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INTRODUCTION

Introduction

Introduction to the course

For learners of Business English, having to make a presentation in

English represents a particular challenge that is both difficult and
daunting. Perhaps more than any other activity, it exerts considerable
demands on the learners’ communicative ability, requiring them to
perform to a high standard under very stressful conditions. There are
many and varied pressures on presenters — achieving their own objectives;
meeting the expectations of the audience; anticipating the difficult
question. Not least is the stress of simply having to stand up and address an
audience in a foreign language. It is not surprising, therefore, that learners
need to acquire a range of communication skills and language skills (as
well as the confidence to use them) in order to plan and deliver an effective
presentation.

Effective Presentations is a practical and accessible course specifically
designed to equip learners with these essential skills. It is divided into nine
units, which take the learner systematically through the key stages of giving
presentations, from planning and introducing to concluding and handling
questions. However, each unit can also be used separately to focus on
particular elements of giving presentations. The approach adopted by the
author is aimed at steadily developing both the learners’ competence and
confidence, so that by the end of the course they will be able to perform
really effectively in front of an English-speaking audience.

Course components

The course consists of four components: a VCD, a Student’s Book, an
audio cassette and this Teacher’s Book.

The VCD

The VCD is the central component of the course. It contains
approximately 35 minutes of extracts from presentations of the kind that
most professional people need to make. The presentations have different
objectives, and are given by different people, and each of the nine units
focuses on a different key presentation skill (see contents page). The VCD
acts as the focus for all the activities contained in the Student’s Book.



The approach

The Student’s Book

The book also consists of nine units, which correspond to those in the
VCD. Each unit is divided into three sections: Communication skills,
Language knowledge and Presentation practice.

The Communication skills section identifies and practises the key
presentation skills demonstrated in the VCD, and aims to draw on and
extend the learners’ own ideas by involving them in the evaluation process.
The Language knowledge section is intended to focus on and expand the
learners’ knowledge of key language areas necessary for performing these
skills. The Presentation practice section allows the learner to put both
communication skills and language knowledge into practice using realistic
tasks, and their own ideas and experience.

The audio cassette

This consists of approximately 30 minutes of additional presentation
extracts and listening activities, which illustrate key language points.

The Teacher’s Book

This book provides an introduction to the course from the teacher’s point
of view. It is intended as a guide to help the teacher to handle the different
components of the course. It provides suggestions for further exploitation
in the classroom and self-study time, and contains extra, photocopiable
material for presentation practice.

Using the course

For each stage of a presentation, Effective Presentationslooks first at a bad
model of each presentation skill to demonstrate the possible faults and
weaknesses that can occur. The course then moves towards a good model,
in which the strengths of each skill are demonstrated and analysed. It is
therefore very important to use the VCD in combination with the
Student’s Book.

The approach used in this course concentrates on two main areas which
are designed to develop the learners’ abilities and performance.

Communication skills

Skills such as structuring information, using an appropriate style of
language, using visual aids and adopting the right body language are
demonstrated on the VCD. These are then analysed and practised with the
support of the Student’s Book.

Language knowledge

Language areas such as the use of linkers and connectors, referring to
graphs and charts, emphasizing and minimizing information, and the
contrast between written and spoken language, are presented in the
Student’s Book. These are further demonstrated by extracts and exercises
on audio cassette.

INTRODUCTION
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Methodology*

Using the VCD

INTRODUCTION

The course has been designed to cover the following three stages:

Stage 1 (Unit 1) An example of a bad presentation. This identifies all the
elements that are necessary in order to make a good presentation.

Stage 2 (Units 2—-8) These elements are divided into seven key areas (see
contents page). Units 2-8 demonstrate both bad and good examples of
communication skills in these areas.

Stage 3 (Unit 9) A good presentation. In this unit, the presentation from
Unit 1 is delivered again. This time the presenter uses the good practices
looked at in Units 2-8.

All parts of the course are designed to work either as classroom material or
for self-study.

In the classroom

This three-stage procedure, suggested in the previous section, may be the
best one to follow in class.

The learners each make a short presentation on a familiar topic (if possible,
this should be recorded on video). This is then analysed, either
individually or with the whole group, to identify which skills need
improving.

Teachers and learners work together to improve these skills, using the good
and bad models in the VCD, and the activities in the Communication skills
and Language knowledge sections of the Student’s Book.

The learners repeat their initial presentation (or give a different one),
incorporating the skills and language shown in the good models. This
version can be video-recorded and compared with the first presentation.

