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3MICT

META U 3ABJIAHHS BUBYEHHS JUCLIUIIIHA
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3ATAJIBHI METOJIMYHI PEKOMEHJALIT 3 BUKOHAHHS
KOMIIUIEKCHUX IMPAKTUYHUX HAUBIAY AJIbHUX 3ABJIAHbB
(KIII3)

3ABJJAHHS JIUI IHAUBITY AJJbHOI POBOTH

3PA3OK O®OPMIJIEHHS TUTYJIBHOI CTOPIHKU

OCOBJIMBOCTI IIPE3EHTALII AHI'JIIMCHhKOIO MOBOIO

PRESENTATIONS

[ JUIOCAPIN

PEKOMEH/IOBAHI JIDKEPEJIA THOOPMAILIIT



META i1 3ABJIAHHSI BUBYEHHSI AUCLUATLITHU
«BI3HEC-KOMYHIKALISI (AHTJ1.MOBOIO)»

MeTa BUBYEHHS TMCUHUILTIHA

HapuanpHa nucuumuiiHa «bi3Hec-KOMYyHIKaIlisl (aHIVI. MOBOIO)» €
00OB’A3KOBOI0  HABUAJIBHOI AMCIUIUIIHOIO Yy cUCTeMi mIpodeciiHoi
M1ITOTOBKHU (D1JIOJIOTIB Ta BXOJWUTH JI0 ITUKIY MPOQECciiiHOl MiATOTOBKH
(baxiBIlIB OCBITHROTO PiBHS OakajaBp 3a cremianbHicTio 035 dimonoris
ta cneuiamzanieo 035.041 'epmaHCchKi MOBH Ta JiTepaTypu (EpeKia
BKJIIOYHO), TIepIla - aHTJIiHChKa.

[Is HaBuyanbHa JUCLMILIIHA TIOKJIMKaHa 30araTUTH CTYJCHTIB
GbuTONOrIB  Ta TMepeKkiIagadyiB 3HAHHAMH MIKHAPOIHOTO J1JIOBOTO
CIJIKYBaHHS aHTJIIMCHKOIO MOBOIO, HABUMTH 31CTABJISITH Ta aHAJi3yBaTH
YUCJICHH] JIHTBICTUYHI 1 EKCTPAJIHIBICTUYHI SIBUIIA, POOUTH KOPEKTHUI
BUOIp BapiaHTIB MOCEPEAHUIILKOI MOBJICHHEBOI MOBEAIHKH Ta MPUUMATH
BIJIMOBI/IHI KOMYHIKATHBHI PIIIEHHS Y MDKKYJIbTypHOMY Oi3Hec-
CEpEIOBHIIII.

Meroro BUKIAJaHHS JUCIMIUIIHM € MIATOTOBKAa  (Pi10JI0TiB-
nepeKsagavyiB Ik MOBHUX MOCEPEIHUKIB y cepi MIKHAPOAHOI J1JI0BOI
KOMYHIKaIlli, 3AaTHUX JI0 TOCTIMHOTO BIOCKOHAJIEHHSI MpodeciitHol

KOMIIETEHTHOCTI JIIHTBICTa-TIepeKIIaaaya.

HaiiMeHyBaHHSI Ta ONKMC KOMIIETEHTHOCTeH, (oOpMyBaHHA



KOTpHUX 3a0e3ne4ye BUBYCHHS JUCHUILTIHN.

e  3/IaTHICTh COIJIKYBATHUCS 1HO3EMHOIO MOBOIO.

e  3/IaTHICTh 3aCTOCOBYBATH 3HAHHS Y MPAKTUYHUX CUTYaLlIsIX.

e  3/IaTHICTh BUIbHO, THYYKO U €(EKTUBHO BHKOPHCTOBYBAaTH
MOBY(H), 110 BHBYAETHCA(IOTHCS), B YCHIM Ta NUCBMOBIN (dopmi, y
pI3HUX KaHPOBO-CTWJIbOBMX pI3HOBUJIAX 1 PETICTpax CHUIKYBaHHS
(oimiitHoMy, HeodiiiHOMY, HEUTpAIbHOMY), JUIsi PO3B’sI3aHHSA
KOMYHIKaTUBHMX 3aBJIaHb Yy Pi3HUX chepax KUTTS.

° 31aTHICTh 0 OpraHizallii A1JI0BOI KOMYHIKaIIii.

