aEd = i
F B E=RE

,y::.- 5
118 A;“E

%b‘:/vs (7




DER.
%bu/u ¢ T‘ff?li

(@) rmook AR



B H /S B (CIP) M8

BHARERER / ZREEH. — B H
AR, 20111

(P SRR / R E )
ISBN 978 - 7 - 305 - 07960 - 3

I. OF-- . O . QFEEEiH-HP—ik
#£ N. OH31L.9

oh B i A B B4 CIP i F (201058 258256 B

HIRAEIT BERAKFEEE

B O 228

http. // www. NjupCo. com
E £

W o A 2E WS

" M

ERE

Xl % B OB AR HEE

#m % F OB B 025- 83595509

P AU B AR ER 55 O

HEMATRFE =ERIARA ]

787X 960 1/16 EpK12 F¥ 155 F
201141 A 1M 20114 1 A% 1 REAR)
ISBN 978 -7~ 305- 07960 - 3

% M 25.0037G

BITHLE 025~ 84461646
B FHEE Press@NjupCo. com
Sales@NjupCo. com( 7 %)

* FRALBTA . BT
* FLlEHARRE 3, (i EN e R A, 5 BTl
E B EMIIRR SR

AR
=
B

H

HEH %&iﬁwéﬂi# B
B
HEXx EHMSESR >

&
b




5[]

il

RERARRZEEABRAIGETEZRSR, B RAEPFEEHRSF
PO RFERPCERRAE T AFERERNRRLAHERX, EERT 0
HFGELBTNEGHEX, EAETRELTRREANGEL;TEMNT —
B ERFPHAENGN L0, TR, E. 5 A TEH— R EHRT
HHRIREHB RGBT, EREREAFEZS TR, 3
FFAEREBEOERERZFEARS.

2R, o T BIF B R ARG SR RBRATHR? T FLERW, X
RARMAFBHE, AT FFLLERARB AT TR, AH %
FUBHRET B, HFAEFEZITHRAEAFE:

— AR . RNAER TS HARREE RIS, 2 BHL T
F AR FHAA R FRGEEMERZEEFIXNBGRAN, ERGHIE
B SR E R XGRS Foi 55

L ESRIHBA. AERAR TP EEREBHAILRFAARELX,
5 & BB A AR R A8, RER FL ST L A 360 3R B A8 40 AR B B AR
55, Bk F R, Rk A F A B

=40 LEFERA. RNESPOSHLEBRRT ANEHLR LR,
It R EASGRC LRI, i H AR EER PR EHIR
Folkh B FEABZEHITRSG.



(FRBAFAITELED FH PR &I HH S A5
THRE, CEEEMPAAELR G HARTEI 1. fEshH Lo EMT
FE RERMEGREARERL, H 57852, BB AABEE, SFETRIE
433, fEAED KRR PRATE S ARG E 4 AN FEEFFEK
B85 SARE M ATH FAE:6. RALEARER., CEREGETA
R RECHTHRTEE] ] AEE B W R PSR ) ) A B R
LB 2 AR AW EM, HBCREEE AR ERB N RN AT,
3. gkt — MR AT 4. RSB IEH R B AR, KR A
1245, AR SHiEAfFTELLER,

EABGH T, Bt 8% 60 HERH I 4, 015 P A kA AR
BB “R AT R B R b A



S5 AY  BEETRUEEAR oo 001
BT HRAY  BEAETHPETE S ceereeeerese e, 013
S X & S - oy 013
B 7 - o 021
R T T P 041
V9. AR AT T M e eeernernrrrnneer et ara e e 042
FoL BAPIRIE ceeeeeereeerertriiia et e e, 048
oL R IEAEA B TEHLA ettt 053
IR PIGTER NP EI RGP oo 064
U BB R oo 064
S BEBEATE oo 079
R > - T ey 085
e T L - T RLECLTLTCPPLTTES 091
B TALERHLE covrereere e 096
S A TER —oevremrmiirme e 103
oL HUTR A ceeererenrrn et e 108

001




N #i’zl';\z;ﬁ‘f‘ ................................. . ................................
EHIAY FOBBERIE AL D coorerveremmssarennssssinisninsanen

T T N R N N R AN

002




B F-55 XERHRE

E—5 =ERNNE

Presentations and public speaking in English

A presentation is a formal talk to one or more people that “presents”

ideas or information in a clear, structured way. People are sometimes afraid
of speaking in public, but if you follow a few simple rules, giving a
presentation is actually very easy. The following will guide you through
each stage of giving a presentation in English, from the initial preparation to

the conclusion and questions and answers.

