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Chao miing ban da tham gia Interactive Language Course Business English:
Presentations!

Ban da chon lua ding khi s¢ hifu DVD nay. V8i Interactive Language Counse:
Business English, ban ¢6 thé nang cao kién thite vé ti€ng Anh thuong mai va ty
un hon trong cac giao dich thugng mai.

M1 dTa DVD trong series inferactive Language Course: Business English ¢6 66 dai
70 phut va gdm ba phan:

1. Cdc doan phim (la 5 chuong bai hoc
2. 13 hudng ddn va giai thich cho timg chugng
3. Cac bai tap thuc hanh ¢6 tuang tac vai ngudi hot

K&t thic mdi chugng 13 181 gia thich cia ngudh hudng dan {dugc trinh bay theo
hé thang va phil hop vdi cdc bal tap). Ban hay thuc hanh ngay cdc bai tap 0 timg
chuang Nhimg han tap nay & gitip ban kiém tra dugc kha nang hidu cac I&i thoai,
NgU phap va tinh hudng trén phim. Mat khac, hav uén xem cac doan phim ngan
d mdi chuong. Vi¢c thudng xuyén nghe va xem phim <¢ gitip ban ghi nhg tot
timg c3u tric va lgi thoa. Cac bai tap “nghe va lap 13i” (listen and repeat), “dong
val” {role-play) «iing rdt <6 ich cho ban. Qua do, ban s& (6 dip thi nghiém nghe
hiéu va phdl am tigng Anh mét cach sinh dang trong nhiing tinh hudng giao tiép
thurong mai dién hinh. Hay thuc hanh cac bai tap nhiéu lan cho @én khi ban thay
hai long vai ky nang cia minh.

Phin phu dé- Hay ma cac phu &8 tiéng Anh khi xem 13n ddu. Sau do, khi da cam

thay yén tam hon, ban c6 thé xem phim ma khéng can phu dé.

Sach hing dan. Sach hudng dan chuan bi cho ban cac bai tap lién quan d&n ting
chuong Ban c6 thé chon mat ngudi hoc, chon tinh hudhg va xay dyng bai canh.
Trong phan phu lyc, ban s& thay dap dn, cau trdc ngir phap, toan bd i thoai
cua phim, cac cach dién dat trong cudc hop va tir ving ¢d dich sang liéng Viet.

Ban ¢ ludn duy tri dugc von tiéng Anh thuong mdi néu thusng xuyén st dung
nS. Hay xem dia DVD nay that ky trong vai thang. Ban ciing c6 thé tim mua mét
dia DVD tiép theo trong loat dia v& chd dé& nay dé cing ¢& kién thic clia minh.

Chic ban giao ti€p tat va gat hai nhiéu thanh céng!
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1 Let’s get started
< W In this chapter you will:

* read a dialogue between
Anthony and Lucille

* read a text about stage fright
* write an email from Lucille

» practise vocabulary from this
chapter of the DVD

« practise useful expressions from
this chapter of the DVD




Dialogue
Anthony makes arrangements with Lucille

Complete the dialogue.

to do the coaching session

B gives pcople more of a thance to practise the techniques

C That's a Friday

D I've made my {ravel arrangements

L the speaker. the matenal, the audience and the situation

F we've got a marketing person, a sales person and a lechnical
person

G will be three trainces

Anthony: 'm so glad that you've agreed |, Lucille. I think it's really
going to help us.

Lucille.  Good. I'm glad. Can you just confirm thatthis is for the
12" of April in Rome?

Anthony  Yes, that's ight. . And we're interested in the full-day
programme, not the half-day.

Lucille:  Good. That makes 1t more worihwhile for me. 1 think you'i ind
that a full-day  and get helpful feedback.

Anthony. Excellent. What will you be covering. exactly?

Lucille:  Well, we'll he looking at presentations from four angles: . But
can 1 just ask you how many people will be attending?

Anthony: Ah yes, | forgot Lo tell you! There . They're all part of the
team for launching the new Connect product. €ach one will be
making a presentalion from a different perspective. So,

Lucille;  Interesting. Okay then. I'll be in touch after

Let’s get started 5
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Reading

t’s your turn to go. You walk up onto the presentation stage, put

your notes on the lectern, perhaps take a last sip of water and
then lift your head to face the audience. You're looking out onto a
room of maybe hundreds of people. all looking at you expectantly.
They're waiting on your words of wisdom. How do you feel? Some
people will get a real buzz of excitement out of such a moment. but
for many of us this is a moment of dread or even panic. Why?

o

One key reason is simply lack of confidence. When asked to speak,
many of us become obsessed with self-defeating thoughts such as
‘T'll make a fool of myself” or “They'll see that I'm terrified’ or “My
mouth will dry up and I won’t know what to do’. The more we con-
vince ourselves that these things will happen, the more likely it is that
they will. Essentially. with our emotions, we create a barrier to effec-
tive performance.

1

=

15 The second reason why many speakers panic is because they lack
experience. Public speaking is a skill. Like any skill, the more you do
it, the better you get. How does a young pianist feel just before step-
ping out in front of her first real audience? Terrified! The virtuoso.
however, has played so many concerts that she feels as comfortable

20 on stage as she does in her own living room. The difference can be
summed up in one word: experience.

The third reason why people find giving a talk or speech such an aw-
ful experience is because they do not have the necessary techniques.
As mentioned above, public speaking is a skill. Every skill can be
broken down into a set of techniques. Experts know how and when
to use these techniques. The novice speaker needs to acquire this
knowledge in order to be in command of him or herself, the material
and the audience.

o

So we know the main causes of speakers’ stage fright, but what can
be done? The good news is that effective speakers are not born, they
are made. Given appropriate training, anyone can learn to overcome
their nerves and develop the skills to become a truly great speaker.

3
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Question 1: What is the most appropriate title for this text?
‘&) How to make a good speech
£ Ten reasons why speeches go wrong
= Causes of anxiety when giving a speech
Useful techniques for public speakers

Question 2: Which statement best sums up paragraph 17
A1 Many people enjoy public speaking.

£ The audience expects a good performance.

C' Making a speech can be a frightening experience.

O Speeches are often very boring.

Question 3: Which statement best sums up paragraph II?
A1 Nervous speakers look foolish.

21 Nervous speakers never know what to say.

C) You can't speak clearly if you're nervous.

D' Our emotions stop us from making a good presentation.

Question 4: Which statement best sums up paragraph 1117
A' The more often you speak in public, the better you become at it.
2 |Inexperienced speakers need to learn from maore experienced
colleagues.
' Learning to speak publicly is like learning the piano.
D' Professional musicians tend to be good public speakers.

Question 5: Which statement best sums up paragraph IV?

A1 Good speakers have a natural talent for speaking.

2 To become a good speaker takes years of practice,

©1 To become a good speaker, you need to learn certain useful methods.
D Good speakers know how to make the audience respond to them.

Question 6: Which statement best sums up paragraph v?

A1 Some people will never feel comfortable speaking in front of a crowd.
5 Anyone can learn to be a good speaker.

2 You'll never become a good speaker unless you get training.

D) Even great speakers get nervous sometimes.



' Chapter 1

Writing

Instructions: Imagine you are Lucille. Write an email to Anthony
confirming your travel arrangements. Include your flight details to Rome,
your hotel address and phone number and your mobile phone number.
Suggesl a time to meet up informally before the training session begins,

Let's get started



Vocabulary

Complete the crossword with words from this chapter of the DVD.
1
]

415 S u

9| A

Across
4 | really need to work on my presentation .
5 Hissales .. Isvery persudsive.
8 You've become a much more .. public speaker.
9 This part of my talk will deal with the marketing .. of our
new produrt.

Down
1 We're bringingina .. to help us improve our presentation skills.
2 She'sy excellent at public ...
3 This talk is intended to .. you on recent changes In our organization.
6 I'm preparing a speech for the ... Bournemouth conference
7 For many people making presentations Is a ...-racking experience,

Let’s gel slarted 9
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' Chapter 1

Structures

Choose the correct word to complete each expression.

1

I'm not really following (you/your) here.
Can you explain that again?
We have a lot of potential {buyers/buys)

in South Africa.

In this part of the talk we'll lightep
{down/up) a little.

They have decided tobring_ {on/in)

an outside consultant.

I'm afraid we all have to (do/go) through
this training.

| could really (do/use) a cottee hefore the
meeting starts.

This upcoming conference is quite a

(large/big) deal, so let's make the most of it

Jake is the best (at/in) his field.

We will benefit (greatly/great) from this
investment.

Kelly has done her (fair/big) share of

training work.




Vocabulary

Complete the crossword with words from this chapter of the DVD.

1
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Across
4 | really need to work on my presentation .
5 Hissdles . s very persuasive,
8 You've become a much more .. public speaker.
9 Ihis part of my talk will deal with the marketing .. of our
new product,

Down
1 We're bringing in a ... to help us improve our presentation skills.
2 She's excellent at public .. ..
3 This talk is intended to ... you on recent changes in our organization.
6 I'm preparing a speech for the . . Bournemouth conference
7 For many people making presentations is a . _-racking experience.

Let’s get started 9



Evaluation

Use words from the word bank to complete the sentences.

angle - coaching - confidence — covering following — fright —
lighten — pitch — racking — speaker — technigues — update

1

10

11
12

with __ — from agood trainer you can really
inprove your presentation skills.
We learnt someveryuseful __ _ during the

training session.

During the course of today’s workshop we'll be
a number of important issucs.

Now let's take a look at the publicity
What kind of publicity is appropriate in this case?

The last time James gave a specch. he got terrible stage

I'mnolsure 'm __ you.Whatdoyou mean?
At this point in my talk, I'd like to up

a little.

|an has become an excellent public

Before | begin, I'd like first to __  _ youonsome
recent developments,

| always find speaking in front of an audience really nerve-

| wasn't persuaded by hersales  _ Wereyou?

With more practice at public speaking, you gain more

Let’s get started 11



2 Today’s topiciis ...

In this chapter you will:

» read a dialogue between Lily
and Michael

» read a text about preparing a talk

» write notes from Lucille’s training
session

« practise vocabulary connected with
presentations and talks

» practise useful expressions from
this chapter of the DVD




Dialogue

Lily and Michael chat over a coffee

Complete the dialogue.

A

Lily:

Oh come on, Lily. You know me. | don't get insulted so easily.
Anyway, she's right. | really need to get my body language under
control!

Well, we'd better get back in the training room. They'll be
waiting.