Pe3yabTaTH HABYAHHA

e  BingpHo cnuikyBaTHCs 3 TIpoQeciMHUX MUTaHb 13 (PaxiBIsIMHU
Ta HedaxiBISIMU JEP)KaBHOI Ta 1HO3EMHOIO(MMH) MOBaMHM YCHO W
NUCbMOBO, BHUKOPHCTOBYBaTHM 1X [UJI1 oprasizauii  e(pexTUBHOI
MDKKYJIBTYPHOI KOMYHIKaIlii.

e  CmiBmpamooBaTd 3 KOJe€ramu, TMPEACTaBHUKAMM IHIIHUX
KyJbTYp Ta peiiriil, npuOiYHUKAMU PI3HUX MOJITUYHUX MOTJISAIB TOLIO.

e  3HaTH HOPMHU JIITEPATYPHOI MOBH Ta BMITH iX 3aCTOCOBYBATH
y NPaKTUYHINA TISTTBHOCTI.

o BukopuctoByBaTH MOBY(H), 1110 BUBYAETHCSI(FOTHCS), B YCHIN
Ta TUCHBMOBIM (QopMi, y PIZHUX KAHPOBO-CTWJIHOBUX PIZHOBUAAX 1
pericTpax croiikyBaHHs (odimiiiHOMY, Heo(DIlIHHOMY, HEHUTpaIbHOMY),
JUIsl PO3B’sI3aHHSI KOMYHIKQTHBHUX 3aBJaHb Yy MOOYTOBIW, CYCHUIbHIH,

HaBUYaJIbHIN, podeciitHii, HAyKOBIM chepax KUTTS.



3ATAJILHI METOJUYHI PEKOMEHIALI 3
BUKOHAHHS KOIUIEKCHUX MPAKTUYHUX
IHAUBIIY AJIbHUX 3ABJAHD

KommnekcHa, TBoOpua, HayKOBO-HaBUYaJIbHA, JOCIITHUIIbKA poOOTa
3 IUCUUIUIIHA MOKJIMBA JIMILIE SIK pe3yJbTaT OpraHizalii caMOCTIiiHOTO
HaBYaHHS 3a JOIMOMOTroI €(PEeKTUBHOI CUCTEMH caMOOCBiTH. Kpim Toro,
Taka po0OTa MOBMHHA OyTH 1HJIMBIAYyai30BaHOIO 3 BPaXyBaHHSM PIBHS
TBOPYMX MOXKIIMBOCTEH CTyJIeHTa, MWOro HaBUYaJlbHUX 3700YTKIB,
1HTepeCiB, HaBYaIbHOI aKTUBHOCTI TOIIIO.

[HauBiAyanbHe 3aBIaHHS € OJHIEI 3 (POpM CcaMOCTIMHOI poOOTH
CTyJICHTA, siKa Tepeidavae CTBOPEHHS YMOB JIJISI IOBHOI peajizaliii Horo
TBOPYHX MOXKJIMBOCTEH, 3aCTOCYBaHHSA HAOYTUX 3HAHb Ha MPAKTHII].

BukoHaHHa 1HIMBiTyalbHUX 3aBAaHb 3 JuUcCHUIUTIHK «bi3Hec-
KOMYHIKaIlli aHTJIIHCHKOI0 MOBOIO» € OJHIEID 3 OCHOBHHMX CKJIaJOBHUX
CaMOCTIMHOI pOOOTH CTyAEHTa, fKa MpU3HA4YeHa [JIs 3aKpIIUICHHS
TEOPETUYHMX 3HAHb 1 HAOYTTS MPAKTUYHUX HABUYOK. [HAMBITyanbHE
3aBJIaHHS BUKOHYETHCA CTYJACHTOM CaMOCTIMHO 3 HaJaHHIM TpH
HEO0OX1JHOCTI KOHCYJIbTAIlIM BUKIada49eM.

[HauBiAyanbHEe 3aBAaHHS IS CTYACHTIB JCHHOI (DOpMH HaBUYaHHS
nepeabdayvae MiArOTOBKY pedepaTy, Mpe3eHTallli, orjisaay JTepaTypHUX
JOKEpEN, BAKOHAHHS HAYKOBOTO JOCITIKCHHS.

[IpakTruHa peanizailisi TaKOro MPUHIMITY HaBYAHHS TOB’s3aHa 13
BUKOPUCTAHHSIM B HaBYAJIHLHOMY MPOIEC] 1HAWBIAyIbHUX HaBYaIbHO-

JOCIITHUX 3aBJaHb. KOMIUJIEKCHE MpakTUYHE 1HIUBIAyadbHE 3aBIAaHHS



(KITI3) € BuaoM Im03aayJUTOPHOI CaMOCTIHHOI poOOTH CTyACHTa
HABYAJILHOTO, HaBYAJIbLHO-I0CITI THUIIBKOTO XapaxkTepy, SIKe
BUKOPHCTOBYETHCSI B TIPOIECI BHBUCHHS NPOrPaMHOIO Marepiainy
HABYAJIbHOI AUCHUIUIIHUA 1 3aBEPIIYETHCA Pa3oM 13 CKJIaJaHHSAM 3Ky
YU ICTIUTY 13 JaHO1 HaBYaJIbHOI TUCIUILIIIHH.