Self-study

The VCD-based*activities focusing on Communication skills are probably
most effectively used in the classroom, although it is possible to use the
VCD for independent self-study. The Language knowledge section of each
unit in the Student’s Book includes a number of exercises which could be
done as self-study tasks, and then followed up in the next class. Similarly, it
is particularly useful to prepare for the Presentation practice phase in self-
study time, as this will avoid using up valuable classroom time.

Before watching, always make sure your students are fully aware of what _
they are going to see (the VCD Presentation Context section provides
briefing on the content of each unit).

The first time your students watch a section of the VCD, play the
sequence all the way through. This will give them a chance to understand
the content, and enable them to adapt to the pace of delivery. For more
detailed practice, you can then play shorter extracts to focus on specific
aspects of language use or communication skills.

Exploit the visual medium to the full by playing some passages without any
sound. Ask your students to speculate about what is being said, to interpret
the mood or attitude of the speakers from their body language, and



Giving feedback

encourage them to make other observations. You can also freeze-frame
(pause) the VCD at key moments, such as the introduction of a chart, or a
transition point in the presentation. This can be done either with or
without sound. Ask your students to anticipate what will happen next, or
what the speaker will say.

Use the on-screen clock for easy reference to specific sections.

Use the Tapescript at the back of the Student’s Book for more detailed
analysis and practice of language features.

A key element in any communication skills course is giving regular
feedback on your students’ performance. If you have the facility to video-
record your students, you can illustrate your comments by replaying
extracts from their presentations. It is much more effective if they can see
something for themselves, rather than simply hearing it from the teacher.

Warn your students in advance that you are going to be looking for
improvement in particular areas (e.g. the use of linking phrases,
emphasizing and minimizing, or eye contact), so that they know what is
expected of them.

When watching your students’ presentations, try to note counter numbers
on the VCD where something goes particularly wrong or right.

You will find the many checklists included in the Student’s Book useful as a
guide to giving feedback on particular points.

Before you give feedback, encourage the presenters themselves to be self-
critical and evaluate their own performance. It is important that you don’t
prejudice their self-evaluation by giving your own views first. Where
appropriate, encourage the other participants to give feedback.*

Break down your own feedback into specific areas (e.g. body language, use
of tenses, etc.). Divide your notes into two parts: (i) communications skills,
and (ii) language use.

Be positive — remember to praise the good points first. Don’t be over-
critical, and resist the temptation to pick up on every single mistake. You
want your students to be inspired to do better, not inhibited to the point
where they are afraid to open their mouths. It is important not to
underestimate how stressful the whole experience of presenting in a
foreign language can be, particularly if the presenter feels that his or her
professional credibility depends on giving a successful presentation. Your
criticism should therefore be constructive wherever possible. When you
do focus on negative points, demonstrate how students can improve their
performance next time. Aim to build confidence as well as competence.

Whether or not you involve other participants in giving feedback will depend very
much on the composition of the group. In some cultures, public or explicit criticism of
peers may not be acceptable. Similarly, some people may feel uncomfortable if asked to
criticize someone who is perceived as senior to them in age or position. Senior
personnel in a company may feel their position is undermined by criticism from a
junior colleague. This is obviously a matter for the discretion of the teacher. If in
doubt, it is probably better to avoid the situation rather than risk alienating some
members of the group.

INTRODUCTION
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Pre-viewing

Viewing

UNIT ONE

What is the point?

Introduction

This unit shows a presentation given badly by someone who is obviously
not prepared. It is designed to provide a context for the material contained
in the rest of the course, and to identify the features that make a good
presentation. Many students will already have some experience of
presenting in their own language, and so will probably have some ideas
about this.

Another key objective is to give your students the opportunity to make an
initial, short presentation in English. This will enable you —and them —to
get some idea of their own strengths and weaknesses.

Communication skills

As with all brainstorming sessions, there is always the risk that there is no
storm, just silence! To avoid this, ask your students to list some ideas in
pairs or small groups. Write up their ideas on the board as they are read out.
These can be compared with the version in the Answer Key on page 92. If
no suggestions are forthcoming, use the categories in the key (System,
Delivery, etc.) to start the discussion going.

The VCD Presentation Context gives an idea of the background to the
presentation. The tasks are designed to make your students consider the
situation, and how they would achieve the presenter’s objectives in this
context. Above all, you should focus on audience (What do they expect
from the presentation?) and purpose (What will be achieved in the
presentation?).

Go through the checklist with your students first, making sure they
understand it. Before your students watch the VCD, tell them not to worry
if they miss some of the content or don’t understand every word. This is
quite likely, as the presentation is so badly prepared and badly organized. If
you have a larger group, divide them into sub-groups. Ask each sub-group
to focus on a different aspect of the presentation, e.g.,one on System,
another on Delivery, and so on.