The training session, you mean? Not too badly, actually. | mean,
it's much better than I thought it would be.

Really! Thanks. And now it's Ken's turn.

No, no. Lucille’s very good. I'm quite impressed. She really knows
her stuff, and I'm even learning a thing or two. What she said
about my first presentation, for example, was spot on.

How do you think it's going? .

Michael:

Lily:

Oh really? You surprise me. | thought you had no use
for coaching!

Michael:

Lily:

Yes, she is good. Still, I thought for a moment that you
might take offence when she mentioned the way you throw
your hands around while you talk.

Michael:

Lily:

Yes, but your talk was very good.,

Michael:

Lily:

Yes. Poor Ken. The moment he's been dreading has arrived.

Michael:

Today's topic is ... 13
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Reading
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Preparation: The key to successful public speaking

In the course of my research for
this hook, | spoke to many of the
very best public speakers. They
came from all sectors of industry,
the arts and public service. They all
had their own unique advice to
give, but if I could sum up their
wisdom in a single word it would
be: prepare. Without a doubt,
preparation is the key to successful
public speaking. But what exactly
do we mean by prepare?

First, prepare your material. In
other words, prepare what you're
going to say. Be warned, however,
that this does not mean that you
should learn a speech by heart. No,
your audience will fall asleep if you
simply recite word-for-word
without thinking. A better approach
is to organize your talk into logical
sections. Remember a few key
phrases for each of these sections,
but don't try to commit the whole
thing to memory.

Sometimes your preparations may
involve getting ready a supporting
slide show or handouts. But
remember that these are simply
‘side salads’ — nice, but not
essential, Your main dish is what
you have to say, not what you have
to show,

Second, prepare your space. Before
you are due to deliver your talk go
and explore the hall. Try to
understand your performance from
the audience’s point of view. Will
they be able to hear you clearly?
Will your slide show be easily
visible? Prepare and test any
equipment you will be using. Do
the microphones work? Is the
projector clearly focussed on the
screen? Sort out any problems well
befare you are due to speak.
Last-minute panics caused by
technical failures can ruin even the
most well-planned speech.

Finally, prepare yourself
psychologically by rehearsing as
much as you can. Before the day
arrives, make sure you rehearse the
talk at least twice, preferably with a
friend or colleague. Don't, however,
spend time practising on the actual
day you are due to speak. Instead,
concentrate on relaxing.

Don't drink coffee and tea just
before your talk. They can increase
your nervousness. Half a minute
before you go up, take deep, slow
breaths, relax and enjoy the
moment, Now you're ready to go!

35

45

55




What advice from the list below is mentioned in the text?

1

(- - |

11
12
13
14

Good preparation is the most important thing for any public
speaker.

Iry to memorize as much of your speech as you can.

Prepare a set of cards with notes to help you remember
what you want to say.

You should inspect the venue some time before you are
due to speak.

Check that equipment is free of problems.

Make sure you know how to use the equipment.

Visual aids and supporting materials should look professional.
Make sure that the audience can clearly see your slides.

Practise your talk more than once before the day of the
presentation.

Practise one last time on the morning you are due to speak.
Get a good night's sleep before the day of your speech.
Avoid certain drinks on the day of your talk.

Don't eat a heavy meal or drink alcohol before your talk.

Use deep breathing to relax just before the presentation.

Today's topic is ...
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‘ Chapter 2

Writing

Instructions: Imagine that vou were taking parl in Lucille’s training

session. Write the notes that you took summarizing the main points
she has made so {ar.

16 1oday’s topic 1s ...



Vocabulary

All these words are connected with the theme of giving
presentations. Can you match the words to their definitions?

A podium
B conference centre
C speakers
D agendd
E shide show
F handouts
G auditorium
H overhead projector
I laser pointer
) delegates
1 Asmall platform or box where someone stands to give a speech.
2 A list of points to be covered during a presentation.
3 ___ Adevice lor showing data on a large screen in front of an
audience.
4 A series of visuals, including pictures, graphs or text, displayed
during a presentation.
5 — Avery large hall for making presentations to hundreds of
people.
6 A hailding or set of buildings with many lecturc halls and
auditoriums for business events,
7 ___ Adevice which throws a beam of light on to a screen so that the
presenter can point things out to the audience.
8 _ Papers with relevant information to give to members of the
audicnce during the presentation,
9 ___ People attending a conference.

10 ___ Pcople giving speeches at a conference.

. 7 ydey)



Structures
Use the words provided to complete each sentence with an
expression you heard in the DVD.

floor the yours all is
1 Celia, I'm handing the stage over to you.

lot got a of to cover ground
2 We've over the next
few hours.

to like started get
3 Asit's already ten o'clock, I'd

for the taking from time
4 First of all, let me thank you all
your work to attend today's session.

to people put ease at
5 At the beginning of your presentation, a little joke or anecdote is
a good way -

with are far you me so
6 : or would you like
me to go over that again?

and stop now every again
7 During my presentation | will

. togiveyou the opportunity to ask questions.

summarize I'd to main like points the
8 At this point
I've discussed so far,

accomplish to objectives your
9 By the end of today | hope you will have learned new ways

to my it's pleasure to you introduce
10 Ladies and gentlemen,

Dr Fiona Walker,




Evaluation

Use words from the word bank to complete the sentences.

accomplish agenda - delegates — floor — ground — heart — language —
offence - podium - put — recited — sections

1

10

11
12

We need to cover a lot of .. in this morning’s
session

It's not a good idea to learn a speech by

Please don’t take . but | think your
presentation style needs improving.

Very few .. stayed for the last presentation
of the davy.

Most people at today's conference simply _—

4 memorized speech It was very boring.

It's a good idea to divide your talk into logical

Well, Mandy! It's your turn o take the _ . .

As you can sce from my , there are five main
topics I'd like to talk about today.

Body siich as Ihe way you move your hands
and your facial expressions, communicates as much as your words do.

| hope that the coaching will help you to
your objectives.

And now, Pablo, the 15 all yours

A good joke helps to everyone at ease.

Today’s topic is ... 19



3 My next slide is ...

In this chapter you will:

« read a dialogue between
Anthony and Lucille

* read part of a programme
from a conference

« write more notes from Lucille’s
training workshop

» practise words and phrases from
this chapter of the DVD

» practise useful expressions
for organizing what you say in
a presentation




Dialogue

Lucille talks to Anthony during the lunch break

Complete the dialogue.

Oh, he's very confident. A little too confident, perhaps.

but he needs to think more about his body language.

Well, let's hope your session helps him develop those strengths.

Giving talks, you mean?

A
B
C and | think we're really making progress.
D
E
F

| was a bit worried about him.

Anthony:

Lucille:

Anthony:

Lucille:

So, how 1s it going?

Oh, very well. Everyone's had a chance to speak before
lunch, (=

Good. How did Ken do with his presentation? (*

Hmm. Actually he's doing better than | expected. He's
obviously not very used to this sort of thing.

Anthony: =

Lucille:

Anthony:

Lucille;

Anthony:

Lucille:

That's right. He was very nervous this morning, but he does
have a number of strengths as a speaker.

“ What about Michael?

That sounds like Michael. All talk! But he's an excellent
sales person.

I've no doubt he is. He speaks well,



Reading

Read this extract from a programme for a conference and complete
the notes on the plan for the conference centre.




Time

11.30

My Schedule — IMPA conference

l Event

Role of the internet
in marketing

‘ Location

Johnston Room

Speaker:
Richard Hough

Practical
application of
marketing theory

Lunch

Speaker:

includes

snacks

Keynote speech
about the activities
of the IMPA in
South Fast Asia
and Australia.

Speaker:
Dr Prasanna
Handagama

1.30

Workshop about
effective

Neilson Hall

! Speaker:
Dr Jinay Jain

My next slide is ...

23
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‘ Chapter 3

Writing

Instructions: You have been asked to give a thirty-minute talk to staft

at your company. Send a message to vour assistant asking him to help vot
prepare Ask him to book a suitable room, to organize any equipment
necessary and to send round an internal message to stall publicizing your
talk

24 My next shde s ...



Vocahulary

Complete the crossword with words and phrases from this chapter

of the DVD.

2o [ []

oo s Ty T
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ACross
2 From asales ... of view, this has heen a great success.
5 | don't think what you're saying is really ... to our discussion
6 Her talk had a good, logical ... to it
8 And that brings me to the end of my talk. Ihank you for your .

Down

1 1t's important that you learn how to deal with ... during vour talk.

You need to be able to answer questions at any time,

3 Do you think | managed to ... the audience? Do vou think they
believed me?

4 Now I'd like to ... your attention on the graph up on the screen.

7 Prepare (o speak for less time than you are ... on the programme.

My next shders ...

25



Structures

These expressions are all useful for organizing what you want to say
during a talk. Some are useful for mentioning ideas that support what
you have already said. Others are useful for introducing opposing ideas.

supporting ideas opposing ideas
in addition in contrast
In addition, we have improved ... | In contrast, our sales have increased.
what is more on the other hand
What is more, the company 0On the other hand, we don’t have
expanded ... a good marketing strategy.
besides nevertheless
Besides these advantages, the Nevertheless, there are now signs of
product is now cheaper. growth in the industry.

Choose the best phrase to join these sentences.

1 Sales have decreased during the last quarter.
our customer base has widened considerably.

(A Besides E) Nevertheless

2 these practical advantages, consumers will
also enjoy certain health benefits from this approach.
A Besides (B! In contrast

3 Salaries have risen by 3% in the last two years. The cost of living,
, has actually fallen during this period.
4 on the other hand B besides

4 We have improved the look and feel of the car's interior.
- . the model now includes a number of
innovative safety features.
A In addition B Nevertheless

5 Most consumers in the twenty- to thirty-year-old age group were
aware of our online store. ___,onlyasmall
fraction of the over-thirties group had visited our website,

&) In contrast &) Furthermore




Evaluation

Use words from the word bank to complete the sentences.

allotted — body — contrast — develop - flow — focus — interruptions —
moreover — nevertheless — progress — tried - via

1

10

11

12

During the first quarter of this year our sales rose by nearly 6%. In
o , the second quarter sales figures dropped by
nearly 3 %.

Part of the aim of this workshop is for participants to
their strength as public speakers.

These are and tested methods, and are
certain to be effective.

Dr Bergman will be joining the conterence from Stockholm
__a live satellite link to the conference centre,

The figures in the chart are encouraging. , we
still have a lot to do before we catch up with our direct mmpemors

Don't get too distracted by — such as people
walking into the conference room while you're talking.

