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Unit 1

Presentation

Lead-in

There is a myth that great speakers are born, “not made”, that somehow
certain individuals have the innate ability to stand in front of an audience
with no anxiety, and give a moving, dynamic speech. Well, that just isn’t so!

People we consider great speakers usually have spent years developing
and practicing their skill. They had to start at the beginning and learn the
basics of organization, preparation, delivery, and dealing with anxiety.
Once the basics were in hand, they had to continue to build their abilities.

Before becoming comfortable as a speaker, you need to learn some basic
skills and then actively seek places to practice those skills. This may mean
walking into your manager’s office and volunteering to give more presentations,
or joining a speaking club which allows you to speak in an organized setting. The
more experience you gain, the more proficient and comfortable you will become.
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MRELAREBEHE

ractical English for Graduate Students

PART A Reading & Talking

Text

Simple Strateg

Skills Today

Your personal and professional success often depends on your
ability to communicate effectively, but preparing and polishing
a presentation can be stressful. Even experienced presenters
are sometimes unsure about how to take their presentation
skills to the next level. Here are 10 simple strategies you
can use to dramatically reduce the amount of time it takes
to prepare a new presentation, improve presentations you’re
already giving and keep your audience spellbound.

Before you create a new presentation (or when you review an
existing presentation), ask yourself, “What’s my purpose for
giving this presentation?” Is your goal to persuade, to inspire,
to inform or to entertain? The content, stories and examples
you use will be dramatically different depending on your
purpose. Generally, it’s difficult to have more than one central
purpose, so choose carefully.
2. oelect dirong Supporting Arguments

Make sure the body of your speech consists of the strongest
examples and stories that prove your central argument. Also,
make sure that you aren’t taking any leaps of logic as you try to
prove your point. Write down the main ideas of your presentation
and list all the possible examples and stories you could use for
each point. Then select the most appropriate supporting material.

es to Improve Your Presentation
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3. Remember Show and Tell.

The old sales adage, “telling is not selling, ” also applies to
presentations. You are most effective at selling your ideas
when you SHOW the audience what you mean. Don’t say,
“we can solve your problem.”Instead say, “John Doe had this
same problem until he called us,” and then elaborate. Your
stories, analogies and examples will make your points more
interesting, more memorable and break the monotony of what
could easily turn into a lecture.
4. Put PowerPoint in Its Place.
Have you ever experienced “death by PowerPoint” ? While
no person has actually died from this experience, too much
technology is the death of your message and any chance to
meet your presentation objectives. Ask yourself if you really
need a visual aid. If you do, remember that there are other
options available to you: flip charts, handouts, and overhead
projectors (yes, they still exist) among many others. Whatever
you choose, remember to connect with the audience before
engaging technology, and that PowerPoint and visual aids
serve you and not vice versa.

5. Use The Magic Word.

No, it isn’t “please.” In presenting, the magic word is “you.”When
you review your presentation, make your sentences more
“you-focused.” It will automatically ensure that your
comments address the audience’s needs. Instead of saying,“I m
going to tell you,” say, “You will learn.”You will also become
more conversational and connect with the audience better.
Instead of saying,“People can improve their presentations by
using the magic word,” say, “You can instantly improve your
presentations by using the magic word.” See the difference?

6. Create Commercial Breaks.

If you are giving a long presentation, keep the audience’s
attention by changing the pace at regular intervals. Audiences
are easily bored when presentations continue in the same
mode for too long. As with TV commercial breaks (or
perhaps because of them), we expect variety. Evaluate your
presentations and identify different ways to express your
ideas through speaking, audience participation, visual aids or
exercises. Then sprinkle them throughout your presentation to
provide commercial breaks for your audience.
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7. Begin Boldly

When you meet a new person, how long does it take you to
form an impression? If you’re like most people, it takes less
than a minute. This same evaluation process happens when
you re speaking. That’s why you should craft a powerful,
attention-grabbing opening. If you can, it’s best to memorize
the opening and speak without notes. And, PLEASE, never
start your speech with an apology no matter what the
circumstances.

