MRERBEHERIALAS ,
iE R & I ¥ X ¥ ° + - 5 " @ W #H #H

BES T

Vi R H 24 kS W

T HARBIN INSTITUTE OF TECHNOLOGY PRESS



| ﬁﬁ?ﬁ‘iﬁlﬁﬁli&??ﬂ&#

R%/J hﬁ& I JL K \‘%ﬁ ’ +

e BB

AlER T R F B & 8 F B
W E K B FT F OBERER E B

B # Branson Quenzer
¥ H® F 7

'1772 %ﬂsﬁm@nﬁm% Tﬁﬁj&%ﬁg



ABREMRE T RFH+ R ARNE . FHBUEARZW N EL, 5 H bR B HE & B B
AT B P ER S ERG AT TREBMERE, £330 9 05V, Gl EARMRE, R4
2W S LG, NMREE AN BOTRARMARER, 2R 5L MBI EN B, & H 2008, %
BEBFE P XU B GBI ETIWNEFAR .

AR P T R S5 R L BT AR A B A A T T 42 6 A2 R S U B ) 9 B G, T AR

ﬁ?ﬁiﬁ%“‘?o

REE T

HEFERIGEBUNBESER .

EHERS B (CIP) #i#z

FARZEW - 1B T A SRR BRI BefT , B

TG — IR BE R EE Tl K2 Hi iRt ,2011.3
(WA FEHBERTIAS)
MR TE Tl K2+ 3 BRI Bobt
ISBN 978-7-5603-3226-0

[.O% LI.0Ox1- Q- . OXE-YTiH

¥R AE-#4 V. OH319.9
I A B 50 CIP Bdiii v (2011) 55 038431 5

RIERE
HE®RIT
HAR &R AT
#
£ K
o gt
B R
F X
R X
# S
B B
)

oA H O

FEM

MR Tk K2t AL

MR BT G b X AR DUIEAT 10 5 #i34R 150006
0451-86414749

http ;//hitpress. hit. edu. cn

MR BT APTEN A R

787mmx1092mm 1/16 EN3K 14 F¥ 358 TF
2011 4E 4 A48 1 2011 4E4 H45 1 KEPRI
ISBN 978-7-5603-3226-0

1 ~3 000 J§

36.00 Ju( &E&)

(4 B B2 i ok (e B o B0 52 , AL 17 95 1A 8 )



Foreword

HEARAERENEE R M@ L., FRIEHMEAET, BERds
AR A SRR BRI BRI E SRR F R EERSZ —, WREEHR
EREFFNEERRZ—, B4R, MERSHLHAIFAS, BERREL LK
REAYIEINAN2EARK P8 E, HES5EPRFARR MRS, Wi 17E AER
IEIREE b TR TR R A K B SR AL 2 ImE AN R B H A AR SR B T
Ko B F3EE S EAN K¥FF HTE B WE . A C RPN GRS R S 2
BT FERRH RN T LR AR LB E P2 E

HEl, RESRBMRTIVEFARZR N LM E LR AESGETEERE, B2
X SRR MRS THAE, UINA THFARRER TR, AR TERZRE
Bery. AU R R A AR SRR R DHER SRR, BAER, LTS5
24 AL T A B AR WL o

FE X1 B 57 A 7 SR AT BUA 19 - 0F 5 A i W i 008 2R AT 1 2 0 A B9 B
b, RIMRET (CERZR—EEARATERTRHERE) —FH. EARKRETIL
KM “+ZH” MRER, ABLERZR N EL, W EPREEESH BT
WP HIEXSEERGE I RN TTEHET TRTEENEE. A BEKEEES
OB, W, B EEMET RIS —&, HERRS FEEIRAENIGES
I/ NREEE ) B PR2A AR R IR G, (RS LR SGR IR “HEARE
37 AR “EHSERETT , BORMNZOES T RGEMEEE. S ReEs
GG EARSCIAE S, B BYERE S . BEARRE ST . BEIERE ) LUK AR Ao B B
g1, HEMRIA NS, WA ABGE, ¥R .