Preparation

Can you name the three most important things when giving any
presentation?
Number 1 is ... Preparation!
Number 2 is ... Preparation!!
Number 3 is ... Preparation!!!

Preparation is everything!

With good preparation and planning, you will be

more confident and less nervous than if you have poor

or, even worse, no preparation at all. And your

~i—  audience will feel your confidence. They, too, will be

confident in you. And this will give you control—

control of your audience and of your presentation.
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With such control, you will be “in charge” and your audience will listen
positively to what you have to say.

1. Objective

Before you start to prepare a presentation, you sh(‘)uld ask yourself.
“Why am [ giving this presentation?” Do you need to inform, to persuade,
to train or to sell? Your objective should be clear in your mind. If it is not
clear to you, it cannot possibly be clear to your audience.

2. Audience

“Who am 1 giving this presentation to?” Sometimes 'this will" be f

obvious, but not always. You should find out for yourself the answers to
the following questions. How many people? Who are they? Business
people, professional people, or political people? Experts or non-experts?
How much do they know already and what will they expect from you?

3. Venue

“Where am 1 giving this presentation?” In a small hotel meeting-room
or a large conference hall? What facilities and equipment are available?
What are the seating arrangements?

4. Time and length

“When am I giving this presentation and how long will it be?” Will it be
5 minutes or 1 hour? Just before lunch, when your audience will be hungry,
or right after lunch, when your audience will be sleepy?

5. Method . ‘

“How should I give this presentation?” What approach should you use?
Formal or informal? Lots of visual aids or only a few? Will you include some
anecdotes and humour for variety?

6. Content

“What should I say?” Now you must decide exactly what you want to
say. First, you should brainstorm your ideas. You will no doubt discover
many ideas that you want to include in your presentation, But you must be
selective. You should include only information that is relevant to your

audience and serves your objective, and you should exclude all the other




ideas. You also need to create a title for your presentation (if you have not
already been given one). The title will help you to focus on the subject.
And you will prepare your visual aids, if you have decided to use them. But
remember that, in general, less is better than more (a little is better than a
lot). You can always give additional information during the Q & A
(questions and answers) section after the presentation.

7. Structure

A well organised presentation with a clear structure is easier for the
audience to follow. It is therefore more effective. You should organise the
points you wish to make in a logical order. Most presentations are organised

in three parts, followed by questions:

@ welcome your audience

.. o . introduce your subject

Beginning | Brief introduction ¢ . Y ! .

@ explain the structure of your presentation
€ explain rules for questions

. Body of . .

Middle Y . @ present the subject itself
presentation .

€ summarise your presentation

End Brief conclusion | ¢ thank your audience
€ invite questions

Questions and Answers

8. Notes

When you give your presentation, you should be—or appear to be-as
spontaneous as possible. You should never read your presentation! Instead,
you should be so familiar with your subject and with the information you
want to deliver that you do not need to read a text. Reading a text is
boring, which will make your audience go to sleep! “But if I don’t have a
text to read, how can I remember everything I need to say?” you might ask.

The answer shall be “With the help of notes”. You can create your own

system of notes. People may make notes on small, A6 cards. Some people

write down just the title of each section of their talk, while some people

Bomn RERHEE
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write down keywords to remind them. The notes will give you confidence,
but as you will have prepared your presentation fully, you may not even
need them!

9. Rehearsal

Rehearsal is a vital part of preparation. You should leave enough time
to practise your presentation two or three times. This will bring you the
following benefits:

& you will become more familiar with what you want to say

@ you will identify weaknesses in your presentation

& you will be able to practise difficult pronunciations

@ you will be able to check the time that your presentation takes and
make any necessary modifications

So prepare, prepare, and prepare! Prepare everything: words, visual
aids, timing, equipment,.. Rehearse your presentation several times and
time it. Is it the right length? Are you completely familiar with all your
1llustrat10ns‘7 Are they in the right order? Do you know who the audience
is? How many people will be there? How will you answer difficult
questions? Do you know the room? Are you confident about how to use the
equipment? When you have answered all these questions, you will be a
confident, enthusiastic presenter ready to communicate the subject of your

presentation to an eager audience.
Delivery

“Delivery” refers to the way in which you actually perform or give your

presentation. Delivery is a vital aspect of all presentations. Delivery is at

Jeast as important as content, especially in a multi-cultural context.