Each speaker will be 30 minutes.

A good speaker knows how to control his or her
language and gestures.

Now I'd like to your attention on the chart on
the screen.

Despite a slow start to the day, we have made very good

Your talk had a logical to it. It was very easy to
follow.

Sales of our standard products have increased this month.

. sales of our more specialized equipment
have also risen.



In this chapter you will:

read a dialogue between Lily
and Lucille

» read an article about using
slide shows

+ write an informal email

« practise more useful expressions
for presentations

 practise using prepositions
when describing a chart




Dialogue

Lucille gives feedback to Lily

Complete the dialogue.

A Look straight at people’s faces, you mean?

B 0Oh 1 see, so that we include ourselves in the group,

C | was a bit nervous, to be honest, and I'm sure it showed.

D rapport with the audience.

E then shift your gaze to someone else.

F It was as if you were speaking to yourself, not to us.

Lucille: well done, Lily.

Lily:  Oh, thanks! |

Lucille: Well, yes it did, but not too much. No, nervousness isn't your
problem, Lily. What you need to work on is your

Lily:  What do you mean, exactly? -

Lucille: Well, you didn't really connect with us. © One thing you can
do to improve your rapport is make regular eye contact with
people.

Lily:

Lucille: That's right. Look especially into their eyes. Pick someone out
from the audience and keep eye contact with them for a while,

Lily:  Okay, but how long is a while?

Lucille; About five or six seconds is enough. Another good way to connect
with people is to use pronouns like |, we and us.

Lily:

Lucille: Exactly.

To sum up 29
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' Chapter 4

Reading

w
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Using slide shows in presentations

When used with care, a PowerPoint
slide can really help your audience
understand a point you are trying to
make. To a certain extent, slide shows
can also bring a presentation to life.
But beware! PowerPoint is no longer a
novelty. We have all suffered through
presentations that rely on a tedious
series of animated slides.

There are times when slide shows are
just not appropriate. Remember that
a slide show takes the audience’s
attention away from you to the screen.
If it is important for you to connect
emotionally with your audience, then
don't use a slide show.

Likewise, switching on the projector is
a signal for the audience to sit back
passively and take in facts and data.
If this is what you want, then fine.
But if you wanl lo engage your
audience actively, if you want them to
participate somehow, then don't use a
slide show. Finally, don't bother with
a slide if it doesn't help. Slides should
help clarify a point or illustrate it with
an example, Don't use slides just for
effect.

It you do decide to use a slide show,
then you need to observe a few rules
on how to do to it right. The first

golden rule is to plan what you have
to say first, then create your slides.
Never build your speech around the
slides. Remember: slides are just
aids.

Next, your slide must be clearly seen
by the whole audience — even those
in the back row. If a slide is worth
showing, then it needs to be big and
bold, Diagrams should not be too
complicated. A maximum of five or six
key elements should be enough to
communicate an idea. There should
be minimal text and that text should
be large enough for even the most
short-sighted person in the audience
to read easily.

Make sure that the slides on the screen
are in step with your talk. Keep the
screen blank until you are ready to
talk about the slide. Explain the slide
as soon as you show it. Hide the slide
or move on to the next one as soon as
you have finished discussing it.

Finally, avoid fancy animations and
tricks. You won't impress anyone
(they've seen them all before) and
they serve only to distract. You don't
need to be Walt Disney to make a
great presentation.
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Read the text about how to use slide shows during presentations.
Which pieces of advice are mentioned in the text?

1

10
11
12
13

14
15

16

Don't use a slide show if you are interested in the audience’s
feelings.

Don't use a slide show if you don't have time to prepare good-
quality slides.

Don't use a slide show just to impress your audience.

Don't use a slide show it you want the audience to take part
in the event,

Don't use a slide that doesn't help to explain or illustrate
something.

Use a slide if you simply want to give information.

Use a slide show if you want to show artwork or photography
during the presentation.

A slide show should be an add-on to a speech, not a central
part of it.

Make slides visible to everyone at the presentation.

Make visuals simple.

Only include a maximum of five or six words on each slide.
Use large font sizes on slides,

Put up a slide a few minutes before you talk about it so that
people have time to understand it

Synchronize what's on screen with what you say.

Only project slides at the moment you are describing them —
not before or after.

Don't include special effects in your slides.

To sum up
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Writing

Instructions: Imagine you are Lily from the DVD. Duning a cotfce break,
you send a short. imformal email to a colleague saying how the training
session Is going. Briefly describe the coach, what you've done so far and
how the other parlicipants are getting on.

32 To sum up



Vocabulary

Here are some useful expressions you can use at different stages

of a presentation. Group the expressions according to their use.

A: This evening, |
intend Lo show you ... D: Tosumup, ...

F: Let me just run through B Firstly. ...
whal we’'ll be covering over ’
the next hour

- - H: I'd like to begin
with ...

C: Next, ...

E: I'd like to finish -

. Kz Lel's move on
today with ...

nowto...

L: I'd like to change focus
at this point

G: I'll return to this issue in
just a tew minutes,

Beginning
Linking
Changing topic
Summing up

To stum up

J:Asarule, . .

2 And finally, ...

33



. Chapter 4

Structures

Presenters often need to describe charts to the audience. Look at
this chart and choose the best way to complete the sentences which
describe it.

34

Export sales in Europe
& million

|I||IJl

1980 1985 1990 1945 2000 2005

_ 1980 to 1985 there was a slight increase in the
value of exports.

Between From In
By 1990 exportsales had shotup — avalue
ol €1.5m.
to & by from
. 1990 and 1995 the value of export sales remained
stable.
Between From In
From 1995 to 2000, exportsalesfell _— around half a
million euros.,
o by from
By 2005 there had been a slight rise export sales to

about 1 million euros.
ot an n

By 2010 export sales are expected to have shot up
almost 2 million euros.
to by from

To sum up



Evaluation

Use words from the word bank te complete the sentences.

between - clarify — contact — focus — from — gimmicks  participate -
vapport - rule — scheduled — visual — whole

1

O

11

12

It's important for speakers to have a good
wilh their audience.

2005 and 2007 the cost of raw materials
almost doubled

Look directly at a member of the audience in order to establish eye

It's not a good idea to include animations and other
in your presentation.

Some presentations require the audience to
perhaps by asking questions or giving feedback to the presenler.

On the you can see that it’s been a good
vear for the company.

2005 to 2007 our market share fell by
10 per cent.
AS A I would not recommend using oo
many slides in your presentations.
Lxcuse me, can you . thal point?
aids such as slide shows and posters can be

useful if used sparingly.

Now I'd likc you to .. . your allention on ihe
figures on the screen.,

The next talk will be starting a little later than

To sum up 35



5 Any questions?

In this chapter you will:

* read a dialogue between Anthony
and Ken

* read an advertisement for an

event management firm

* write a plan for a presentation

+ practise useful verbs for
presentations

= practise other useful expressions
describing charts




Dialogue

Anthony calls Ken

Complete the dialogue.

A
B
C

Just thought I'd call and see how the Connect presentation went,
Their presentations were really protessional.

Let’s just hope that the interest you've all generated turns into
orders.

People seemed very enthusiastic.
| was a hit worried about you, to be honest.
it was important that we made an impact

| found it very easy.

Anthony: Hi, Kenneth, it's Anthony here,

Kenneth: Oh, hi Anthony. Thanks for calling. It went just great.

Anthony: Good. I'm glad to hear it. There were some big players there

Kenneth:

at the conterence, so . And the right kind!

Don't worry, Anthony. Lily and Michael did a great joh.
Lucille’s training was really worth it,

Anthony: Wonderful. How about vou, Ken?

Kenneth:

No need, | had a few butterflies, | can't deny it, but as | knew
exactly what | was going to say and how, It was a different
me!

Anthony: Amazing! Well done, Ken, You've done a great job. In fact, all

of you have.

Any questions? 37



. Chapter 5

Reading

Stage it!

Professional Event Management

A successful live event for your company or product can have

a massive impact. The trouble is, first-class events take time and
skill to arrange. That’s where Stage it! can help. We've been in
the husiness of organizing live events for the last twenty-five
years, and during that time we've worked with major
companies both in the UK and around the world.

Stage it! will do all the running around for you. We'll find a
suitable venue that matches your company profile and the
needs of your event. We can provide everything from publicity,
catering, accommodation and travel arrangements, all to the
very highest standards. While we organize, you can concentrate
on getting your message right.

Our public-speaking coaches are available ta give your staff
excellent tuition and training. Within a few hours we'll have
even the shyest employee delivering a fantastic speech. Our
training schedule not only includes voice coaching and
presentation skills, but many other things besides.

We can give your event a unique look and feel. We can create a
stage and lighting scheme to add style, excitement and a special
atmosphere to every conference.

You want the impact of your event to last long after everyone
has gone home. Here's how we can help: we can film your event
for later screenings at other conferences or even broadcast it
over the internet. We can conduct follow-up surveys to gather
feedback from delegates. We can even organize a review of your
event in the leading trade publications of your industry.

Got an event? Stage it! with us!



Exercise 1

Read the advertisement and match these section headings with the
sections marked in the text (A—E).

1 __ logistics

2 After the event

3 _ Experience and professionalism
4 __ Design

5 _ Training

Exercise 2

Decide if these statements are true or false according to the
advertisement.

1 Stage it! has been organizing events professionally for over
two decades. ‘
True o' False

2 Stage it! provides its services only in Europe.
True 5 False

3 Slage it! can advertise your event,
True 5 False

4 Stage it! doesn't organize the food and drinks for customers’ events.
True B' False

5 Stage it! staff can help presenters improve their speaking skills.
True 21 False

6 Stage it! writes speeches and creates slide shows.
True 2 False

7 Stage it! can broadcast your event on television.
True 1 False

‘ g 1a1dey)



‘ Chapter 5

Writing

Instructions: Imagine you have been asked to make 4 thirty-minute

presentation Make a plan showing how you would stage the presentation
and what visual aids you would usc.

40 Any questions?



Vocahulary
Useful verbs for presentations

Choose the best verb to complete each sentence.