'#*iﬁ Academic Communication
| £ R A AR LR

(FEARZ R —E AR AERERTEHAER ) o ET, BIEWRL—1
F8, MRS T RSP RSN — AR R . ERNES, E
LEHe . NREF AN BOTRERRAIRER, AR5 E PR E ST LA H AL E I
Bt, MNBACHER S, SIRMBIRE, ZHEAUGEE, BERA%SS. &
— BRI T R IEBR AT . AR, CFEEZMERIES WA, ARSI,
HARBEOBEYE . AR B SRRk, A BARBEMAS R, #EHE T
FARAEWA R A A IR BRI, JFRIT T HRIE AL ERES A%,
A B RS 52 AR RAEGE . BT REERE L MEERLET S, Kb
X F AR ST TR, R THEEIMSMSEEH, WIMER E¥#
R EH

H T B B o A A E PR AR AU S AR S R R B RS, A B EA T
THRE THESRARBENE, iEFAENK. & . TFITEY RN, sk
fiE, A AR R RS R A SR SE PR RE T

ABRILfbFEIREAHILE, BACLTILA R

O M

AP T I TR BT AR SRR R RS T, & B kL
BARRL, NIRRT, BS. VL. IRESA LR, BARENRES
i, s EIERN LR A SRR BR A TR,

O SCH

ABEEEATR, BIFAFUBA, BN, WERERZRNSR, &
T S DLFHAEREE, XHE BT A: e A TR T A SR B PR AR S TR AL T B AT S
57

O RIEH

S 5EPRFARSFAFEE R AR &1, MM OFEERENT], BRAEES
FRIGERRORHERRE, WAEEREEEXKSIEGERRMEREDF. AT
A TE N AR O F, ARSI EMELLIERN, A ROFZHL, AR
AN OFEN MR . ABERELHIER, TIeARE. BRX . E5% 4
Bk B E PR AR =




A

Foreword |

o #izlE

AHUESFRBFEANER, BRI RS AR ARSI, ¥4
18 3 58 B SR 55 AR Bl b2 FOE FrE FR R B #9.

G S A B R IREEA LU T LAY

(1) A FARBERFALRESE, TUBNHRABAERE, DEI2SA
EHAH;

(2) BCH¥AEEBEEALNFARZRG S, E¥EELERERZ RS =
T S A& RS Bl

(3) 2AEBBIZEARZNE, BIEITX FAFTRE, U4 8
HI¥,

AHW RS N A ERZENFE R A RE R IR BCF B — L BUm, #2¥
B FE, HHIRILE, LR AERNTER. BB RIEE THEZ, FHIKEN
BEPEATE mHESF 07 AR A £ X1

A A31E T 8 S EA LR A U R HALA B TR & EIE SRR RE S A G fd
A, AT LME RS SR IGE BN 2% 4.

i —FNE O EREMANEREE, ABATEXERET. ABESR
Bt #1535 % & Branson Quenzerft) K 11X HF, M AR KRR T 40808
B, ENBMES S A TENAEY, TEm thFm ki,

ATV E A SMNRATHETFGE, DMER B E IR .

P

201153 A



Unit 1

Unit 2

Unit 3

Unit 4

H %

Contents

How to Give a Great Presentation? ........................... 1
Part A Academic Perspective ...........ocooeiiiiiiiiiiiiiiiiiiiiiiieiieeeaanennen 1
Patt B GraAph DESCRIPHON s s e gvwn smemsmas swins svws ipsaapanasi sspassvavesgusans 15
Part C INational' SYMDOIS 1xus ssms s nusssema snpmasms senssvsssmssssmsmesaamss s s es 19
Self-introducCtion ...........ccooooiiiiiieiiiiieeeeiee e 25
Part A Academic Perspective ...........coeeeiuiiiiiiiiiiiiiiiiiiiiiiieeieaae 25
Part B Paraphrasing ...........cocooiuiiiiiiniiiiii i 33
Part C Philosophy and Religions ...........ccovuiieiiiiiiiieiiniiiiiiiiiiiieieananns 35
Introduction of a Speaker...................... 43
Part A: Academic PErspectiVe ..:.ouviusses sss cossows sosw s swui o s siiva v dvos o 43
Part B Academic Paper vs. Academic Presentation ..............c...ccocieininiena.. 52
Part C Architecture ...........co.ooiiiiiiiiiiiiiiiiiie e 57
Opening REMUALIS ...o.cuosmssoswsnsus vuss suns sess s swss soas sw3 sasa sson s 64
Part A Acadeniic PErSPECtiVE «uuususwessonansms swansnss swon swn sems vvm s@s soims oo o83 64
Part B One-minute Talk ... 73
Part C Food CUlture .........ccvviuiiiiiiiieiiiteeiieeaaiieeeeaineeeaiineeeaannss 74