This is a second chance to watch the presentation. If you feel your students
may still have difficulty understanding it, focus their attention by asking

them to listen for information about company history, products, sales, etc.
Make sure they keep their notes, as these can be referred to again in Unit 9.
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Post-viewing

2;3

4,5

For this task, ask your students to look back at their ideas for Pre-viewing
task 2 and compare. When they have completed the flowchart, encourage
them to compare their ideas with each other.

Language knowledge

You could preview this activity by asking your students how they would
express finished and unfinished past time. Draw their attention to the
diagram, which shows the connection between the time zones.

You will need to adapt the listening exercise to the language level of your
students. In all cases, play the extract all the way through first, so that they
understand the content. You may wish to set a couple of general
comprehension questions (e.g. In which areas have there been major
changes? What were some of these major changes?). Replay the extract,
stopping where appropriate. Ask them to compare their answers for the
time zones, to highlight any difficulty or confusion. The key point here is
that the student has two ways of indicating time:

(i) time expressions (last year, over the last few years, etc.)
(ii) tenses.

These short exercises consolidate the last listening exercise. They are ideal
self-study tasks. As an extra activity, ask your students to create sentences
about their own career, company, or country, focusing on the different
time zones.

Although pronunciation is not formally addressed in this course, it will
undoubtedly be a key feature of the language feedback you give your
students. In 4, you may wish to go through the dialogue line by line and get
your students to repeat what they hear, before asking them to work in
pairs. In 5, once they have compared their own version with the answer
key, your students could record themselves reading the passage using
contractions (e.g. as self-study). This will encourage them early on to
monitor and evaluate their own performance.

These two exercises point the way to the sort of pronunciation activities
you can do using the Tapescript (pages 103-107). Depending on your
students’ needs, other areas to focus on could include weak forms, sentence
stress, pausing, stressing key words and varying intonation. Use the
Tapescript as a resource for extension activities, not just for providing
correct answers.

Presentation practice

The key skills being practised here are: (i) communication skills -
preparing and organizing information; (ii) language knowledge - using
the correct tense and time phrases. If you are working with a larger group,
divide them into pairs or threes to organize the information and prepare
the presentation. Emphasize that it should be short and concise. One
member of each group should then present.

UNIT ONE
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UNIT ONE

" (Fot more practice activities which your students can prepare in their own
_time, see pages 30-32.)

Any available company documentation (reports, brochures, etc.) will help
the students fo'prepate theéir presentations. As always, students should
think about who the presentation is for (e.g. a group of visitors, customers,
other members of the group), as this will influence their choice of language
and content. You can specify the audience, or ask them to choose. Keep a
copy of the recording of this activity (preferably on video), so that you can
compare this presentation with the'one they make at the end of Unit 9.
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Introduction

This unit Fernonstrdtes boths Péorversion and a good version of an
introduction toa presentatnon The key objective for this unit is to make
sure that your students can deliver a fluent introduction to their own
presentations. If they are abIe to do this, they will be more likely to impress
and to capture the attentlon of thelr audience. The introduction is the one
part of their presentatlon that your students should be able to deliver
thhout notes or support

Communication sk?ﬂls

Previewing = "1 Ask your studenits who they give presentations to. See if they fall into
SRR the categories mentioned on page 100f the Student’s Book. The basic
distinctions are whether they give presentations inside or outside their
compames, and also whether they are presenting to people they consider
senior or junior to themselves. These are important considerations for
plannmg the style of the introduction. They also determine how much the
' audiénce can be assuxmd to'know about the subject, and how much needs
i to be stated explicitly. Go throtigh the checklist to see which items would be
i ‘ included depending on your students’ particular audience. The lastitem, ‘a
i B g ' . "humian'touch’, will requfre sortie discussion. What is meant by this is some--
i s Bk T A * " mention or recognition of the imimediate situation: the weathrer, the
~ location or the audience themselves. (For example: ‘Thank you for making
a special effort to get here today I understand the traﬂic was terrible.)

2 Matly people ate unsiréhow to inttéduce themselves and how much to say.
Nitional and compah} cuitture will influence self-introductions to a large
extent. The formality ofthe setting will influence whether or not first
names are used, and also how formally the presenter talks about his or her
positipn. An acceptable peutral self;;ntroductmn could be somethmg

simildre6-this: ‘Gobd orrhing. My nime is Pierre Martin, and I'm in charge

of M tmtggzc Planning here in Strasboyrg. You could also suggest including
phrases hke ‘As some of you already know ..., “For those of you who don’t

know me..., etc
. 1

. A5 UNIT TWO