1. Nerves

Most speakers are a little nervous at the beginning of a presentation.
So it is normal if you are nervous. The answer is to pay special attention to
the beginning of your presentation. First impressions count. This is the

time when you establish a rapport with your audience. During this time, try
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to speak slowly and calmly. You should perhaps learn your introduction by
heart. After a few moments, you will relax and gain confidence.

2. Audience Rapport

You need to build a warm and friendly relationship with your audience.
Enthusiasm is contagious. If you are enthusiastic your audience will be
| enthusiastic too. And be careful to establish eye contact with each member
of your audience. Each person should feel that you are speaking directly to

him or her. This means that you must look at each person in turn—in as

natural a way as possible. This will also give you the opportunity to detect

signs of boredom, disinterest or even disagreement, allowing you to modify

your presentation as appropriate. Your objective is to communicate!
3. Body Language

What you do not say is at least as important as what you do say. Your

—————  body is speaking to your audience even before you open your mouth. Your

clothes, your walk, your glasses, your haircut, your expression—it is from
———— these that your audience forms its first impression as you enter the room.

Generally speaking, it is better to stand rather than sit when making a

presentation, Be aware of and avoid any repetitive and irritating gestures.

Be aware, too, that the movement of your body is one of your methods of

control. When you move to or from the whiteboard, for example, you can

move fast or slowly, raising or reducing the dynamism within the audience.

You can stand very still while talking or you can stroll from side to side.

What effect do you think these two different approaches would have on your

audience?
4. Cultural Considerations
Because English is so widely used around the world, it is quite possible

that many members of your audience will not be native English-speakers,

You can see that there are possibilities for cultural misunderstanding. You

should try to learn about any particular cultural matters that may affect

your audience. This is one reason why preparation for your presentation 1s

so important.




5. Voice Quality

It is, of course, important that your audience be able to hear you

clearly throughout your presentation. Remember that if you turn away from

your audience, for example towards the whiteboard, you need to speak a

little more loudly. In general, you should try to vary your voice, and then
your voice will be more interesting to your audience. You can vary your
voice in at least three ways:

B Speed: You can speak at normal speed, you can speak faster, you
can speak more slowly, and you can stop completely! You can
pause. This is a very good technique for gaining your audience’s
attention.

B Intonation: You can change the pitch of your voice. You can speak
in a high tone. You can speak in a low tone.

B Volume: You can speak at normal volume, you can speak loudly and

you can speak quietly. Lowering your voice and speaking quietly can

again attract your audience’s interest.

The important point is not to speak in the same, flat, monotonous
voice throughout your presentation—this is the voice that hypnotists use to
put their patients into trancel

6. Visual Aids

Of all the information that enters our brains, the vast majority of it
enters through the eyes. 80% of what your audience learn during your
presentation is learned visually (what they see) and only 20% is learned
aurally (what they hear). The significance of this is obvious:

@ visual aids are an extremely effective means of communication

@ non-native English speakers need not worry ‘so much about spoken

English—they can rely more heavily on visual aids -

It is well worth spending time in the creation of good visual aids. But it
is equally important not to overload your audience’s brains. Keep the
information on each visual aid to a minimum, and give your audience time to

look at and absorb that information. Remember, your audience have never
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seen these visual aids before. They need time to study and to understand
them. Without understanding there is no communication.
Apart from photographs and drawings, some of the most useful visual
aids are charts and graphs.
7. Audience Reaction )
Remain calm and polite if you receive difficult or even hostile questions
during your presentation. If you receive particularly awkward questions,
you might suggest that the questioners ask their questions after your

presentation.
Language

1. Simplicity and Clarity

If you want your audience to understand your message, your language
must be simple and clear. ‘

Use short words and short sentences. ,

Do not use jargon, unless you are certain that your audience
understands it.

In general, talk about concrete facts rather than abstract ideas.

Use active verbs instead of passive verbs. Active verbs are much easier
to understand.

2. Signposting

When you drive on the roads, you know where you are on those roads.