8. Control Your Conclusion

Your opening is important because it sets the tone of your
talk; but your close is equally, if not more, important because
it’s the part of your presentation that the audience remembers
most. Handle any housekeeping items (next steps, question-
and-answer sessions, or information about what’s next on
the agenda) BEFORE you close. That way, the last thing the
audience will hear are your most important points and call to
action. If you can, you should memorize your closing as well.
9. Cut Your Content. Review Your Presentation. Repeat the Process.
Many presenters mistakenly try to share too much information.
At best, these presenters merely bore their audiences. At worst,
the extra content acts as a decoy that distracts the audience
and de-emphasizes the important points. In presenting, less is
more. Edit your presentations ruthlessly and make sure you are
sharing only information that directly relates to your central

purpose.

[0. Relax... Really.

The audience doesn’t want perfection; they want connection.
And that’s a good thing because there is no such thing as
a“perfect”’performance. However, when you connect with
people on a personal level, the audience will forgive minor
problems. Remember that everyone comes to your presentation
expecting you to succeed. Keep that in mind during your
presentation and don’t forget to breathe.

Preparing a presentation is a process and if you follow these

10 simple strategies, you can improve your presentation skills
today. (930 words)

004

boldly
KBS, AR

decoy BIE; FHl

ruthlessly
s, NEE
[iiig:i



Unit 1 Presentation

Notes

[

. This article was retrieved from www.cardinalconsulting.net.
. Chakisse Newton, President of Cardinal Consulting, LLC, is a high energy business

professional. Because of her experience doing both sales and marketing, her ideas were
always practical, results-oriented and focused on keeping the brand consistent. Award-winning
speaker, trainer and consultant Chakisse Newton helps individuals and organizations improve

their performance through enhanced communication skills.

Exercises

mnropriate words 1n e text.

. If you want to prove your central argument, you must make sure the body of your speech

consists of the s examples and stories that prove your central argument.

. If you really need a v aid, you can also use overhead projectors and handouts, which

can help to connect with the audience.

. In the presentation, too much information merely bore the audiences. The extra content may
distracts the audience and de-e the important points.
The audience want ¢ , rather than perfection.

. Following the 10 strategies, your p skills will be improved.

. monotony
Outside the rain dripped from the trees, and she was watching television to relieve
the of life as a factory worker.
emphasize
College students put great on the study of presentation. They are well aware that
some bad manners will distract the audience and the important points.

. polish
An unsophisticated country fellow, who completely lacked ; up the floor
with a floor
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4. available
According to the best information, the easy of guns has contributed to the

escalating violence. The opponents’ attempts to improve the situation were of little

5. drama

This famous has many stories, which are representation of real

events.

1. There are some strategies you can use to dramatically reduce the amount of time it takes
to prepare a new presentation, improve presentations you’re already giving and keep your
audience spellbound.

2. Make sure that you aren’t taking any leaps of logic as you try to prove your point.

3. The old sales adage, “telling is not selling,” also applies to presentations.

4. Your stories, analogies and examples will make your points more interesting, more memorable
and break the monotony of what could easily turn into a lecture.

5. Evaluate your presentations and identify different ways to express your ideas through speaking,
audience participation, visual aids or exercises. Then sprinkle them throughout your presentation to

provide commercial breaks for your audience.

1. What’s the usage of the 10 simple strategies for a presentation?

2. Why is the saying “John Doe had this same problem until he called us” more useful than the

saying “we can solve your problem” ?

3. What’s the magic word in presenting?

4. Through what do you keep the audience’s attention, if you are giving a long presentation?
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Unit 1 Presentation

5. Your opening is important because it sets the tone of your talk. Why is the close equally important?

PART B Listening & Watching

American language expert Robert Kaplan studied different cultural thought 1. in
the mid 1960s. He helped English language teachers understand the differences between English

rhetoric and that of Arabic, Chinese, Japanese, Spanish, and Russian. English speakers prefer a

2. style, which has one main idea. The speaker supports that idea with 3. or
4. , and then closes the talk by restating the idea. In other cultures, however, speakers
may bring in other ideas before 5. to the main point. Charles LeBeau says some of his

students prepare a speech without thinking of the main idea. “Sometimes the bigger problem
is the point that they want to make is not clear. They are not thinking clearly about What is the
key point in my presentation? And how do I want to say that, where do I want to say it?” For
presentations in English, the best time to make that point is at the 6. . Speakers should
make a plan to present their ideas in the order that is common in English 7. . When
we write our ideas down without such a 8. , they are not clear and our presentation
will not be well 9. . “I think they prepare the presentation kind of as 10. of
consciousness activity, then finally at the end of this process they figure out, oh, what do I want

to say, what is the key point in this? And it ends up being at the end of the presentation.”