Meroro KIII3 € camocTiiiHe BUBYEHHS YAaCTUHU MPOTPAMHOIO
Matepiany, cucTeMaTu3allisl, NOTJIMONIeHHs, y3aralbHEHHS, 3aKPIILICHHS
Ta TPAKTUYHE 3aCTOCYBAaHHS 3HAHb CTYJICHTA 3 HaBYAJIbHOI JUCIUILIIHA
“biznec-komyHixayii ma nepexnad” Ta PO3BUTOK HABUYOK CaAaMOCTIMHOI
pobotu. IHauBiAyanbHI 3aBAaHHS TOBHUHHI (opMyBaTh yMIHHS
CTYJICHTIB CaMOCTIHHO TIpaIfOBaTH HaJ PEKOMEHJIOBAaHHUM MaTepiajioMm,
KPUTUYHO MUCJIMTH, BUCJIOBJIIOBATH 1 3aXWINATH BIJIACHY TOYKY 30DY,
OpPIEHTYBAaTH CTYACHTIB Ha 3aCBOEHHS Ta 3aKpIIUIEHHS TOJIOBHOTO,
CYyTTEBOTO TMpPU BHUBYEHHI TEM TMPOrpaMu, PO3BUBATH CaAMOCTIMHE
MUCJICHHS, HaBUYKM PO3YMOBOI Mpaili Ta BMIHHS BHUKOPHUCTOBYBATH
OTpuMaH1 3HaHHS y mOpodeciiiHii misuibHOCTI. [HAMBIAYyanmbHa poOoTa
CTYyJIEHTa € 3aCOO0M OBOJIO/IHHSI HaBYAJIbHUM MaTepiajioM CaMOCTIHHO
y BUTbHHUH B1J] 000B’SI3KOBHUX HAaBYAJIbHUX 3aHSTH Uac.

OcHOBHaA MeTa 1HJUBIAyaJbHUX 3aBJaHb — YAOCKOHAJIUTH MOBHI Ta
MOBJICHHEB1 HAaBUKH, CUCTEMATH3yBaTU iX Ta CPOpPMYBATH PO3yMIHHS
KOMYHIKQTUBHUX OCOOJMBOCTEM ¢haxy y MIKHAPOJAHOMY KOHTEKCTI.
[HauBiAyanbH1 3aBIaHHS HaIljeH! Ha (OPMYBaHHS TaKMX 1HITOMOBHHX
KOMITIETEHII1M: 1) rpaMaTuyHOl; 2) JIEKCUYHOI; 3)COIIOMIHTBICTUYHOT; 4)
JIHTBOKYJBTYPHOI; S)mparMatuyHoi. BaxxiamBo Takox cdopMmyBaTu
HAaBUYKH POOOTH 3 MPABOIMCOM, JJOBIJKOBOIO JITEPAaTypor Ta

CIICKTPOHHUMHU pCCypCaMU I YCHOT'O Ta IIMCCMHOI'O CHiHK}’BaHHH y



npodeciiiHii Ta akagemiuHid cdepi. Meroto BukonanHsa KIII3 e
OPOJIEMOHCTPYBATHU BMIHHS BECTH HAJECKHHUI TONIYK, 3JaTHICTb
KPUTUYHO OIIIHUTU Ta IHTEPIPETYBATH CKJAJIHI MOJEIl MOBEIIHKU
JI0JIEN B OpraHi3alliiiHUX yMOBaX, a TaKOX MEPEKOHJMBO JOBECTH CBOI
apryMeHTd J0 ciayxada (uurtaya). Bukonyerbca KIII3 3rigHo 3
BUMOTaMU 1 MpaBWIAMH, JOBEACHUMHU JO CTYIAEHTIB 3a3Jajeriib y
dbopMi npe3eHTaliil 1 € OJHUM 13 000B’A3KOBUX CKJIAJIOBUX 3aJ1KOBOIO
kpeauty. Tema KIII3 BugaeThcs cTyaeHTy B Mepiil 1Ba TH>KHI HABUAHHS
Ta BUKOHYETHCA YIPOJOBXK CEMECTPY BIJANOBIAHO /10 BCTaHOBJIEHOTO
rpadiky, JOTPUMAHHS SKOTO € HEOOX1JHOK MEPEIYMOBOIO JIOMYCKY /10

31a41 MOYJIIB.

3ABJAHHS KII3 3 JUCLUAILJIIHU «BI3HEC-
KOMYHIKALIS»

CyKyIHICTh ~ CTIMKMX MPOBIIHUX MOTHUBIB, 10 OPIEHTYIOTh
CTYJICHTIB Ha TBOpYy poOOTYy 1 BHUpaXalTh IiXHE Oa)KaHHS
CaMOBJIOCKOHAJIIOBATUCh, ()axOBO 3pocTaT B OOpaHii HUMHU Taly3l,
J03BOJISIFOTH 3PO3YMITH 1CHYBaHHS TICHOTO B3a€MO3B’SI3Ky MIXK Oi3Hec-
KOMYHIKaIlI€10, TIepEKIaIoM 1 MalOyTHBOIO Mpodeci€ro, 3aBAIKU YOMY
BOHM 3a JIOTIOMOTOK0  1HO3€MHOi MOBHU  MalTh  MOXJIHUBICTh
MPUMHOXKYBATH ¥ MOTJIMOIIOBATH CBOI 3HAHHS 3a CIELaIbHICTIO.

