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Introduction

A Practical Course in Business English is geared to students at an
intermediate level and above, and based on business English
communication and practical simulation cases. It is a short course for both

MBA students and business English students.

Business English Communication is on two key objectives

® To develop the students’ technique in five key areas of business
communication: presentation, using the telephone, arranging
meetings, negotiations and interviews.

® To develop the students’ knowledge for the language used in these
key areas.

This part is concerned with improving the students’ understanding of

business English skills as well as speaking ability in practical business

world.

Business English Simulation Cases

Provides students with stimulating materials for discussion. The aim is
to get students communicating in English and solving the problems together
based on the former part of business communication skills. The selected
cases explore many varied aspects of business in different countries.

This book will be of interest not only to students preparing for work or
already working, in almost any field, but also to students of general
English who can develop their fluency while participating in a discussion.

It is flexible enough for any size of class or even self-learning.
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Chapter 1 Presentation

Part | Planning and getting started

1 Presentation technique and preparation

The key to a successful oral presentation is to keep things simple. The
three key points are as follows: give an overview of the points, present
them to the audience and summarize them at the end.

The purpose or desired outcome, the type of audience, and the
message dictate the formality of the presentation, the kind of visuals, the
number of anecdotes, and the jokes or examples that are used. Most of the
presentations are designed to sell, to explain, or to motivate. When we
plan the presentation, we should think about the audience first. Are they
professionals or nonprofessionals? Purchasers or sellers? Providers or users?
Internal or external? The purpose and the audience mix determines the
tone and foéus of the presentation.

When we make a presentation, we can use the visuals as the outline.
We will not use notes. Many presenters will select the kind of visual that
not only best supports the message but also best fits the audience and the
physical location. PowerPoint, slides, overhead transparencies, and flip
charts are the four main kinds of visuals most people use.

PowerPoint and slide presentations work well when we are selling a
product or an idea to large groups (15 people or more). In this format, we
can use examples and graphs and tables to support the message in a general
way.

In small presentations, including one-on-ones and presentations where

the audience is part of the actual process, we can prepare transparencies or
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flip charts. They allow us to be more formal.

People sometimes will get very nervous when they speak in the public.
Many professional speakers handle their nervousness by just trying to look
as if,, instead of talking to so many people, they’re walking in and talking
to a single person. They don’t like to speak behind lecturers. Instead, they
like to get out and just be open and portray that openness: “I’m here to tell
you a story.”

We try very hard for people to enjoy our presentations by showing
enthusiasm on the subject and by being sincere. We try not to use a hard
sell—we just try to report or to explain — and we think that comes across.
In addition, it helps that we are speaking about something that we very
strongly believe in and something that we really enjoy doing.

® Special attention to the audience

Imagine you have to give a brief presentation, make brief notes on the

following:

a) Will your talk be formal or informal?

b) What are the audience’s expectations in terms of technical detail,

expertise, etc.?

¢) What is the audience’s probable level of specialist knowledge? Are

they experts or non-experts?

d) How long will your talk be: five minutes, twenty minutes, half a

day, or longer?

€) What is your policy on questions? Will the audience interrupt or

will they ask questions afterwards? Will there be any discussion?

) How will you help the audience to remember what you tell them?
2 Presentation skills

(1) Structure of the introduction to the presentation
In any presentation the beginning is crucial. Certainly some
things are essential in an introduction and others are useful. Here
is the list of what could be included in an introduction.
a) Greet your audience.

b) Introduce yourself.

%\)»Sl’*\‘eSS Dpfish e
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¢) Give the title of your talk.
d) Describe the structure of your talk.
e) Explain that the audience can interrupt if they want.
f) Say something about the length of your talk.
g) Say a colleague will be showing a video later. (When needed)
Language checklist of the introduction to the presentation
® Greeting
Good morning/afternoon, ladies and gentlemen.
(Ladies and) Gentlemen.
® Subject
I plan to say a few words about. ..
I'm going to talk about. ..
The subject of my talk is. ..
The theme of my presentation is. ..
I’d like to give you an overview of. ..
® Structure
I’ve divided my talk into (three) parts.
My talk will be in (three) parts.
I'm going to divide. . .
First. ..
Second. ..
Third. ..
In the first part. ..
Then in the second part. ..
Finally. ..
® Length .
My talk will take about ten minutes.
The presentation will take about two hours.
But there’ll be a twenty-minute break in the middle.
We’ll stop for lunch at 12 o’clock.
@ Policy on questions/discussion
Please interrupt if you have any questions.

After my talk there’ll be time for a discussion and questions.
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Part  The middle of the presentation

1 Holding the audience’s attention

Clear objectives, clear plan, and clear signals: the secrets of presentation
success. Any presentation requires a clear strategy or plan to help you reach
your objectives. The aim is not to spend twenty minutes talking non-stop and
showing a lot of nice pictures. It is to convey a message that is worth hearing
to an audience who wants to hear it.

However, how many speakers really hold an audience’s attention?
What is the secret for those who do? First, find out about the audience and
what they need to know. Plan what you’re going to say and say it clearly
and concisely.

A good speaker uses various signals to help hold the audience’s
attention and make the information clear. One type of signal is to
introduce a list with a phrase like “There are three things we have to
consider.” The speaker then says what the three things are and talks about
each one at the required level of detail. For example: “There are three
types of price that we have to think about . economic price , market price and
psychological price. Let’s look at each of these in more detail. First,
economic price. This is basedi on production costs and the need to make a
profit...” and the speaker goes on to describe this type of price. After
that, he goes on to talk about the market price and so on.