1. The speaker believes that texting spells the decline and fall of writing ability among young
people in the United States and now the whole world today.

2. Writing is something that came along much later than speech.

3. Linguists have shown that when we’re speaking casually in an unmonitored way, we tend to
speak in word packets of maybe eleven to twenty words.

4. Speech is much looser, telegraphic and much more reflective than writing.
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5. The speaker thinks LOL does not mean laughing out loud anymore, but it is just a pragmatic

particle now.

So in closing, if I would go into the future, if I could go into 2033, the first thing I would ask
is whether David Simon had done 1. to “The Wire.” I would want to know. And I really
would ask that and then I’d want to know actually 2. on “Downton Abbey.” That’d be
the second thing. And then the third thing would be, please show me 3. written by 16-
year-old girls, because I would want to know where this language 4. since our times,
and ideally I would then send them back to you and me now so we could examine 5.

happening right under our noses. Thank you very much.

PART C Discussing & Practising

Activity One

The following overview is in written form.

Team Building
Definition
Examples

Advantages & Disadvantages
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Unit 1 Presentation

What is telemedicine(definition)?

Advantages and disadvantages of telemedicine.

Example of a terminally ill patient.

Advantage: Example of easy access of telemedicine.

Statistics about how many people could use telemedicine.

Why is there a need for telemedicine?

‘ Example of a study looking at people’s attitudes in 2 groups: one using traditional
methods and one using telemedicine.
How is telemedicine currently being used?

| Disadvantage: Patients are reluctant to change the type of care they are used to.
What is the future of telemedicine?

Activity Three
Directions: Would you like to talk about yourself including your family (your parents’ jobs, your
relatives, ete.), hometown (location, size, population, climate, traditional features and specialties).

hobby, major and so on?



Unit 2

Career Planning

Lead-in

Choosing a proper career is of vital importance to one’s future life. It’s about
so much more than deciding what you will do to make a living. To start with, think
about the amount of time we spend at work. We are on the job approximately 71% of
every year. Over our lifetimes, this comes out to roughly 31.5 years out of the 45 years
most of us spend working, from the beginning of our careers until retirement. The
importance of selecting a career with which we are satisfied cannot be overemphasized.
While some people are lucky enough to just know what they want to do and end up
in satisfying careers without giving it much thought, most of us are not. Many people
don’t put enough effort into choosing occupations. Maybe they choose careers that
seem secure or pay well. Then they end up unhappy. The best way to make sure that
doesn’t happen to you is to make a well-thought out decision following the steps
of career planning that includes self-assessment, finding job openings, preparing
CV and application letters, preparing for job interviews and recruitment tests.
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Unit 2 Career Planning
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PART A Reading & Talking

Text
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How Is Gen Y Changing Office Culture in China:

Two years into her first job as a management trainee with
a property development company, 26-year-old Hazel Wang
decided to quit despite not having another job lined up.

“It was a huge decision for me,” said the former Shanghai
resident.“But 1 felt the old job could not help me achieve my
self-actualization goals.”

Ms. Wang, who has since found a new job with a software
company in Beijing, is happy with the outcome. “Now I can
learn more things that are interesting. The new company offers
a big platform for me to develop,”’she said.

Like Ms. Wang, a growing number of young Chinese workers
are asserting themselves more and demanding their voices be
heard in the workplace.

That’s according to Ning Lu, China business director for |

U.S.-based consulting firm InclusionINC, who says so-called
members of Generation Y—which it defines as those born in
the period 1980-97—will vote with their feet and quit their
jobs if they don’t get what they want.

About 366 million Chinese—or around 40% of the population
of working age 15 years to 59 years—fall into that generation,
the consulting firm estimates.

A report issued earlier this year by human-resources

consultancy Aon Hewitt found that members of Gen Y, which

the findings of this survey describe as people born in the
1980s, became the main age component in China’s talent
market in 2012.
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