Bukonanns KIII3y nepenbadae mpeseHTalliro iHpopmaiiii Ha OJHYy

3 TaKHUX TCM.



1.  Bigowmi nepeknagadi CBITY.

2.  HoOGemniBchki laypeatu B raiay3i Gpijaoaorii

3. 10 xuur HoOenmiBchbkux  JaypeaTiB, MNEpeKJIaJICHHUX
YKPAIHCHKOK MOBOXO.

4.  bi3Hec-KOMYHIKaIlil Ta X PoJib B YIIPaBII1HHI KOMIIAHIEIO

5.  MUDKKyJIbTypHa pi3HOMAHITHICTh Ta KOPIIOPATUBHA KYJIbTYpa

6. bi3sHec-komyHikamii: I, 3aco0W, BHIHU, JOCATHEHHS
pe3yJIbTaTiB

7. Oco0aMBOCTI IEPErOBOPHOTO MPOIIECY B KpaiHaX AMEpHUKHU.

8.  OcoOJHUBOCTI TIEPErOBOPHOTO TMPOIECY B KpaiHaxX CX1JHOI Ta
IIEHTPAJIbHOT €BpOTTH.

9.  Oco06aMBOCTI IEPErOBOPHOTO MPOIIECY B KpaiHax As3ii.

10. JlimoBa eTuka, €THKET 1 KyJabTypa y cdepi IUIOBUX
MDKKYJIBTYPHUX KOMYHIKAITii.

11. Tlpe3enTamiss  HAaBUYOK  JUIOBHX  KOMYHIKAaIili  mpH
oopMJICHHI Ha poOOTY.

12. TlpoBeneHHsi cemiHapiB Ta KOH(pEpEHII, CHUMIO31yMiB,
BEJICHHSI IPOTOKOIB.

13. OwnmaitH 06i3HEC-KOMYHIKAIIis: TEXHOJIOT 11, I, 3acoowu,
JOCSITHEHHS PE3YJIbTaTIB.

14. Jlekcuko-rpamMaTW4yHl  Ta  CTWIICTMYHI  OCOOJHUBOCTI
AHTJIOMOBHOT'O KOHTPAKTY.

15. OcobmuBocti  mepekiany  ¢GiHAHCOBOI  JIOKyMEHTAIlil
30BHINIHHOCKOHOMIYHOT AISTTBHOCTI MiAIPHEMCTBA.

16. JIiHrBICTHYHI Ta €KCTPATIHTBICTHYHI XapaKTEPUCTUKU PI3HUX

BHIIB O(DIMIHO-I1JIOBOTO IOKYMEHTA.



17. VYxknamanHsg oQIMIAHO-I1JIOBOI  KOpeCIOoHAeHIii. THIIOBI
BHUpA3U JIJIs1 JIJIOBOTO MUChMa P13HOI MParMaTUYHO1 CIIPSIMOBAHOCTI.

18. CtpykTypa ii 3MICT AUIOBOTO JINCTA aHTIIIICHKOI MOBOIO.

19. Odopmnenns pgunoBoro mnucra, KoHBepTy. OcoOIMBOCTI
aHTIICHKOI MYHKTYyaIlli Ta 1i (PyHKLIOHAJIbHI MOXJIUBOCTI B O(PILIAHO-
J1JI0BOMY MUCHMI.

20. Buam  MDKHApOAHUX  JOKYMEHTIB 1  JUIJIOMATHYHOI
KOPECTIOH ICHIII].

21. Tlepexknan, pedepyBaHHS Ta KOMIIO3MIlA MIKHAPOIHUX
JIOKYMEHTIB 1 JUIIJIOMAaTUYHOI KOPECTIOHACHIII].

22. EnemMeHTHM TpamMaTUKU aHIJIINACBKOI MOBHU: YaCTUHU MOBH,
YJICHW PEUCHHS, THITH PCUCHb.

23. I'pamaruika aHTIIIMCBKOTO J1€CIOBA: TUIX JI€CTIB (JIEKCHYHI,
JIOTIOMDXKHI, MOJaJIbHI), MMPAaBUJIbHI Ta HEMPABUJIbHI JI€CIOBA, KaTeropii
qacy, CTaHy Ta BUY.