1



‘#*ﬁﬁ Academic Communication

| 1A R A AL SRR

UNIt 5 LaDOratOrIeS - oo e 81
Patt:A  ACAdETiic PEISPECHIVE  cuwssums smws vaos sims swss s s saes sons susm uwe sows wsens 81
Part B A Process DeSCrIption ...........coevuiiuiiuiiiiiiiiiiiiiiieiiiiiiiaiennnn. 89
Part C Clothing ....ooviiiiiii e e 93
Unit 6 Conference Promo ............coooiiiiiiiiiiiiiiiieiiic e, 100
PattA ACAdEMIC PEISPECHVE . uourummumsvson sqmmuumnnuns sows smms sass guss ssag ssies suss o 100
Part B SUMMALY iuss s sues smvsimesens sens 555 ssime s $650 66 565 568 5548 1095 55k 5554 » 107
Part C TranSportation ............co.eoeeiueoneemneeat et aieeaaens 110
Unit 7 Speeches on Special Occasions....................cocooon, 115
PartA. Academic PEISPECHVE: 1 yumesmonsmenmmnsssvmsu i sesgsmesvens soss gowe sowe goms & 115
Part B INUIODEIS: .o vons vines smos sisine sininis b iomse o o o5 aris 6505 535 S50 44700 5505 it w5 5 122
Part C Wedding, Baby Shower and Funerals ..................cooooiiiiin.. 126
UNIt 8 A SOIMMIIIAL .o i 134
Part A Academic Perspective ...........cooveuiiuiiiiiiiiiiieiiiiiiiiieieeeanens, 134
Part B Short Term Memory Training ..........c....ccoeeevuieiiiiiiniiiieineneanann.. 141
Part C HOlIdAys ...ooeeiniiieiii e 142
Unit 9 English Speaking Tests. ... 156
Test 1 Speaking Test Of IELTS......c.oiuiiriiiiiiiii i 156
Test2 Speaking Test Of TOEFL i vusn sunsens sunssnsssmosson samssaan sans sams save semss 162
Test 3 Speaking Test of BEC Higher ...........c.cooiiiiiiiiiiiiiiiiiiin. 172
Test 4 Speaking Test Of PETS 5 ..ot 180
TEANBCERPES o vcoomcam s o coms s v s v s s smsvssmsamsms s v soses 185
2



Unit l e

How to Give a Great Presentation?

'] Part A Academic Perspective
= L. Defining the Situation

A presentation is a form of communication with an audience. The objective of a presentation is to
transmit information or opinions to an audience in your own words, within a limited amount of time.

There are three types of presentations according to their purpose: to inform, to persuade, and
to build goodwill.

With an informative presentation, you may be teaching your audience about something, you
may be talking about a death-defying experience, or you could be describing your business to your
leads group. Whatever your subject is, your primary goal is to deliver a speech or presentation that
is descriptive. Your objective is not to sell anything or persuade anyone. It is merely to teach or
inform. Informative presentations include talks, seminars, proposals, workshops, conferences, and
meetings where the presenter or presenters share their expertise, and information is exchanged.

With the persuasive presentation, your reason for speaking is to persuade your audience to
agree with you. While this category may deal with an idea, a theory, or a product, your objective
is to have your audience understand and agree with your point of view. Persuasive presentations
are often motivational. Whatever your motivation with the persuasive presentation, it is of utmost
importance that you are convincing. Your success will be determined by how effectively you can
sway your audience to see the story your way.

Goodwill presentations, which often take the form of after-dinner speeches, are often designed
to be entertaining. Sometimes, they are ceremonial. The purpose of goodwill presentations is
pretty obvious. That purpose is to build goodwill, to make people feel good about themselves,
and to build respect for the organization and/or the product, as well as for peers, colleagues, and
superiors.

Whatever your reason for standing in front of an audience, it is important to identify your
objective before you even outline your material.

Whatever words are used, you are expected to give a presentation. If you dread the experience,

you may have one or more of the following symptoms: your hands sweat, your knees shake, your
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throat dries, or your heart pounds.

There is a fix for these symptoms. Although it may not prove to be a quick cure, it is a
lasting one that will provide many rewards for you. You may still feel tense, but it will result in
excitement and anticipation rather than dread.

Keep reading this chapter, you’ll definitely find the fix.