1 lcan _ this with an example.
concentrate (B digress (1 illustrate
2 Let me for a moment to tell you a short
anecdote,
A illustrate o digress < invite
3 I'd like to on this last point a little.
40 elaborate £ digress < outline
4 First of all, I'l for you what I intend to talk

ahout today. _
A0 concentrate (B emphasize  © outline

5 | must that these figures are only estimates.
The real figures could be much higher.
A emphasize B illustrate < recap

6 First, let's on the advantages of this new
design for the customer.
Al concentrate (B! invite ) illustrate

7 Now, I'd like to you to ask me any questions
you may have.
Al digress Bl emphasize Coinvite

8 Perhaps | should quickly the main points
once again,
Al invite £ digress < summarize

Any questions? 41
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Structures

When talking about charts and tables of figures, you need to be able
to describe increases and decreases. Here are two useful patterns:

1 There is/are + noun phrase
There was a rise in interest rates.
There has been an increase in sales.

2 noun phrase + verb + adverb
The interest rate rose rapidly.
Sales fell dramatically.

Finish each sentence below so that it means the same as the one
given.

1 The price of shares rose sharply.
There

2 There has been a noticeable increase in our funning costs from 2001
onwards.

Running costs

3 The number of overseas contracts has fallen dramatically.
There

4 There has been a steady rise in imports from outside the EU over the
last decade.
Imports from outside the EU

5 There has been a rapid growth in our SE Asia operations this year.
Our SE Asia operations

6 Investment decreased significantly during 2005,
There




Evaluation

Use words from the word bank to complete the sentences.

digress dramatic - dramatically elaborate — emphasize — events
fallen - impact publications — recap rise

1 To finish, let me
covered todav.

- ___the main points we've

2 The company's shdres have

in value over
the last few weeks.
3 There hasbecna .. _____ riscinsales this month,
4 Could you } on that last point?
5 We're sure that the conference will have a huge ____ -
on the industry.
6 There has beenamarked _in the value of the
company’s shares recently.
7 Llive 0 «4n be time-consuming and expensive
to organize,
8 | must _ that our predictions for next year's
sales are much higher.
9 We need to advertise in all the major trade .
10 Id liketo | for just a moment to tell you
more about an interesting cvent | attended recently.
11 Investment has fallen — overihelastten

years.

Any questions? 43



' Answer key

CHAPTER 1
Dialogue
AT LB B SG E LD
Reading
13060 20 0 3u By 4y A G T BB

Writing Model

Dear Anthnny

It was good 1o speak 1o you yesterday. This is just a guick confirmation of my travel arrangements
I'll be flying i Lo Rome Flumicine Airport at 4,30 on Thursday on Alitalia, fight number AZ278,

I've also managed 1o book a room in ane of the hatels you recommended (the Baglioini). The phone
number there 1s 86204015 but vou can also contact me on my mobile (0044 7348987896).

I'll be free all evening, so perhaps, it you'd like to, we could meet up for a meal together.

Looking forward to meeting vou and your team

Best wishes

Lucille

Vocabulary
1 woach; 2 speaking; 3 update; 4 skills; 5 pitch; 6 upcoming; 7 nerve, 8 confident;
9 angle

Structures ‘
1you; 2 buyers; 3 up, 4in; 5go; 6 use: 7 big; 8in; 9 greatly; 10 fair

Evaluation
1 coaching; 2 techniques: 3 covering: 4 angle; 5 fright: 6 following; 7 lighten;
8 speaker; 9 update, 10 racking; 11 pitch; 12 confidence

CHAPTER 2
Dialogue

€ B 2l BB
Reading
1.4,5 689 1214

Writing Model
Presentation workshop with Lucille Dupruis
Main aim: Improve our presentation skills. There are four key elements:

Key elements Tips

1 The situation — the purpose of the talk and Make jokes early an in order to put the

the environment we will be presenting in audience al ease.




2 The audience - understand our audience by | Stop every now and again and check that
identitying their needs and expectations. Try | everyone is following you
1 exceed those expectations.

3 The speaker — conquer our fear of speaking | When you show a slide, don't read it out to
and develop a unigue style the audience,

4 The presentation - planning and delivery.

Vocabulary
1A;2D,3H;4E 5G; 6B, 71;8F, 9); 10C

Structures

1 The foor 15 all yours; 2 got a lot of ground to cover; 3 like Lo get started;

4 for taking the time from; 5 to put people at ease; 6 Are vou with me so [ar;
7 stop every now and again, 8 I'd like to summarize the main points;

9 10 accomplish your objectives; 10 it's my pleasure to introduce you to

Evaluation
1 ground; 2 heart, 3 oflence; 4 delegates; 5 recited; 6 sections; 7 podium; 8 agenda;
9 language; 10 accomplish; 11 floor; 12 put

CHAPTER 3
Dialogue
G4 Bt B 0D A R B

Reading
10,30, Diamond Suite; . Imogen Wheeler;  vegetarian; = coffee bar,
o Teleconference Centre; ~ 2.00; ' marketing techniques

Writing Model

Dear jett

Could | ask you to help me prepare for a talk Il be giving next Tuesday morming? U'll be spending a
lot of time over the next few days preparing the talk, so I'd appreciate your help with some
practicalities.

Please book the Hscher Room for 10,30 to 1115 an Tuesday morning. I'll also need a laptop, data
projector and screen, sa could you please organize those? Attached 1s a document with an overview
of what the talk 15 about. Could you please send a message to all stalf letting them know about the
talk and attach the document?

Many thanks far your help

Dietrich

Answer key 45



Vocabulary
Tinterruptions; 2 point; 3 convince; 4 focus; 5 relevant; 6 flow; 7 allotted; 8 attention

Structures
18;2A: 3B 4853

Evaluation
1 contrast, 2 develop; 3 tried; 4 via; 5 Nevertheless; 6 interruptions; 7 allotted, 8 body;
9 focus; 10 progress; 11 flow; 12 Moreover

CHAPTER 4
Dialogue
AR DEARF A E R B

Reading
1.3:4;5,6.8:9 10:12;: 14,15, 16

Writing Model

Hi Clare

I'm attending a presentation workshop taday, and as I'm having a short coffee break 1 thought 1'd
give you guick update on how it's going. The coach is very good. Her name s Lucille Dupruis and
she's given us lots of usetul tips already. We've all practised our presentations, which was a it
nerve-racking, but | already feel more confident about doing the real thing at the conference.
Michael was very confident. as usual, and poor Ken was a bag nf‘nerve&! Well, I'd better go now
because the others are going back in. Good luck with your trip to Ekaterinburg.

All the best

Lily

Vocabulary

Beginning: A; F; H Linking: B; C; ]

Changing topic: G; K; L Summing up: D; E; |

Structures

1:8;2A;305;4 8,5 64

Evaluation

Trapport; 2 Between; 3 contact; 4 gimmicks; 5 participate; 6 whole; 7 From: 8 rule:
9 clarify; 10 visual; 11 focus; 12 scheduled

CHAPTER 5
Dialogue
CATD R B U E G (N C



Reading
Exercise 1
1B;2E:3A: 4D, 5C

Exercise 2
1(@;2 8,344 8:5:4:68:7E

Writing Model

Product presentation: DataStream’s new Sunbeam data projector

Introduction (5 minutes) welcome audience and introduce mysell
Briefly outline what | intend to lalk about today
Visuals: Shide with company logo and photo ot the product
Slide with agenda

The Campany (5 minutes) Overview of the DataStream company (hrief history and trading
figures)
Current products in our portfolio
Mention some of our big name customers
Visuals! Slide with company logos of some of our customers

Positioning |10 minutes) what makes the Sunbeam a unigue product in the market today?
List the key features that differentiate the Sunbeam from
competitor data projectors
Visuals: slide with animated demonstrations of some of the
sunbeam's key features

Case Sludies (5 minutes) Quickly run through two case studies of companies that have
bought the Sunbeam system and how they are using it
Visuals. Nane

Any Questians? (5 minules) Opportunity for audience to ask about the product

Vocabulary
1€ 2EB;3A: 4C5A6A:7C:8T

Structures

1 There was a sharp rise in the price of shares.

2 Running costs have risen noticeably from 2001 onwards.

3 There has been a dramatic fall in the number of overseas contracts.
4 Imports from outside the EU have risen steadily over the last decade.
5 Our SE Asia operations have grown rapidly this year.

6 There was a significant decrease in investment during 2005.

Evaluation
1 recap; 2 fallen; 3 dramatic; 4 elaborate; 5 impact; 6 rise; 7 events; 8 emphasize;
9 publications; 10 digress; 11 dramatically



Talking about the past:

Present perfect simple and

present perfect continuous

Use  We use the present perfect simple to show that an action has been completed
and therefore has an effect in the present, or to talk about experiences.

We use the present perfect continuous when we want to emphasize that an
action or situation that started in the past is still continuing or to point out how
long an action has been going on.

Form  present perfect simple
| have ('ve) already had some coffee this morning.

You have ('ve) made your fair share of presentations.

present perfect continuous

We have ('ve) been practising our presentation all week



Talking about the future:

will, going to, present continuous, present simple

There are many ways to talk about the future in English, Here are the most common
tuture forms and their uses.

Lse

Form

We use will to make predictions or when we are fairly certain that something
will or won't happen (a) or to express ‘on-the-spot’ decisions (b).

We use going to when we talk about things that we have planned or have
decided to do (¢} or to express intentions (d).

We can use the present continuous to talk about arrangements and firm plans
we have made for the fulure.

We use the present simple fo talk about future events that have been scheduled
This is sometimes called the ‘timetable’ future.

will
{al Evervthing will be strictly professional.

(b) Okay, | will (1) go first.
poing to
(c) You are going to present information on how this product actually works,

(d) | am ('m) going to present some useful sales techniques,

present continuous

We are ('re) presenting at the Berlin conference next month,

present simple

His plane leaves at six o'clock this evening.



Giving advice and making requests, offers and suggestions:

Modal verbs

Use  The verbs should, ought to, had better can all be used for giving advice and have
a similar meaning

The verbs can, could, will, would are usetul in question form Lo make requests.
Remember that could and would are more palite than can and will.

tan, could and may are useful in making requests or giving permission. We
usually use be allowed to when we are talking about rufes.

We can use the verbs will, shall, can in questions to make offers to do something
for others.

The verbs let's, shall, can, could are useful for proposing ideas. Let's and can are
more certain than could and shall.

Form  Giving advice

We should start now.

We shouldn’t start yet.

You ought to leave early.

You ought not to leave early.
You had better leave early,
You had better not leave early.

Making requests — question form

I'm sorry, could you repeat your question please?

Can you please hold your question until the end?

Making offers

5o, Lucille, would you like something to drink before you begin?
May | offer you something to drink?