24. T'pamaTuyHi KaTeropii aHriIidChKOro IMEHHUKA, apTUKIS Ta
3aUMECHHUKA

25. TI'pamatuyHi Kareropii aHMIIMCBKOrO MNPUKMETHUKA Ta
MPUCITIBHUKA.

26. I'pamatm4Hi OCOONHMBOCTI CKJAIHOMIJIPSIHUX Ta CKIAJACHUX
peUYeHb aHTIICHKOT MOBH.

27. CkiIagHOCYpsaHI Ta CKJIATHOMIIPSIHI PEUYCHHS aHTIIMCHKOI

MOBH: CITOCOOH Ta THIIH 3B’SI3KY.

10



3PA30K O®OPMJIEHHS TUTYJbHOI CTOPIHKH

MIHICTEPCTBO OCBITU I HAYKU YKPAIHU
3axiIHOYKPaiHChKHUI HAIIIOHAIbHUHN YHIBEPCUTET
HapyasibHO-HayKOBHI 1THCTUTYT MI’)KHAPOAHUX BiAHOCHUH 1M. B.J1.

["aBpunuimuvHa

Kadenpa inozemuux moB ta IKT

KTII3
3 TUCIUIUTIHY «b13Hec-koMyHiKalis (aHTTHCHKOIO)»
Ha TEMY.

WELL-KNOWN WORLD TRANSLATORS

Bukonaina:

Crynenrtka rpynu BKII 41
OO0 JILJL

[lepeBipuna:

JOTICHT, K. (D1JIOM. H.

Pubauoxk C.M.
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Tepuonins — 202--

OCOBJIMBOCTI ITPE3EHTALII AHI'JIIMCBKOIO
MOBOIO
PRESENTATIONS

1. Presentation technique and preparation
2. The audience

3. Using visual aids

3. Structure

1. Presentation technique and preparation
A presentation is a means of communication that can be adapted to

various speaking situations, such as talking to a group, addressing a

meeting, briefing a team or getting a point across in a video conference.
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To be effective, step-by-step preparation and the method and
means of presenting the information should be carefully considered.

A presentation requires you to get a message across to the listeners
and will often contain a 'persuasive’ element. It may, for example, be a
talk about the positive work of your organisation, what you could offer
an employer, or why you should receive additional funding for a project.
Presentations skills and public speaking skills are very useful in many
aspects of work and life.

Developing the confidence and capability to give good
presentations, and to stand up in front of an audience and speak well, are
also extremely helpful competencies for self-development and social
situations.

The formats and purposes of presentations can be very different,
for example: oral (spoken), multimedia (using various media - visuals,
audio, etc), powerpoint presentations, short impromptu presentations,
long planned presentations, educational or training sessions, lectures,
and simply giving a talk on a subject to a group on a voluntary basis for
pleasure. Yet every successful presentation uses broadly the essential
techniques and structures.

The text below contains several recommendations for giving
effective presentations. Scan the text to match the seven points below to
the right paragraph, a-g. You do not have to read the text in detail.

1. Choose visuals to support the presentation.

2. Have a simple, clear structure.

3. Show enthusiasm.

4. Use PowerPoint.

13



5. Making informal presentations.

6. Consider the audience.

7. Dealing with nerves.

a ) The key to a successful oral presentation is to keep things
simple. I try to stick to three points. | give an overview of the points,
present them to the audience, and summarize them at the end.

b) My purpose or desired outcome, the type of audience, and the
message dictate the formality of the presentation, the kind of visuals, the
number of anecdotes, and the jokes or examples that | use. Most of my
presentations are designed to sell, to explain, or to motivate. When |
plan the presentation, | think about the audience. Are they professionals
or nonprofessionals? Purchasers or sellers? Providers or users? Internal
or external? My purpose and the audience mix determine the tone and
focus of the presentation.

c ) When | make a presentation, | use the visuals as the outline. |
will not use notes. | like to select the kind of visual that not only best
supports the message but also best fits the audience and the physical
location. PowerPoint, slides, overhead transparencies, and flip charts are
the four main kinds of visuals | use.

d) PowerPoint and slide presentations work well when | am selling
a product or an idea to large groups (15 people or more). In this format, |
like to use examples and graphs and tables to support my message in a
general way.

e) In small presentations, including one-on-ones and presentations
where the audience is part of the actual process, | like transparencies or

flip charts. They allow me to be more informal.

14



f ) | get very, very nervous when | speak in public. | handle my
nervousness by just trying to look as if, instead of talking to so many
people, I'm walking in and talking to a single person. | don't like to
speak behind lecterns. Instead, | like to get out and just be open and
portray that openness: 'l' m here to tell you a story.’

g) | try very hard for people to enjoy my presentations by showing
enthusiasm on the subject and by being sincere. | try not to use a hard
sell - 1 just try to report or to explain - and | think that comes across. In
addition, it helps that 1 am speaking about something that | very strongly
believe in and something that | really, really enjoy doing.