= [II. Watch the Video

Background Notes

Robert E. Skinner, Jr.: Robert E. Skinner, Jr. has been the Executive Director of the
Transportation Research Board (TRB) of the National Academies of Sciences and Engineering
since 1994. TRB is a non-profit organization that promotes transportation innovation by
sponsoring professional meetings and publications, administering applied research programs,
and conducting policy studies.

Prior to joining TRB in 1983, Skinner was Vice President of Alan M. Voorhees and
Associates, a transportation consulting firm, for which he managed the firm’s activities in
the eastern United States. Skinner earned his bachelor’s degree in civil engineering from the
University of Virginia in 1969 with high distinction. He earned a master’s degree in civil
engineering from MIT in 1971. A registered professional engineer, Skinner received the James
Laurie Prize from the American Society of Civil Engineers. :

M_d Bank
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Jask 1,
1. Directions: Watch the video and then fill in the blanks.
I think it’s probably helpful to know a little bit about where I might be coming from in this.

My own career began as a (1) engineer, working for state and (2)

governments, mostly planning, not (3) , but planning ah future transportation
facilities and (4) , then I moved to the transportation research board of the
%) and managed the studies of national policies issues
involving (6) . And then my (7) duties include
(8) a number of applied research programs for different industries, and
) within the transportation fields. So I’'m looking at, from that standpoint, and
there will be sort of decided, probably public (10) , skew to what I’'m going to say.

2. Directions: Watch the video, and then decide whether the following statements are true or false.
(1) According to the speaker, the public is indirectly involved in the transportation enterprise.
(2) In healthcare system, we are all unfortunately involved as customers of the system.
__ (3) Intransportation system, the vast majority of us are actually operators of the system.
(4) The public sector responds more to market concerns than to political forces and

public opinions.

Jask 2,
Directions: Watch the video for the second time and discuss the following questions with your partrer.
(1) While making a presentation, some people choose to read from their paper but others prefer
to talk to the audience. Which way does the speaker take in this presentation? Do you think it is

better than the other way? Please give your reasons.

(2) What kind of body language does the speaker use to help convey his idea in this presentation?

(3) Does the speaker use any visual-aids in his presentation? If so, what are they? Does he

make the best use of them? In what ways?

=> III. Useful Expressions

¥ Good morning/Good afternoon ladies and gentlemen.
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The topic of my presentation today is ...

What I’'m going to talk about today is ...
The purpose of this presentation is ...
This is important because ...

My objective is to ...

> % % % % %

The main points I will be talking about are

— first ...

— secondly ...

— finally ... we’re going to look at ...
Let’s start/begin with ...

I’d like to illustrate this by showing you ...

Now let’s move on to ...

I’d like to expand on this aspect/problem/point.

Let me elaborate on that.

Would you like me to expand on/elaborate on that?

I’d like to turn to something completely different.

I’d like to digress here for a moment and just mention that ...

Let me go back to what I said earlier about ...

> o% % % % X X X X %

I’d like to recap the main points of my presentation:

— first I covered ...
— then we talked about ...
— finally we looked at ...

I’d now like to sum up the main points which were ...
I’m going to conclude by saying that.../inviting you to.../quoting ...

In conclusion, let me ... leave you with this thought/invite you to ...

Yo
P
Yo
¥ Finally, I’'ll be happy to answer your questions.
# Now I’d like to invite any questions you may have.
¥ Do you have any questions?

Y

Any questions or comments would be appreciated here.

= IV. Strategies for Giving a Great Presentation

1. Introduction

You have the best opportunity to make an impact on your audience at the beginning and the
end of your presentation.

In the beginning, the audience is fresh and, for the most part, open to your message. Most
audiences want you to present with confidence and poise. Most audiences make up their minds
about your credibility within the first three minutes of hearing your introduction. Consequently,

your introduction is critical to your success. The beginning of your presentation should meet the