Making suggestions

Shall we go?
Let's get back in there.



Talking about possibilities:

If sentences

Use

Form

Use if + present simple + the future with will to talk about situations or events
that are likely to happen if a certain condition occurs. You can also use modal
verbs do, must, can, etc. instead of will.

If you make a good presentation, customers will be impressed.
If you want. [ will (ll) join the meeting, too.
If you don't hurry, you will ('ll) miss the plane.

Note thal the if clause does not always come first. You can also say:
Customers will be impressed if you make a good presentation,

Making suggestions using if sentences

Lise

Form

We can also use if + past simple + would or could to make polite suggestions
and 1o talk about something that is not true now and probably will not be true
in the future,

If | were you, | wouldn’t miss the meeting tomaorrow.
If we came in earlier, we could get more done.

Again, the if clause does not always come first. You can therefore also say:
We could get more done if we came in earlier,



' Grammar

Speaking politely:

Polite forms

When speaking to colleagues, customers or strangers, a certain level of politeness is
expected. For example, if you wanted to borrow a pen from a client during a meeting,
‘Give me a pen’ would sound very rude! How can we make the request sound more
polite? In English, there are a number of different ways.

Adding please:
Give me a pen, please.

Using can, could and would to make polite questions:
Canyou give me a pen?

Could you give me a pen?

Would you give me a pen?

Using question tags with negative statements:
You don't have a pen | could borrow, do you?

Using other polite expressions with any of the above forms:
Would you mind giving me a pen?

Could | possibly borrow a pen from you, please?

You don't happen to have a pen | can borrow, do you?

Reported speech

Use  Instead of quoting someone's words directly, we use the following form
for reporting things that people have said:
Direct speech: "Rome is one of my favourite cities.”
Reported speech: Lucille said that Rome was one of her favourite cities.

Notice that we use quotation marks " around direct speech, but not
with reported speech.

Form When we report what someone says, we use reporting verbs such as
He said, He asked, He mentioned, He enquired, He ordered -
and then report the speaker’s words.

52 Grammar " antriet con



Tense changes

The main verb in direct speech is often 'shifted back’ a tense in reported speech,
as follows:

‘| know her, the coach.” Ken said that he knew the coach.

“I've already had some coffee this Lucille said she’d already had some coffee

morning.” this morning.

“My presentation went really well " Ken said that his presentation had gone
really well,

“I'll be there soon.” Anthony said he would be there soon.

Phrasal verbs

Many English verbs consist of two or three parts: a base verb and one or two particles,
These are called phrasal verbs and they are very common in English,

Examples of two-part verbs: help out, sum up, sit down
Examples of three-part verbs: catch up with, look forward to

Many phrasal verbs are easy to understand because their meaning is simply the
combined meaning of the two parts.
For example: sit down, come in, come back

However, many other phrasal verhs have a special idiomatic meaning that is very
different.
For example: hang on = wait

give up = stop doing something

Form and use

Some phrasal verbs do not take an object.

For example: Can you come back later?
Why don't you sit down?

Others do take an object. There are two types! separable and inseparable.

Separable. With these verbs, we can place the object of the verb between the verb and
the particle.

For example: Please bring back the report tomorrow.

OR Please bring the report back tomorrow.

Grammar 53



Note: If the object is a pronoun (him, her, it, me, etc), then we must separate the verb.

For example: Please bring it back tomorrow. v
Please-bring-hack ittomerrow.
Inseparable: With these verbs, the base verb and the particle cannot be separated.
For example: Thieves broke into the office last night. v/
: | A e
All three-part verbs are inseparable.
For example: Can you get hold of John? v
Caryou-getohn-hold-of?

Note: If you're unsure whether a phrasal verb is separable or not, it's always safer
to keep the base verb and particle together,

Here is a list of the phrasal verbs which you heard in the DVD, Note that many of these
phrasal verbs have a number of different meanings; the meaning shown here is the one
used in the DVD. For the phrasal verbs that take an object, the object 1s shown in italics
in the sample sentence from the DVD,

Verb Meaning Separable Example from DVD
chase after | to chase no -Have you ever felt like just
one of the pack chasing
alter leads that don't seem
to...
cheer up 1o become happier yes Cheer up, Ken. It isn't that
bad.
come back | to return no I'd be very grateful if you'd
come back for another day
or two.
come in to make a short visit no I am hiring a presentation
somewhere, usually work coach to come in and work
related with all of you,
Lome on lo encourage someone o no Come on, then. How do you
continue speaking know her?




‘ ST D)

go ahead to give permission to no Yes, please go ahead Ms ...
someone to speak or do
something

20 back 1o return ne I'd now like to go back to
the initial four elements.

20 0N to occur or happen no It was pretty obvious that
somelhing serious was
20INg ON.

g0 over to discuss plans or no I'm going Lo go aver the

a document together various factors that ...
with others

head back | Lo return back to work or no I'm going to head back to

home the meeting room now,
shape up to improve yourself or your | no Sorry, Anthony. I'll shape up
performance the attitude.

stand out to be noticeahle no ... you want to stand out as
a winner.

stand up to stand betore a group of | no This workshop is about you;

people about preparing you to
stand up here.

SUm up to summarize the main yes To sum up, | want to say

points of a meeting or
discussion

once more that ...




‘ Video script

CHAPTER 1

Anthony:

Michael:
Anthony:

Michael;
Anthony:

Michael:
Anthony.

Ken:
Anthony:

Ken:
Michael:
Anthony:

Lily

Anthony:
Michael,
Anthony:

Lily:
Michael:

56

Since you are the offiaal Connect team, | want to update you on our plan

for the upcoming conference.

Plan?

Now, now, no need to get nervous. All of you know that this conference is

a very big deal for Wirego and specifically for the launch of Connect, I'm
expecting the conference Lo be more than a trade show — much more.

We know. And | know that we're all really proud to be part of this team.

Our product presentation will be the first introduction of our product to
hundreds ol polential buyers. And, if even a couple of the interpational
carriers bought our phone, well, that would mean ...

... big profits. I'm your sales guy, Anthony, and I'm going to make it happen.

I know you can sell it, Michael, you are our best, And Lily, you're our top
marketing exec — that's why you're bath on the team, And, Ken ...

Yes, sir,

Ken, please, you don't have to call me sir. | was going to say that despite being
relatively new here, you're our top tech guy. You're a technical wizard, and
that’s why | brought you to Wirego.

Thank you, sir. Eh, sorry, sir ... | mean Anthony.

Wait, I'm not following here. Where are you going with this?

I'd like each one of you to make a presentation of your speciality. Michael,
you'll be doing the overall sales pitch, Lily, the marketing angle, and you, Ken,
are going to present information on how the product actually works to people
who do not know six programming languages. And, | am hiring a presentation
coach to come in and work with all of you. No reason to panic! | know that
you are all capable of doing a great job — that's why you're here. But public
speaking can be a nerve-racking experience and | want you all to be as
confident as possible before getting up there and impressing a roomful of
potential buyers.

So, whao's this coach?

Her name is Lucille Dupruis and she'll be here on Thursday.

Lucille Dupruis: French?

Yes, she is based in Paris, but speaks excellent English, works all over Europe
and is one of the best in the field.

Okay, well, thank you, Anthony. We're sure to benefit from her session.

Yes, how bad can it be?

Video script www thantongel com



Anthony:

Michael:

Anthony:

Ken:

Anthony:

Lily:
ken:
Lily:
Michael:
Ken:
Lily:

Ken:

Michael:

Ken:
Michael:
Lily:
Ken;
Michael:

ken:

Lily:

Michael:

Lily:

Michael, | know | don't need to say this, but | want you to welcome

Ms. Dupruis appropriately. Bringing her in does not mean that | think there

is something wrong with vour presentation skills — I know you're a great
salesman, and that you've made your fair share ol presentations.

Yes, absolutely. Sorry. Anthony, I'll shape up the attitude.

Greal. Okay, team, I'm off. Next meeting in five minutes, Ms. Dupruis should
be emailing you a small assignment to do before her session an Thursday.
Thanks, Anthony.

Sure thing Ken. See you later.

So, what do vou guys think?

| know her.

What?

Know whao?

| know her, the coach, Lucille Dupruis.

You know her? From where, your old company? Did she do her workshop
there?

Not exactly.

Well, come on then, how do vou know her?

We dated.

What? You're kidding.

And do you still keep in touch? ~

No, not really.

Listen, | don't want to pry, but is this going to be awkward? Maybe you should
have said something to Anthony.

No, | didn't feel comfortable saying anything. I'll call her, | think, and give her
some warning. I'm sure that we'll be able to be professional about this. And if
anyone can use her workshop at this paint, it's me.

0Oh dear, this /s a bit complicated.

Come on - let’s get back to our offices. Lots of work to do, plus the homework
that's supposed to be waiting in our mailboxes.

Right! See you guys later.
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So. drd you talk to her? Is evervthing okay?
Yes, of course | spoke to her. Lverything will be strictly professional. No reason
to tet Anthony know of our history.
Sure, 1o problem. Ken We won’t say anything Right, Mike?
Of course not
| really do appreciate you coming,
No need 1o thank nie, Rome 1s one of my favourite cities in Europe, it’s my
pleasure
Good morning, everyone, it’s my gredt pleasure to introduce you to
Ms. Lucille Dupnns, our presentation coach. This 1s Michaed
Good morning
Hello, good to meet you, Ms Oupruis
Plcased to meet vou too And please call me Lualle.