Luis E. Lamela, From Business and Administrative
Communication by Kitty Locker, Irwin McGraw-Hi

2. The audience

Holding the audience's attention

You're lost if you lose your audience

Clear objectives, clear plan, clear signals: the secrets of
presentation success

Remember that what you are saying is new to your audience. You
are clear about the structure of your talk, but let your audience know
when you are moving on to a new point. You can do this by saying
something like “right”, or “OK”. You can also use some of the following
expressions:

“I’d now like to move on to...”

“T"d like to turn to...”

“That’s all I have to say about...”

“Now I’d like to look at...”

15



“This leads me to my next point...”

A Friendly Face

When you stand up in front of that audience, you’re going to be
really nervous.

Poor speakers pay little or no attention to their audience as people.
Big mistake.

If you can see your audience as a group of individuals, you’ll be
much more likely to connect with those individuals.

Start looking around your audience. See that big guy with his arms
folded and an ‘impress me’ look on his face? Best not to look at him too
much. How about that lady with the big smile, looking encouragingly
towards you? OK, that’s your mother, she doesn’t count. But that other
lady with a similar smile is someone you don’t know. But from now on
she’s your ‘friend’. Every time that you need any encouragement, look
in her direction. Make good eye contact. Establish a form of
communication between you.

And now you’ve found one ‘friend’, you’ll begin to see others in
the audience. Pick out ‘friends’ all round the room. If you see an
‘impress me’ person and get discouraged, switch your view back to one
of your ‘friends’.

Once you are aware that there are people in your audience who
want you to succeed, you’ll be much more likely to succeed.

Dealing with Nerves

Almost everybody is nervous when they stand up to speak. There’s
no shame in being nervous. However, if you are too nervous, your

anxiety will spread to your audience, making them nervous in turn.
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So how can you stop yourself from feeling too nervous? Here are a
few tips.

1. Don’t get hung up about being nervous. It’s a normal human
reaction. Don’t make yourself more nervous because you’re nervous.

2. Walk off your excessive nervousness. If possible, walk outside
and get some fresh air at the same time. But a walk down the corridor is
better than no walk.

3. Don’t let your legs go to sleep. Keep the blood supply moving.
Keep both feet on the floor and lean forward. Wiggle your toes. If you
can stand up without disturbing anybody, do so.

4. Work your wrists, arms and shoulders to get the tension out of
them. Gentle movements, not a major workout, will remove that tension.

5. Work your jaw. Gentle side-to-side or circular motion will help
to loosen it.

6. Repeat positive affirmations quietly to yourself. “I am a good
presenter.” It may seem corny but it works.

7. Above all, breathe deeply. Make sure your stomach is going out
when you breathe in.

Don’t be self-conscious about these warm-up activities. Most good
speakers do them. Most people won’t even notice that you are doing
them. They’re here to hear you speak, they’re not interested in what you
do when you are not in the limelight.

Stand Up When You Speak

For most purposes, when you give a presentation you should stand.
Not clutching the back of your chair for support, not leaning against the

podium but two feet on the floor facing your audience.
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There are times when sitting is right. When it’s an informal
discussion, for example, where everybody is to contribute. But most of
the time you need to stand.

[1 You can move around the room. This has the simple effect that
people will look at you, not shut their eyes and drift off

1 You can make eye contact with everybody

1 You can reach all your props and teaching material easily

1 You’re involving your whole body in the presentation. Many
people think this makes it more memorable.

1 You’re sending out the signal to the participants that ‘this will
be short’. Only a few self-obsessed people stand up in front of audiences

for longer than they need to. And you’re not one of those, are you?

The worst part of standing up is the actual standing up. Most
people don’t feel at ease as they get out of their chair and walk forward
to their speaking position. Here are a couple of tips.

1 As you’re waiting, keep your feet flat on the floor. Don’t have
them crossed. Trust me, getting up and walking will be so much easier.

1 Decide in advance where you are going to stand. Focus on that
spot

1 Walk forward briskly and confidently.

And that’s how you become a stand up sort of person.
3. Using Visual Aids
If you are using index cards, putting the link on the cards will help

you remember to keep the audience with you. In addition, by glancing at
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your index cards you will be pausing — this will also help your audience
to realise that you are moving on to something new.

The great danger (in using visual aids) is that presenters place the
major emphasis on visual aids and relegate themselves to the minor role
of narrator or technician. You are central to the presentation. The visual
aid needs you, your interpretation, your explanation, your conviction and
your justification.' Visual aids can make information more memorable
and they help the speaker. However, they must literally support what the
speaker says and not simply replace the spoken information. It is also
not enough to just read text from a visual aid. There are many
advantages to the correct use of visual aids. They can show information
which is not easily expressed in words or they can highlight information.
They cause the audience to employ another sense to receive information,
they bring variety and therefore increase the audience's attention. They
save time and they clarify complex information.

1. For printed visual aids with several paragraphs of text, use serif
fonts for quicker readability.

2. For computer and LCD projectors use sans serif fonts, especially
if the point size (letter size) is quite small.

3. Arial is a sans serif font. Times is a serif font. (A serif font has
the extra little cross-lines at the ends of the strokes of the letters.)

