your CEQ’s determination to win that price war.
Clean energy is more and more being in people’s life.
International trade involves the of currency from one country to
another.

presentation is one type of presentations.

in 1984, the Haier Group has been dedicated to innovation.

A plan will be carried out next Monday morning.

(10) Let us give a warm welcome to Mr. Smart to his Farewell speech.

3.

Complete the following chart based on Basic Knowledge above.

| Audience -
Presentation vy 3

occasions
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» Greetings & Introductions are very important parts of a presentation.

» A good start is half the battle.

> A Good Greeting and a clear Introduction can attract audiences and
give them clear idea about what you are going to say.

Greeting

Big and formal occasions

...................

® Good morning/afternoon/evening, lLadies and gentlemen/Distinguished/

Honorable guests/members of ... /president ...

My name is ... HELLO !
MY NAME

I am the CEO of ... Company.

It is my great honor to present/address here.

It is an honor and pleasure to share this morning/

afternoon/evening with you here.

® It is a pleasure to be with you here and take part in this distinguished
conference.

® It is a great opportunity to be with you today/tonight as you celebrate

your ... anniversary/... years of ... (company/organization/college ... )

Informal occasions

..............

® Hello, everyone/guys/classmates/boys and girls/my colleagues ...
® | am here to talk about ...

® It is so happy to share ... with you.

® [ am pleased/delighted to ...

Introduction
® Today, I would like to talk about ...

The topic of my presentation is ...

®
® My talk consists of two parts. One is ... and the other is ...
® We are here to discuss/talk about/decide ...

[ J

The purpose of my presentation today is ...