Lily .
Lovely to meet you, I ncille
Nice to meet vou ton
and Ken
[Hello. Luaille how are vou?
Hello, Ken, nice to see vou again.
Oh, do vou two know each other?
well. actually, we know each other from

Paris. we knew each other i Pans. When you mentioned Lucille's name,
[ 'wasn t sure 1f it was the same person, but in fact 1t 1s her.
Okav. great. So, Lucilie, would you like something to drink hefore you begin?
No, I'm fine V've alreadv had some colfee this morning We have a lot of
ground to cover so I'd like to get started
Okay. then, the floor is all yours. Enjoy!
Hi 1o you all | appreciate you taking the time from your busy schedules 1o
be here today. As I'm sure you know 1'm here to give a presentation about
presentations During the next hour or so, 'm going to be going over the
various lactors that contribute to making a successful presentation. We are
going to be doing quite a bit of practising and critiquing ourselves.
Throughout my presentation, | will stop (o give vou side-notes. These reler to
what | m doing and why and how | am domg it Great A side-note; stopping
to chieck 1in with vour audience every so often, especially in smaller groups,
makes it more personal and more accessible
Okay now on to the first topic The key elements to consider for any
presentation the situation, the audicnce, the speaker. the presentation.
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Incdle,
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“ichael
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Virst, the situation how big is the room? Second, the audience how hig 1 1t
whao are they, what do they expect from vou? Thed, the speaker vou® And
finally, the presentation: being 100% prepared and matching the tools of
the trade 1o the specific occasion do you use a projector, a flip chart, a
presentation kit, or. as | have done. prepared boards. It all depends on vour
audience and the goals you want to achieve Do think about what tools are
hest for vour purpose
Another side-note whenever you are presenting a slide or a visual, remember
that vour audience will aulormatically read it thermsclves. Therefore it 1sn't
necessary 1o read out the whole thing 1o them just summarize the main
points. Okay, what | want to do now 15 go straight to the task | emairled to vou.
Yes. about that .
I mean do vou actually want us to
Here's the thing. everybody® this workshop 1s about you: preparing vou to
stand up here, making sure that vou accomplish your objectives during your
own presentations, S0 by the end of todav, 1 not only want you to bhe tamitias
with all the tips and tricks that go into making a great presentation. I want
to see you using them $o | suggest we hegin,
Okay 1l go first
wonderful. thank you, Michacel Okay, Michael, | want voo to answer a lew
questions based an our four clements -
Sure
Where are you making this presentation and why?
tHere in this meeting room Because F was instructed to prepare a three-
minuie presentation on whatever topic | chose to bring to this workshop.
Okay, and what is vour topic?
Elcctive sales techniques
Great Now: think about your audience. who are we? What do we expect
from you?
You are a presentation codach and

Okay -
Well maybe he's presenting to a group of new salespeople in training with
the company?
txcellent, thanks, Lily
Sure Sounds good.
Okay The next item on our list: knowing your own fears and weaknesses,
how do you normally feel about presentations, Michael?
Confident. | don't really get stage tright or anvthing like that.
Good. Finally the preparation. which is something I'm assuming, you have
already done.
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Michael:
Luaille:

Lilv-
Locille

Michae

Absolutely

Michael will have three minutes to deliver his presentation. Lily and Ken,

| want vou to listen and take notes about his presentation style. Think about
the four elements

Sure/Qkay

Michael, the podium i all vours

Thanks. Hello everyhody Have vou ever felt like just one of the pack chasing
after leads that don't seem to lead anywhere? We've all felt ke that.

Sales is a highly competitive field. but that 15 also what makes it one of the
most dvnamic and exciting You're all here today, I'm assuming, because vou
want to stand out as winners, Well, I'm here todav because | want to help you
do that. I'll be presenting some verv specific sales techniques that can help
you reach your goal

CHAPTER 3

Ken,

Lualle

Ken

Luaille:
Michacl:

Luctlle
Lily
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Well, fet's just have a look at this graph and | think vou witl see what 'm
trving 1o sav You can see thal illustrated on Lhe graph. the latest model fisted
at the batlom of the page. from the least expensive ., hold on, from the
most expensive  ehin, sorry, [ was night, [rom the least expensive to the
most expensive. gomg from the lel Lo night
We an see that as the modcl price rises, the problems increase
well, this brings me o the end of my presentalion don't know if this has
been helpful, but 'my going o leave 1t here Thank you for your attention
Thanks, Ken Have a scat. Okay, so that's all three of you [would like to
thank you, not onlv for prepanng your short presentations. but for having
the courage to stand up here and receive our cnitique Okay, now 1'd like to
discuss how presenting fecls Ken, vou wentlast, so why don’t we start with
vou?

Terrihle | thankat's quite obvious that | don'tfeel comioriable standing in
front of a group | get nervous, vou know, 4s if everyone were looking at me.
walting for me to make 4 mistake stumble over a word or something,
Thanks for being so <specific Ken Michael, what aboul vou?

Me2 | feel great. In fact, | often feel a surge of energy right when | get up there
that fuels me forward I know that my job 15 to convinee my audience that
they want my prodict

Ihanks. Okav. and what about vou, L1ly?

Well, | don't particularly mind presenting, but I don't love it cither. ( tend to
get 3 few butterflies and depending on who's in the audience, and how big it
151 get more or less nervous [ust now, | felt fine
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Ken
Lucille
Ken:

Lacille.

Michacl

Lucille

Goad Okay, now I'd like to go hack to the initial four elements These
vlements essentially help vou arganize your presentation By forming
questions out of each of the sub-points and answering them you will fully
prepare yourself You will know what vou've doing, why vou re doing it, and
who voure doing it for Please take one of these and pass them around
Another ade-note Instead of passing handouts to vour audience voursell,
get them to do it. Again you can provide addinional information to vour
auchence without losing focus on the ropic at hand

Question

yes?

Is this somiething that we can use over and over again, for each new
presentaton’

Yes, exacthe Another side-note: Kenjust mterrupted with a question Because
Lthis interruption does not disturly my flow, 'V answer 1t I, however, | found it
disruptive, it would be perfectiv acceptable to say “Can you please hold vour
question until the end? Okay, I'd now ke to tacus vour attention on the next
pamt 1call this the top ten simple rules to tollow. Rule number one know
vour PAL Any idea what PAL stands tor? Well. P 1s for purpose A i< for
audience and L1s tor logistcs. which means making siire all vour technical
vquiprientis readv and in working arder. Our next rule is about tinung. The
trick to timing 1s always to plan tor 75 % of the time vou are allotted. Why do
you think | am telbng vou 10 underplan rather than overpian?

May 1> Well, hirst of all, things often get started a little late, But aside from
that, no malter how interesting vour presentation 1s. no one seems to mind
if vou end a bit early, butif vou end late. well, no one 15 too thrilled about
missing out on some of their lunch hour

Exactly right! And. il vou expect questions and audience mvolvement, vou
can even plan on only using 50% of that trme By Whe way, not to worry, as
soon as we dre through with the top ten we'll be breaking lor lunch. Good.
Number three: keep it retevant. What do | mean by 2
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I don’t know. | think it's going rather well,

Jell us the truth, Ken. Is this awkward for vou to be in Lucile's warkshop.
given vour history?

Actually . no, it s nice to see her again But even with her help 1 don't know
it anything is going to make me ready and confident enough for the real thing,
Cheer up Ken, imasn’t that bad.

You don't think so . .?

Ssh. here comes Luaille

Okav. What I'd like to do now is give vou hall an hour of your own time to try
and implement sarme of the techniques that we (alked about this morning
into vour conterence presentations I'm going to head back to the meeting
room now. llow about it you three meet me there, ready to go, at 2:307
Sounds good. Shall we go?

Yeah, let’s go.

I'm sorry, could you repeat vour question, please? | didn't quite catch that.

| asked af vou think that print ads will plav any rolc¢ at all i the Connect
ampaign.

Yes. print ads will plav 4 role, but a moumal one Not only are they expensive,
they are also a less direct Link to our prospective customer base Our target
group spends a lot more Lime on the Internet. Therefore, the amount devoted
o cach form will reflect our estimation ot 11s value Docs that answer vour
question?

Yes and no. Do you Lhink you could give me some sort of figure or
percentage?

At this stage. the market research has not been condaded. but 1 would
estimate no more than 10 to 15%

Okay. thank you.

Right. if there are no other questions .., Well then 1°d hke to conclude by
thankig vou for your tme and saving that | personally am very excited about
this product. Moce exated in fact, than | have been about any other mabile
technology In quite some time 1 you have turther issues you'd like to discuss.
please feel free to come up after the presentation Id be happy to discuss the
Connect in more detail

Thanks. Thank vou very much

Thanks. guys,
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Anthony,

luclle

Arthiony

Lily. that was wonderful, really” Did vou feel a difference from the first

time this morning?

I did. actually This time | fell more focussed and less nervous Now let's
hope it will be that smooth at the conference

| espeaially tiked the way you ended the presentation Despite looking a little
bit tired - Michael and Ken gave vou a great workout with the gquestions  vou
ended on a very positive nole. Well, now it's time tor me to get around to
concluding for the day. | really enjoved working with vou 1 know | presented
a lot of mformation today and | think that vou did a greal job of putting it
into practice | feel conhdent that the conference 1s going to go very well

Of course, if you have any

<orry to mterrupt, | just wanted to make sure | didn't miss the end

You're welcome to join us, Anthony I'm atraid that vou've just missed the
final practice presentation

Oh that's 100 bad. | also wanted 1o speak with yvou for 4 briet moment,

it vou don't mind.

Actuallv, vou caught me at the end of my wrap-up Give me one moment
and I'll be right with you Come and have a seat. Does anyone remember
what | said n the beginning about unexpected interruptions?

Be gracious, but stick to vour topic. Don't let the mterraplion take you

off track -

Correct! Thanks for the great example, Anthony

My pleasure

As b was saying, this brings me to the end of my presentation, and us all to
the end of our workshop So. I'd like to sum up and sav once again that you
all have done some great work and 1 hope 1've been helptul to vou, and 1'd
like to thank you for your kind attention.

Okay. let’s pop outside for a moment

Sorry for interrupting, but | wanted to catch you before the end of the day
Sure What's on your mind?

I'll get right to the point How are things with Ken

What do vou mean?

As vou kaow, he's a bt of a shy fetlow and | thought perhaps he needed some
extra work, and if o, I'd be very thankful if you would come back for another
dav or two, if vou have space In vour schedule

Oh, I see, Well_it 1s truc he 1s the weakest in the group But. 1 think he made
great progress loday To answer your question he could certainly use another
dav or two Lily and Michael, however, are ready

Yes, that's whal | thought.
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Anthony

Lucille:
Anthom

Anthuny

How ahout If 1 come back tomorrow? | don’t need to be in Paris until
next week.

Yes, that would be perfect

S0, are you going to mention this to Ken?

well, perhaps vou should, not in front of the other< ( don't want to
embarrass him

Oh. okay Fh, okav

Great let's get back in there

Na, we re all regdy for the conference now?

Ken Well

L1y | certamly feed much more prepared

Michael | m ready

Anthony Good to hear, guys

Luctlle  I'm atraid | must be going

Anthony Ot course. Ken. haw about if vau walk Lucille out’

nen well, sure, | would be happy to

Iicrlle  Hily Michael, itwas nice to meet yau both, Good luck, guvs
Qichael  Thank vou so much

CHAPTER 5 )

Micnacl So. Ken_are vou going to tell us what happened already?
Ken Oh. you mean with Lualle?