4. Extensive sections of text can be read more quickly in serif font
because the words have a horizontal flow, but serif fonts have a more
old-fashioned traditional appearance than sans serif, and so stylistically

can seem old-fashioned, which does not fit certain presentations.
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5. If you need to comply with a company/corporate typeface
(font/letter design) you'll maybe have no choice of lettering style. If you
are creating and delivering the presentation for a company or
organization of any sort then ask if there is a recommended/compulsory
'house' typeface, and if so, then use it, along with corporate colour/color
schemes and branding. Marketing departments usually keep this
information.

6. Generally try to use no more than two different typefaces (fonts)
and no more than two size/bold/italic variants, or the text presentation
becomes confused and very distracting to read quickly and easily.

7. Whatever - try to select fonts and point sizes that are the best fit
for your medium and purpose.

8. If in doubt simply pick a good readable serif font and use it big
and bold about 20-30pt for headings, and 14 - 16 point size for the body
text.

9. Absolutely avoid using upper case (capital letters) in lots of
body text, because people need to be able to read word-shapes as well as
the letters, and of course upper-case (capital letters) makes every word a
rectangle, which takes much longer to read, and becomes uncomfortable
and tiring. Upper-case is acceptable for short headings if you really must
use it, but even for headings lower-case lettering is best. If you want to
emphasise some words or headings then increase the point (letter) size in
headings, or embolden the words in the body text. Also use

phrasing/wording that is easy to understand quickly.

4. Structure
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The Introduction

In any presentation the beginning is crucial. Certainly some things
are essential in an introduction and others are useful. Here is a list of
what could be included in an introduction. Mark them according to how
necessary they are using the following scale:

Essential Useful Not necessary

Subject / Title of talk.

Introduction to oneself, job title, etc.

Reference to questions and / or discussion.

Reference to the programme for the day.

Reference to how long you are going to speak for.

Reference to using PowerPoint.

The scope of your talk: what is and is not included.

An outline of the structure of your talk.

A summary of the conclusions.

In modern English, Presentations tend to be much less formal than
they were even twenty years ago. Most audience these days prefer a
relatively informal approach. However, there is a certain structure to the
opening of a Presentation that you should observe.

1. Get people's attention

2. Welcome them

3. Introduce yourself

4. State the purpose of your presentation

5. State how you want to deal with questions

Get people's attention Welcome them

0 If | could have [1 Welcome to Microsoft.
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everybody's attention. [1 Thank you for coming

1 If we can start. today.
[1 Perhaps we should begin? 1 Good morning, ladies and
[1 Let's get started. gentlemen.

1 On behalf of Intel, I'd like

to welcome you.

Introduce yourself

(1 My name's Jane Shaw. I'm responsible for travel
arrangements.

1 For those of you who don't know me, my name's Tom Stotter.

1 As you know, I'm in charge of public relations.

1 I'm the new Marketing Manager.

REHEARSAL FOR PRESENTATION

1. Beginners have to practice actual delivery of the
presentation. No matter how time and care you have spent on
preparing the text, the delivery is largely responsible for the success of
the presentation.

2. Rehearsal enables you to test if the language and style
are suitable for speech. Reading out aloud is not enough. Only an
attempt to deliver it to an audience will show whether the words are
natural and comfortable in speech.

3. Practice till you are conversationally comfortable with
the material.

4. Practice also helps to check the timing.

5. In the beginning, the written text will be longer than

22



required for the given time. If you are a beginner, you should practice
speaking out several times.

6.  First practice in front of a mirror, then practice in any
helpful audience that can be collected, such as a group of close friends
or family who will give useful feedback.

7. Itis worth making full dress rehearsal for your comfort.

8.  Never learn the speech by heart, it creates dependence,

and if you forget even a single word it can cause you great confusion.

TIPS FOR AN EFFECTIVE PRESENTATION

1. Know your audience. They have a complex level of
intellectual and emotional development and they have come to
your presentation because of the practical applications of the
information that you will provide. They do not like to be lectured but
want experts to facilitate their learning. They do not like someone
saying that the time allotted is inadequate for a thorough treatment of
the topic, nor are they interested in not-so-subtle sales pitches.

2. Preview, present and review. Open with an overview of
what you plan to present. Tell them why each section is important.
Demonstrate with examples from your experience, and close with a
summary of what you just covered in the presentation.

3. Relevant humour can be very helpful.
However, the objective is to give technical information and not
just to get laughs.

4. Do not read directly from the text or from your slides, it

IS a sure way to put your audience to sleep.
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5. Make eye contact with all groups in the room.

6. Remember the language barriers and speak slowly and
clearly into the microphone.

7. Maintain a rapid pace with control. Do not appear rushed
or that you have to get through everything quickly. Use charts, graphs
and other slides to enhance your talk.