4
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following criteria.
Introduction goals
¥ It’s relevant to your topic.
¥ It creates a positive relationship by:
» Choosing strong, but not offensive words.
» Using an appropriate tone of voice.
« Even if your opinions contradict those of the audience, letting them know that you respect them.
¥ It gets the audience involved.
¥ It gets the attention of the audience.
Techniques that get the audience’s attention
% Use an anecdote or tell a brief story.
¥ Refer to a previous speaker.
Yc Ask a question.
¥ Give a definition.
¥c Give a quote.
2. Conclusion
As we mentioned in the Introduction, you have a great chance to make an impact on your
audience at the beginning and the end of your presentation.
Your conclusion is usually the last thing the audience hears from you. Since people tend to
remember the last things they hear, make sure you conclude carefully and with emphasis.
Conclusion goals
¥ It provides closure.
¥ It helps the audience remember.
Techniques for conclusions
Ye Summarize your points.
¥: Remind them of why it’s important to them.
¥ Refer to your introduction.
Y« Answer the question you asked in your introduction.
¥c Envision the future.
3. Handling Questions
Many presentations include a question-and-answer period. The time when questions are asked
can affect the tone of your speech. It’s important to be honest, in control, and confident. Before
you speak, determine when and how you’ll take questions.
When to take questions
¥r Questions within a presentation
The advantage to taking questions throughout your presentation is that any confusion your

listeners have can be clarified immediately and you can speak directly to their concerns. The

5
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major disadvantage is that the sequence, emphasis, and your major message can get lost when you
give “floor time” to audience members. Besides, questions offered during a presentation require
flexibility and often demand more time for the total presentation. -

¥ Questions after the presentation

Holding questions until the end of your presentation allows you to maintain control. You have
the opportunity to make important points at the time you choose to make them. The disadvantage
is that you may have overlooked sharing some information and some of the audience may be lost.
A simple clarification in response to a question might eliminate some confusion.

Techniques for fielding questions

Y Answer the question being asked. Sometimes speakers look foolish when they answer the
question they anticipated rather than the question really posed. Listen carefully to the question
before formulating your answer.

¥ Repeat the question so that the entire audience can hear.

Y Answer each part of compound questions separately.

v If you don’t know the answer, don't fake it. When you fake an answer, you risk losing
credibility with the listeners. An honest response is the best approach.

v If asked a question you will cover soon, give a brief answer and promise a more thorough
explanation in a few moments.

¥ Answer as concisely as possible. Don’t get sidetracked or ramble.

¥ As you prepare your presentation, anticipate likely questions. Come prepared with statistics
and examples to support your responses.

% When the question-and-answer period has ended, give a brief wrap-up and restate your
conclusion. If you asked the audience to do something, now is the time to repeat your request.

4. Using Visuals

Good visual aids add credibility to your presentation and keep the attention of the audience.
What you show an audience has about three times as much impact as what you tell them.

Visual aids consist of anything used to support your message. You need to know the various
kinds of visual aids, know how to prepare them, and know the best ways to use them.

Kinds of visual aids

¥ Objects ¥c Transparencies

¥ Models ¥ Videos

¥x Photographs and posters ¥ Flip chart sheets

¥c Slides ¥ Computer-generated graphics

Preparing visual aids

¥ Prepare in advance. ¥c Use large print.
¥ Keep it simple. * Make it meaningful.
¥ Use bullet points. % Use color to keep visuals alive.
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Tips for using support materials
Practice, practice, practice.
Don't read.

Talk to the audience, not to the aid.

A¢
Y
Y
¥« Time your visual aids.
% Keep a clear view.
¥ Think before passing items around to the audience.
¥c Explain any visuals you use.

5. Controlling Non-verbal Behavior

Verbal communication includes the words that we say. Nonverbal communication involves
how we communicate what we have to say.

Nonverbal communication takes place constantly. Each sign, yawn, smile, and raise of
eyebrow says something. A frequently used phrase is, “We cannot not communicate nonverbally.”

Elements of nonverbal communication

¥ Distances

How close or far we stand from someone tells them something about us. We can make them
comfortable or project that we are uncomfortable. By adjusting our distance and space we can
communicate formal or informal attitudes.

In his classic 1969 book, Edward Hall defined four distances that Americans observe without
consciously being aware.

Intimate Touch — 18 inches Social 4 feet — 12 feet

- Personal 18 inches —4 feet Public 12 feet or more

Classroom and conference room presentations usually take place in the social distance.
Normally, any situation that involves speaking before a group larger than 25 or addressing any
size group from a stage takes place in the public distance.

Yc Posture

Simply standing straight or in a slumped way sends a strong positive or negative message to
anyone watching you. To appear positive and confident, choose the “centered position” in which
you distribute your weight evenly on both feet and hold your arms comfortably at your sides. If
you serve as a panel member or if you sit at the head table waiting for an introduction, look alert
and sit up straight. Remember that you are “on stage” at all times and your audience judges you
before you even speak.