Michae

ken:
Lily
Ker

Michacl
Ken

Michael
ken:
Lily

Ken

Yes, what else’ Yon spent an extra day working with her alone
Come on, tell uy!

Well, she's hack in Paris now

Oh, 50 that's it? She just fiew hack to Pans?

Not before we had some dinner and caught up after my second
workshop day

I knew it' It was pretty obvious that something serious was going on
It was? Oh, well, | don't know about anvthing serions, after all, I'm
here In Rome and she's back in Paris

It's not that far vou know

We'll see how my visit to Pars goes in a couple of weeks

Ken. you're going to visit”

Well. like Michael said, it's not that far.

Stage manager  Hello, you're the team from Wirega, night’

Michael

We certainly are,

Srage manager Great Yau're on i a tew minutes

64
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No problem {hank you

Okay alt rcady, guys®

| think so ken how about you®

Who, me? Calm as can be

Let s all take some decep breaths aad recall Lucille’s relaxation
techniques

Okay, Wirego, 1n you go

Okay Lily, Ken, we're going to do great | know it Sa let’s goin there
and show those people whv the Wirego Connect is the best thing
they've seen In ages

Because this product is targeted at the teen market, all of the
applications are designed to be as straightforward and user-friendly as
possible. Let's take at look at how the Internet service works IUs very
simiple for the nser to surf the net from their phone, The technology
here works it the same way

He's doing great

I know I'm <o proud of him Though. | must sav. I'm feeling a bit
nervous myself

You'll be fantastic

Yeah, vieah Shhh, we'd hetter be quiet

I promise that Ul get back to that m a minute. sir. M vou don t mmnd,
I'd like to hold all gnestions until the end. at which pointvou're all
invited to ask anything vou want.

Wow, did vou hear how he handled that? Ken 15 a pro!

As 1 was saying, all applications while extensive, are presented to the
user very simply, with large icons

This hnngs me 1o the end of my presentation Thank you very much
for your time Next. my colleague Lilv Wilshire will be talking (o you
ahout the marketing concept for the Connect. But before that, does
anyone have any questions? Yes, please go ahead. miss
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Useful Expressions

Welcoming the audience

Good morning/alternoon, ladies and
gentlemen,

birst ol alt, let me thank vou all for
coming here loday.

IU's a pleasure 10 welcome von today

I'm happy/delighted that so many of vou
could make 1t today.

1ty good to see you all here

Intraducing yourself

tet me mtroduce mysell I'm Ann Brown
from

For those of you who don’t know me, my
name is

Let me just staet by introducing myself
My name s ..

Giving your position or company

As some of you know. I'm the purchasing
manager here at

I'm the key account manager here and
am responsible for .

I'rn here in my function as the head of
I'm the project manager in charge of ...

Introducing your topic

What I'd like to present (o you today 1s
I'm here today to present

Today's topic s . .

The subjectitopic of my presentation 1s
In my presentation I'would hke Lo report
on

In my talk I'll tell you about .

Today I'm going to talk about

I'll he talking about

Saying why your topic is relevant for
your audience

lodav's topic 1s ol particular interest to
those ot voujus who .

My talk is particularly relevant to those of
us who

My topic isjwill be very important for you
because

By the end of this talk you will be familiar
with .

Stating your purpose

The purpose/objectivelaim of this
presentation 1sto . .

What | want to show vou is ...

Today I'd like to give vou an

overview of .

Today I'll be showing yousreporting on ..
I'd tike to update you on/inform vou
about .

During the next few hours we'll be ...

Structuring

U've divided my presentation into three
mdin; parts.

In my presentation ' focus on three
MAjor Issues

In the next 30 minutes you can expect .

Sequencing

Point one deals with
and point three ..
Firstly, I'll be looking at .. . secondly
and thirdly

I'll begin/start off by .
onto .
Then/Next/After that ..
Ill end with . .

CLopointtwo

then I'll move



Timing

My presentation wil take about 30
minutes.

It will take about 20 minutes to cover
these 1ssuies

This won't take more than .

Handouts

Please take g copy of the report and pass
the rest on

Don't worry about taking notes I've pul

dll the important statistics on a handout
for you

HI be handing out copies of the shides at
the end of my talk

I can email the PowerPoint preseniation
10 anvbody who wants it

Questions

There will be time for questions after my
presentation.

We will have about ten minutes for
questions at the end.

If vou have anv questians, feel free to
interrupt me at any time.

Feel free to ask questions at any time
during mv alk

Clarifying questions
I'm atraid ( didn't iquite’ cateh that.

I'm sorry. could you repeat your question,

please?

So. 1 L understood you correctly, vou
would hke to know whether .

1£1 could just rephrase your question.
You'd like to know . .

Daes that answer vour question?

I'm afraid that's not really what we're
here to discuss todav.

Postponing questions

If you don't ruind, I'll deal wath/

come back to this point later in my
presentation

Can we get back to this point a bit later?
I'd prefer to answer vour question in the
course of my presentation.

Would vou mind waiting until the
question and answer session at the end?
Perhaps we could go over this after the
presentation

Summarizing after interruptions

Betore we go on. tet me briefly
summarize the points we've discussed

So. now (d like to return to what we were
discussing earlier

Problems to think about
Suppose you wanted (o
Yol g0 about 1t?
Imagine you had to .
your first step?

S0, how are we going to react to 2

How would

What would be

Saving what is coming

In this part of my presentation, 1'd like to
talk about .

So, let me first give you a brief overview.

Indicating the end of a section
Thi< brings me Lo the end of my first
point.

So much for poini {wo

So. that’s the background on

That's all | wanted to say about .
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Moving to the next paint

This leads directly to miy next point

This brings us to the next question

Let's now maove onjturn to

Alter examining this point, let's turn to |
Let's now take a look at .

Going back

As | saidimenuoned earlier,

let me come back to what | said

before ..

let’s go back to whal we were discussing
earlier,

As I've already explained,

As | pointed out in the first section,

Referring to other points/issues

There dre a few problemis regarding the
yuality.

With respectiregard 1o planning, we need
more backgroond information.
Accarding to the survey, our customer
service needs reviewing.

In addition to this, I'd like to say that . .
Furthermore, there are a few other facts
we should take a look at

Rhetorical questions

What conclusion can we draw from this?
So. what does this mean?

S0, how are we going to deal with this
Increase?

So, where do we go fram here?
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Introducing a visual

Let's now look at the next slide which
shows

lo llustrate this, let's have a closer look
at .

The chart on the following slide shows . .
The problem s illustraled in the next bar
chart

According to this graph, our net profit has
doubled.

You can sec the test results in this table

Explaining a visual

rirst, let me quickly explain the graph
You can see that different colours have
been used to indicate ...

The new maodels are listed across the
hottom

The biggest segment indicates . ..

The key in the bottom left-hand corner ..

Highlighting information

I'd like to stress/highlight/emphasize the
following pointis)

I'd like to start by drawing your attention
to .

Let me point out that .

1'd like you to focus vour attention on
What's really important here 19 .

Let's look more closely at .



Describing trends

Sales increased slightly in summer
Consumer spending fell/declined sharply
titerest rates have risen steadily

There was a sudden increase in prices

In August, we saw a moderate fall

This wds followed by a sharp dechine
Ticket sales have now stanted to pick up

Explaining cause and effect

What s the reason for this drastic
decrease’

The unexpected drop was caused by

This was because of

Ay o result

Our new stralegy has led 10 an increase of
10%,

Indicating the end of your talk

Well, this brings me to the end of my
presentation

That covers just about evervthing |
wanted to say about .

OK (think that's evervtiing | wanted to
sav abont .

As a hinat point, I'd like to

Finally. I'd like to highlight one kev issue.
Thank vou all for your attention,

Summarizing points

Let me briefly summarize the maimn issues
Before | stop, let me go over the key
i<sues agam

just to summarize the main pomnts of my
talk

I'd like to run through mv mamn paints
again . .

1o conclude!In condlusion, I'd hke 1o .

1o sum up ithenl we .

Making recommendations

Ve therefore istronglvi recommend
that .

In my opinion, we should

Based on the figires we have, I'm quite
certain that

Quoting
AHow me to end with the words ol
If I may quote

I believe it was .. who said
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' Vocabulary list

accessible

o accomplish
1 achieve

I acquire
actual
add-on

o advertise
atvertisernent
advice
agenda

ages, n -

- agree
allotted
amongst
angle
anxiety
application
“apply

|1 appreciate
approach
appropriate(ly)
drrangement
arts
assignment

I dssume

[ attend
athitude
audience
available

I aveoid
dware
awtul
awkward

base, (1 be —~d infon
I be in touch
beam

" henefit
besides
beware
blank
board
bold

o bother
box

o break down
breathing

broadcast

buzz, 1. geta ~
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de fiéy

hoan thanh, dat duge
dat dufie

nim dupie

oo thit, trin the 16
phin thém van
quANg eao

qQUANE cdo

| khuyén

churmg trinh nghi sy
i trude dén giir
ding ¥, thoa thuin
phén b

trang s

goe di

st o du

don xm vk

rip dim

danh gid ca0
phuang phap

thich hip

sif sip xép

ngheé thuat

bai tip

cho ring

tham du

thai do

khdn thinh gia

oh thé o, dung, muz, gap, ..