Each road has a name or number, each town has a name, and each house

B85 HiEEHLRE

has a number. If you are at house N° 100, you can go back to N° 50 or

forward to N° 150. You can look at the signposts for directions. And you
can look at your atlas for the structure of the roads in detail, In other
words, it is easy to navigate the roads. You cannot get lost. But when you
give a presentation, how can your audience know where they are? How can
they know the structure of your presentation? How can they know what
comes up next? They know because you tell them. Because you put up

signposts for them, at the beginning and all along the route. This technique

007



ng Yingyu Yaniiong Jingxign

is called “signposting” (or “signalling”).
During your introduction, you should tell your audience what the
structure of your presentation will be. You might say scmething like this:
“T’ll start by describing the current position in Europe. Then I'll move
on to some of the achievements we’ve made in Asia. After that I'll consider

the opportunities we see for further expansion in Africa. Lastly, T'll quickly

recap before concluding with some recommendations. ”

A member of the audience can now visualize your presentation like this; AP

Introduction Welcome'
Explanation of structure (now)
Body Europe— Asia— Africa
Conclusion S 118 up .
Recommendations

He willrkeep this image in his head during the presentation. He may
even write it down. And throughout your presentation, you will put up
signposts telling him which point you have reached and where you are going
now. When you finish Europe and want to start Asia, you might say:
“That’s all I have to say about Europe. Let’s turn now to Asia. ”

When you have finished Africa and want to sum up, you might say:
“Well, we've looked at the three continents Europe, Asia and Africa. I'd
like to sum up now. ”

And when you finish summing up and want to give your

recommendations, you might say: “What does all this mean for us? Well,

firstly I recommend. ..”
The table below lists useful expressions that you can use to signpost

the various parts of your presentation,

B Signposting
Function Language
] ) I'd like to start by ... /Let’s begin by ...
Introducing the subject | o o r o1, TIl... /Starting with ... / Ull begin by ...
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continue

Signposting

Function

Language

Finishing one subject, . .

Well, I've told you about ... / We've looked at ...
That’s all I have to say about ... / So much for...

. . . and starting another

Now we'll moveonto... / Next... Letme turnnow to. ..
/ Turning to . ..
I'd like now to discuss ... /Let’s loock now at ...

Analysing a point and
giving recommendations

Where does that lead us? / Let’s consider this in more
detail ...
What does this mean for ABC? / Translated into real
terms ...

Giving an example

. / A good example of this is ...
As an illustration, ... / To give you an example, ...
To illustrate this point ...

For example, ..

Dealing with questions

We'll be examining this point in more detail later on ...
I'd like to deal with this question later, if I may...

I'll come back to this questicn later in my talk ...
Perhaps you'd like to raise this point at theend ...

1 won’t comment on this now ...

. / Right, let’s sum up, shall we?
I'd like now to recap ... i

In conclusion, ..

Summarising Let's summarise briefly what we've looked at ...

and concluding Finally, let me remind you of some of the issues we've covered
e 1f I can just sum up the main points ...
------------------------------------------ Firstly ... secondly ... thirdly ...lastly ...
R Ordering First of all ... then ... next ... after that... finally ...

To start with ... later .., to finish up ...

As a general rule in communication, repetition is valuable.

The Presentation

In

presentations, there is a golden rule about repetition:
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4@ say what you are going to say
@ say it
@ then say what you have just said

your message. In the introduction, you tell your audience what your

message is going to be. In the body, you tell your audience your real

F

message. In the conclusion, you summarize what your message was.

We will now consider each of these parts in more detail.

J
|
b
[
|
\
{
E In other words, use the three parts of your presentation to reinforce
|
|
i
f
|
]
%
f
{

Introduction

The introduction is a very important-perhaps the most important-part o
of your presentation. This is the first impression that your audience have of
you. You should concentrate on getting your introduction right. You
should use the introduction to:

@ welcome your audience

& introduce your subject

@ outline the structure of your presentation

@ give instructions about questions L

The following table shows examples of language for each of these

functions. You may need to modify the language as appropriate.

Funétiqn Possible language o

Good morning, ladies and gentlemen! =
i Welcoming Good morning, gentlemen! - ;
! your audience Good afternoon, ladies and gentlemen! = -
i

Good afterncon, everybody! E T

Today I am going to talk about ... { ‘
The purpose of my presentation is to introduce our new range i

Introducing

your subject of . }

To start with I'll describe the progress made this year. Then I'll ‘ et
; - mention some of the problems we've encountered and how we
! Outiining overcame them. After that I']] consider the possibilities for further L )
your structure growth next year. Finally, I'll summarize my presentation ( before c

concluding with some recommendations).
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