¥ Facial expressions

We can easily identify the difference between a smile, a scowl, a wink, and a blank stare. Just
as easily, we attach meanings to those expressions. Expressions like a grimace, a knitted eyebrow,
or a grin can add more meaning to our words. A speaker should make sure that facial expressions

and the intended meaning behind the words match. Sometimes a nervous speaker smiles without
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being aware of it. This sends a poor message when the topic is serious. Just as often, nerves keep
some speakers from demonstrating any facial expression at all. An audience can’t get excited
about a topic that doesn’t appear to excite the speaker. If you practice with a video camera, check
for appropriate facial expressions during all parts of your presentation.

v Eye contact

In the United States, the culture of direct eye contact indicates trustworthiness, friendliness,
and confidence. Averted eyes usually indicate just the opposite. Ask yourself this question: Would
you prefer to have a conversation with someone who looks at you most of the time or someone
who looks at her shoes, the ceiling, or someone else? Most of us prefer to speak with someone
looking at us. The audience prefers good eye contact too. If you are particularly nervous about
looking people in the eye while you’re speaking and you have the opportunity to speak before a
large audience of 25 or more, look them in the forehead. Find a spot just above the nose and at a
distance of over 10 feet it looks as though you’re looking them in the eyes.

Averted eyes don’t communicate confidence, but neither does staring behavior. When a
speaker stares at the decision maker, she excludes the rest of the audience and probably makes the
decision maker uncomfortable.

vc Gestures

How we use our hands can speak volumes. In a presentation, gestures can show any number of
emotions and express a variety of sentiments. Remember to use natural gestures and control them.

Unlike facial expressions, gestures are culturally bound.

¥r Body movement

Use movement purposefully. Try to find a balance between too little and too much movement.
Standing stiff and totally motionless can be as detrimental to imparting a message as pacing
uncomfortably. If you pace, the audience watches your pacing and ignores what you say.

Here are some hints to combat uncontrollable movements:

» As you walk to the front of the room to begin your speech, find the spot where you will stand
to start your presentation.

* Plant your feet solidly on the floor.

* Once you are “planted” at the front of the room, keep your feet in the same position for at
least 30 seconds before choosing to move. The 30-second minimum rule keeps a speaker from
appearing to pace.

All of these elements of nonverbal communication add up to our general appearance. To be a
good speaker, the content of your presentation must be good. How you sound and look can help or
hurt your credibility as a speaker.

When verbal and nonverbal cues don’t match, the nonverbal cues usually provide a key
to the true meaning of the message. A good presentation requires that verbal and nonverbal

communication match.
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Non-words

In addition to listening to the words you speak, think of the other sounds you make. Most
inexperienced speakers should pay attention to the non-words like “um”, “ah”, and “and”. Many
of us fall into patterns when we use these sounds. Some people fill the pauses between sentences
or words with an “Uhhh”, often uttered in a long drawn-out single tone. This almost sounds
like singing and doesn’t allow a break in the monologue. Other people use non-words in a short
staccato style in the beginning or middle of a sentence.

Look out for the favorite phrases “like” and “you know”. These common fillers for the
Generation X age group are acceptable in normal conversation among peers, but not in presentations.
People from previous generations find those fillers annoying, distracting or even rude.

Some of us get into the habit of frequently repeating one phrase or word unconsciously like “actually”,
“basically” and “you see”. Listen for this pattern if you watch yourself on tape. If a speaker has this
habit, the audience stops hearing the presentation and starts counting the repeated phrase.

How others perceive you is critical in your presentation. Perception may not be accurate, but
to the perceiver it is reality. Your first impression may color your relationship with this individual
for months to come.

Top nine negative nonverbal cues (before, during and after your presentation)

Weak handshake
Sloppy clothes

Too much jewelry
Inappropriate hairstyle
Slouching

Staring at your notes
Bad breath

Repeated hand mannerisms

o % X % X% % X %

General bad manners
» Looking everywhere except at the person you 're talking with
 Interrupting others without listening to what they have to say
» Arriving late
» Using crude language
* Rubbing your ear
 Taking more time for your presentation than you have been allotted
Remember that we only have one chance to make a positive first impression. That impression
can last a lifetime. We may not be able to control our genetic makeup, our body type, height or
facial features, but we can control the way we dress, wear our hair, and our general grooming
habits. We also control our manners and demeanor.

When giving a presentation, even the best use of nonverbal skills can’t make bad content good,