Another stimulating technique is to give a link between parts of the
presentation. Say where one part of the talk ends and another starts.
For example, a well-organized presentation usually contains different
parts and progression from one part to the next must be clear, with
phrases like “That’s all I want to say about the development of the
product. Nowlet’s turn to the actual marketing plan. ” This technique is
very helpful to the audience, including those who are mainly interested
in part only.

i,
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Another type of signaling is sequencing of information. This usually
follows a logical order, perhaps based on time. So a project may be
described in terms of the background, the present situation and the future.
Key words in sequencing information are first, then, next, after that,
later, at the end ., finally, etc.

Still another technique which helps to emphasize key points is careful
repetition. Examples are “As I’ve already said , there is no alternative but
to increase production by 100 per cent or I'd like to emphasize the main
benefit of the new design — it achieves twice as much power with half as
much fuel.”

A final point concerns timing and quantity of information.
Psychologists have suggested that concentration is reduced after about
twenty minutes without a break or a change in activity. Furthermore,
audiences should not be overburdened with technical details or given too
many facts to remember. It is claimed that to ask people to remember more
than three things in a five-minute talk is too much. Some say that seven is
the maximum number of any length of presentation. Any such calculations
are probably not very reliable, but every speaker needs to think about
exactly how much information of a particular type a specific audience is
likely to absorb and to plan accordingly.

2 Presentation skills of the main body

(1) Structure of the main body

The main body of the presentation contains the details of the
subject or themes described in the introduction. All the above
techniques are especially useful in making the main body easily
understood. They help the audience to follow the information and to
remember it. They also help the speaker to keep to the planned
structure and to know exactly what stage has been reached at all times
during the presentation. Clear structure doesn’t just help the audience!
In many presentations the main body can be usually divided into
different parts. The main parts, each with a main heading, are

referred to in the introduction. Clearly there are many ways to divide
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the main body of a presentation and often different parts will
themselves be divided into smaller sections of information:

Introduction — Main body of information

e v N
First part Second part Third part
—a —a —a
—b —b —b
—c —c
—d

(2) Language checklist of the main body of the presentation
Signaling different parts in a presentation
® Ending the introduction
So that concludes the introduction.
That’s all for the introduction.
©® Beginning the main body
Now let’s move to the first part of my talk, which is about. . .
So, first. ..
To begin with. ..
@ Listing
There are three things to consider. First... Second...
Third. . .
There are two kinds of... The first is... The second is. ..
We can see four advantages and two disadvantages. First, advantages.
One is. .. Another is... A third advantage is. .. Finally. ..
On the other hand, the two disadvantages. First... Second. ..
® Linking: Ending parts within the main body
That completes / concludes. . .
That’s all (I want to say for now) on. ..
® Linking: Beginning a new part
Let’s move to (the next part which is). ..
So now we come to. ..
Now I want to describe. . .
® Sequencing
There are (seven) different stages to the process.
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First/then/next/after that/then (x)/after x there’s y, last. ..

There are two steps involved. The first step is. .. The second step is. . .
There are (four) stages to the project.

At the beginning., later, then, finally...

I’ll describe the development of the idea.

First the background, then the present situation, and then the

prospects for the future.

Part I The end of the presentation

1 Structure of the ending of the presentation

The structure of the ending of the presentation includes a summary, a
conclusion and inviting discussion and questions. In the summary part, we
have to restate main points and what the audience must understand and
remember, contain no new information and make it short. When we move
to the conclusion, we must state the logical consequences of what has been
said, contain recommendations and new, important information as well as
form it short. Inviting questions implies that the audience is less expert
than the speaker. Beware of the “nightmare scenario” — total silence!
Have one or two prepared questions to ask the audience and keep control
of the meeting. Besides, inviting discussion gives the impression that the
audience has useful experience, so is often more diplomatic. But still, we
have to keep control,; limit long contributions and watch the time.

® How to avoid the silent disaster

A nightmare scenario is as follows: The speaker ends his talk with the
words “Any questions?” This is met by total silence. Not a word. Then an
embarrassed shuffling, a cough... How can this be avoided? A possible
answer is that if the presentation has been good and the audience is clearly
interested, someone will have something to say.

Another way to avoid the nightmare of the utter silence is to end with

an instruction to the audience. This should ensure immediate audience
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response. Giving an instruction is often useful in sales presentations and
where the audience has special requirements. Here are two examples:

(1) A sales presentation _

After talking about his or her products or services, the speaker wants
the audience to explain their needs and says:

“Okay! I’ve told you about the ways Snappo can help companies like
yours. Now for us to do that , we need to know more about the way you work.
For example, tell me about your particular situation, tell me what in
particular may interest you,..”

This places a responsibility on the audience to respond — unless of
course they have a completely negative view of both the presenter and the
message! Assuming they are well disposed towards the potential supplier, it
is probably in their interests to offer some information and begin
discussion.

(2) A training manager

Speaking to an audience of department managers, vice-presidents, or
potential trainees, the training manager has outlined recommendations and
explained what is available. He/she can end with:

“Okay! I've told you what we can of fer. Now, tell me, what are your
impressions , what are your priorities and what else do you need to know now?”

Another option is for the speaker to have a question prepared. Ask
something which you know the audience will have to answer. This often
breaks the ice and starts discussion. It may be possible to single out an
individual who is most likely to have a question to ask you or a comment to
make, or it may be appareﬁt from earlier contact perhaps during the
reception or a coffee break, that a particular individual has something to
say or to ask.

@ Skills of handling questions

a) Listen very carefully.

b) Ask for repetition or clarification if necessary.

¢) Paraphrase the question to check if you understand it.

d) Give yourself time to think — perhaps by paraphrasing the

questions.
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