duge
trinh
nihdn thie
khung khigp
bat tién, kho x

lam visesing ¢
Jiéin Lae

tia

dupe It

[0

eni chitng, ch ¥
tring

bang

in dam

ton thiri gian Lam viée g dé

edr bue

thia nha thanh

hi hap

phit song

od cam gide phén khich

Vacabulary list

calm

capahle

carriers

i ealch up with

11 cause

certain

check, (1 =~ in with

111 clarify

11 coach

comlortable

command, = be in -

I communicate

competitor

I conduct

canference centre

confidence

Io confirm

considerably

consultant

Hcontribute

1 contral

I convince

course, in the — of

o cover

cover, 1~ alat of
ground

o create
eritique

crawd

current

customer hase

11 date

deal

o deal with
deep
delegale

[ deliver

i1 deny
development
device

I digress
fodistract, 1 be ~ed
10 divide
dramatically
dread

Il dread

due

hinh tinh

thao, gidt

hang vién thing
bét kip

giyra

chiic chin, nhat dinh
kidm tra

lam 1§

huén luyén

thodi mai

kifm sodt

truvén dat

6 thiscanh tranh
diéu khién

trung tam hil nght
s b tin

wie nhin

nhiéy

g ¢ vin

gip phin

kiém ché

thuyét phue

trong bic

thao ludn, tiép thy
dé cdp tdi nhidy linh v

Lao ra

phé binh

ddm ding

hién nay

lugng khach hang

hen h

vu lam én

xik 1Y, gidi quyét
sdu

dai biéu

trinh by

tit chii

sl phat trién
thit bj

di (i ngoii dé
by il tri

phin chia

mit each dgt ngit
ndi & hii

khiép sy

tai han, tdi lie



ease, 7 pul shat —
ER
1 elaborate

- embarrass
emphasize
encouraging
engage
Cenjoy
enthusiastic
equipment
estimate
excellent
executive
rexpand
expect
expectantly
experience
~explain
o explore

face
facial expression
il
farlure
fall asleep
familiar
fancy
fear
feature
tellow
field
flight details
fioor, 1+ hold the —;
o hand the = over
tosh
follow-up
font
fool. 11 make a ~
of oneself
foolish
fraction
frightening
fuel

full-day
gain
gather

.
generate
gesture
gel ready
gimmicks

glad
B0 Wrong,

lam cho ai dd theai mai

mai thich, lam ro

[am b rdi

thin manh

day khich l

thu hut

tan huing

nhiét tinh

trang thiét b

wide g

wuit sic

quan tri

m ring

tring doi

mit cdch hao hic

tral nghiém

gii thich

khao sat

il dién

nét mit

hong hoe

ngu gu

quen thisfic

vul mit

ndi s hai

dac tinh

anh ching

linh wie

chi tiét chuyén bay

chiém dién dan, nhuang
mi-crd lquyén phat bidy)
tha

tiéfp thay, vé sau

kiéu chil

lam chuyén ngu ngte

g TIgie

sil {t, phan nho

giy hodng sd

iép thm nang lugng
tron ngay

gianh duoe

thu thap. quy
tanra

el ¢hi

chun by sin sang
manh ldi quang cdo
vl

mie sai lam

go, '~ ahead
grab, 111~ sbhs
attention

handout

have. | - butterflies
health benefits
heart, by -

i hire

however

impact
impressed, (1 be ~
I improve
including
I increase
inexpenenced
informally
nspect
b instruct to
insulted
rintend to
interest rate
nteror
nterruption
investment
involve
1ssue

key reason

keynote speech
kid

knaw, 11— one’s
stuft

knowledge

lack
last-minute

1 launch
leading
lectern
lecture
b litt

' lighten up

likely
likewise
live
located

11 look at
10 look out

Vocabulary list

bt dau
thu hilt s chi ¥ eus i dd

L lipu phat tay
ht hip

trd eap bénk tit
thuiic ling

thué mudn

tuy nhién

e dimg

kham phuc

tién bi

bao gom

tang lén

thié kinh nghiém
mit cach thin mit
xem ¥et k7

huiitng diin

bi xie pham

du dinh

|l sudt

nor that

sy gidn doan

au i

han ham, doi hoi
van de

¥ do chu yéu

bai din thuvét chu dae
dua, tréu

thao vige

kien thue

thiéu

vitn phat chat

tung ra 1340 phim md

hang diu

hue phat hidu

hai thuvét trinh

nging |ddu lén

nai mit cach thoai mai khing
chn qué nghiém tie)

v kha nang

tumg ty

tryc tiep, tai chi

toa lae, ndm ¢

nhin

dé ¥t

71
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l Vocabulary list

major
make, 11 ~ the
most of sth
marked
market share
match
meal, heavy ~
medium
I memaorize
memaory, [ commit
to
vmention
MEssage
mind, to be on
ane'’s -
mistake
11 move on

necessary
nerve-racking
NETVoUsTess
notes
noliceable
novelty
novice

objective
observe
obsessed
obvious(ly)
orcasian
onwards
operations
opportunity
0pposIng
routline
overall
| avercome

I+ participate
performance
period

o persuade
persuasive
phrase

« pick sbysth out
platform
player, tig ~
pleasure, it's my ~
podium
point af view

chinh, quan trong
tin dung

dé thay, e chi 7

thi phan

Ly xing

hita &n nhiey

phung tién truvén thing
ghi nhit

ghi véo bi) nhd

nél dén, dé cap
tin nhin
lo lang vé didu gi di

|

i tigp, tép we
can thiet

cing thine di dii
su cing thang

ghi ehi

ding cha ¥

st mdi la

N mai vio nghé

mye tiéu
Quan st
bi am anh
hién nhién
dip

trd di, Lien vé phia trde
hoat ding
e hiji
phin dii
phae ra
tang quat
Vit qua

tham gia

i biéu dién

thii diem

thuyét phue

o tinh thuyét phue

cum t

chon ai do trong sb on al
bue dién thuyét

ban hing, ddi tée quan trong
rat sfn lang, rat kin hanh
bue

quan diém

o point sth out
pointer
pop, 1
popular
prediction
preferably
preparation

I prepare
presentation kit
presenter

pretty

pro

progress, (o make ~
(1 project

I pry

public service

(1 publicize
purpose

- outside

quarter
quiet

rapidly

rapport

raw

11 recall
recap

recent

recile

roreter to

1 rehearse

corely an

o remember

| repeat

require

research
respond to

review

rise

run, i — through

FUNNING COSS

salary

sales person
sales pitch
satellite link
sthedule
scheduled
sereen
screening
section

luts §

thanh/but dung dé chl
i ra ngoai

phi bién

suf duf dodn

tot nhat la

sif thudn bi

chudin bi

hd eting cu thuyét trinh
nguin trinh bay

kha la

tay chovén nghiip
ed/dat duge tién bi
chiéis {1én man anh)
X0l o

dich vy ciing

quang cdo

mu dich

quy

yén ling

nhanh ching

su ding digu, sudn ¥
nhdp, thi

nhic lal

tom tat lai diém chinh
gin ddy

doc lat

ci lién quan dén
Lap dugt

[ring chy vin
zhi nhit

nhde lai

doi hot

nghién ey

trd 1 lai

bial diém bao

sif gra tang

xem hudt qua

chi phi vén hanh

lumng

nhan vién kink dogak
lifi ran hang

duting truyén vé tinh
thitf gian biéy

dutte Tén ké hoach
min chiéy

lan trinh chiéy

phin



sector
self-deleating
SETIOLYS
LErVE
sessinn
sel
shape up
shares
shift, | - one's gaze
shaot up
short-sighted
shy
side salad
side-note
significantly
s1p
siT hack
siluation
skill
slide show
snack
space
sparingly
speaker
speach
spol,
stable
stage
stage fright
steady
1 step oul
straighttorward
strength
strictly
Costumble
successful
sutter
sugaest
suitable
SUm up
I summarize
supporting
surf, 11 = the net
surge
survey
switch on

he - on

lake a breath
| take away trom
take offence

nganh nghe

vétn thé, bi quan
nghiém trong

phue v

budi

bi

cai thign

o) phié, 0 phin
chuyén ank nhin
tang vt

by ¢én thi, thién can
nhil nhat

mén sa-l4t phy thém
ghi chu phu thém
pih ¢ nghta

ngum

ngn thut van. nghi ngm
tinh hudng

k7 nang

man trinh chidy
thiic iin nhe

khing gian

mit cdch ditu d
dién gia

hal néd, dién van
chinh xdc; tuyét vai
hinh tinh

san khdu

it &0 khi difn thuyét
deu dan

di chuvén nhanh bim
thing thin

u diém

nghiém ngdt

vip, trigt

thnh ehng

chiu ding

e nghi

phu hap

ting két [ai

tom tat lni

b tret

lut mang

trig diing

rude khao st

hit, md

hit mit hai
Iy di khoi
phat long

talk
targel, ' be —ed at
fask
tech
technical wizard
tediols
leen
tend to

terrified,

vtest

throw around
lime-consuming

an extent
tools, — of the trade
lop
trade publication
tned and tested

be -

Irouble

Truly

Luition

turn, it's your ~
turn. 1 - heads

unigue
uniess
upcoming
updale
user-friendly

value
venue
visible
visual aids

visuals
voice

walk, I = sb out
Iowarn
weak
weakness
well-planned
widen
without doubt
o work
cwork an
owarry about
waorthiwhilel

bai ndi chuvén

nhim vég

vibe, nhikm vy

k§ thuit

mit thién tai vé ki thodt

chdn ngat

tudi thanh thiéy mén

i xu huiing

cam thdy khiép s

kiem tra

wung vay

tim nhidu thifi gian

o mit mue di nao da

6 nghé

hang dau

an bin thuang mai

thit vi kiém nghiém (phuing
phap!

chuyén ric rii

that su

suf budn luygn

tit luit enhied

L cubn su chi §

dje ddo

trif phi

sip dién ra

cdp nhit

thin thién voi nguir s dung

gid tri

ndl gép 2f, dia diém

t rang, ¢6 thé thay duec

phuong tién ho trd bing hink
anh

hinh anh
mang nii

tién & dd ra

hdn truthe

véu, kem

diem yéu

duwre 1én ke hoach tét
mif ring ra

chéie chéin

lam viée

o6 tde ding

Io ldng vé

dang pd, bé chng
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Interactive Language Course
Business English: Presentations

Ban hoan toan c6 thé yén tam khi giao tiép vdi cac déi tac thuong mai toan cau.
Quyén sach nho gon nay, cling vai nhiéu bai tap va dia DVD tuong tac kém theo,
sé giup ban:

Luyén tép cac loi thoai va cau tric ngdt phap dé giao tiép tot bang tiéng Anh
Hoc thoai mai trudc man hinh hay hoc khi di xa véi mét Notebook/Dau DVD

[ ]
]
® Nam dugc ndi dung cac cudc doi thoai khi giao dich thuong mai trong thuc té
® Thuc hanh cac bai tap phu hop va don gian qua man hinh

[ ]

Nam viing nglr phap tong quat, cac cach dién dat thuéng gap va tif vung tiéng
Anh thuong mai

Cung loat sach va dia DVD tuong tac vé chu dé tiéng Anh thuong mai
Ban quyén duge chuyén nhugng cho Cong ty TNHH Nhan Tri Viét, dic quyén xudt ban tai Viét Nam,

n

Gia 86.0004
( Bao gom: 1 sich + 1 DVD)

| m ||
7604855464330
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