8.  When showing transparencies, stand near the projector
facing the audience. Use a pencil or pen to highlight or point out
objects of interest on the transparency. Do not face the screen because
by doing so you will have your back to the audience.

Q. When making a PowerPoint presentation (which the
audience expects these days) on multi- media projectors, do not stand
in the way of your audience and the screen.

10. Keep copy to a minimum of not more than 6-7 words
per line and not more than 6-7 lines per visual. Each visual should be
crisp, dynamic and pithy, the text tight and bright.

11.  Keep copy simple, wuse several different
visuals, each presenting one key point or relationship.

12.  Disclose information progressively, so that attention is
fixed and the audience does not jump to conclusions. Use suspense.

13.  Produce special work rather than copy from existing
diagrams, illustrations, and technical drawings. Use colour visuals.

14. Use pictures, graphs, and charts, in preference to words.
Remember, the easiest charts to follow (bar charts and pie charts).

15.  Use a large lettering size that will be legible from the

back row.
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16. Do not rush through the visuals and do not leave a visual
on the screen after discussion on it is finished.

17.  As a rule of thumb, figure on four visuals for every ten
minutes of discussion.

18. If you have pictorial slides that are full of colour, bring
them on a carousel in advance and have a dry run before your
presentation.

19. Do not pass material around, it can be distracting.

20. Encourage questions (early participation). Give a pause.
Wait patiently through the silence, use it to your advantage for
eliciting questions. Someone will surely break the ice. Repeat and
rephrase questions.

21. Many people in the audience have industrial experience.
Gear your presentation to their experience. Rephrase your comments
from "The way we did it...." to "this is why we did it so..." and

"you can utilize this concept by...". You will be more apt
to influence the audience by starting your presentation in their
terms and from their perspective.

22. Do not apologize by saying, "I could not prepare"” or "I
am a last-minute replacement for so and so".

23. Involve your audience in discussion and make an
assessment of whether or not the message of your presentation has
been received. If not, explain the parts, which are not clear.

24. Show enthusiasm, have fun.

USEFUL EXPRESSIONS
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1. How to Introduce Yourself and Your Topic

If some people in the audience don’t know who you are, you
should introduce yourself and your position.

In a more formal setting, you could say something like this:

Good morning everyone. For those who don’t know me, my name’s
Simon, and | work in the marketing department.

Hello everybody. Before we begin, let me introduce myself briefly:
I’'m Reese and I'm the head of HR.

If you work in a more informal company, you could say:

Hi guys; if you don’t know me, I'm Sylvia and I work in digital
marketing.

Hello! I see some new faces, so I'll introduce myself first: I'm Julia
and I’'m one of our customer service team.

Next, you need to introduce your topic.

If your presentation topic is simpler, you could just say one
sentence, like this:

Today, I'm going to be talking about our new HR policies and how
they affect you.

1'd like to talk to you today about quality control and why we’re all

responsible for quality control, whichever department you work in.

If your topic is more complex, you might add more detail to break
your idea into stages. For example:

Today, I'm going to be talking about our new HR policies and how
they affect you. I'll begin by outlining the policies, and then I’ll go on to
highlight what they mean for you and your working habits. Finally, I'll

briefly discuss why we feel these new policies are necessary and
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beneficial for us all.

Here’s another example:

1'd like to talk to you today about quality control and why we’re all
responsible for quality control, whichever department you work in. First
of all, I'll explain why ‘quality control’ has a broader meaning than you
might expect. I'll continue by giving examples of real quality control,
and why this matters for all of us. To finish, I'll be asking you to think of
ways you can incorporate quality control into your working habits.

Here, you saw two examples. You can use these as templates to
begin your presentation:

LI'll begin by... and then I'll... Finally, I'll...

First of all, I'll... I’ll continue by... To finish, I'll...

Okay, now you can practice! We'd like you to do two things.

First, practice introducing yourself informally, and explaining
your topic in a simple way, with one sentence.

Then, practice introducing yourself formally, and explaining your
topic in a more detailed way.

2. How to Make a Strong Start

I’m sure that in your life, you’ve heard good speakers and bad
speakers.

Good speakers grab your attention and don’t let go. You want to
hear what they have to say. You feel interested and energised by
listening to them.

Bad speakers are the opposite. Even if you try to make yourself
listen, you find that your attention drifts away. Your eyelids feel heavy,

and you have to struggle to stay awake.
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So, here’s a question: what’s the difference between good speakers
and bad speakers? And, how can you make sure you speak effectively
when you make your presentation in English?

Here’s one way to think about it: bad speakers don’t think they
have to earn your attention. Good speakers understand that no one has to
listen to them, so they work hard to make you want to pay attention.

What does this mean for you, and your presentation?

Getting people’s attention starts from the beginning. You need to
make it clear what people should expect from your presentation, and
why they should care about what you have to say.

Sounds like a nice idea, but how do you do this?

Here are three techniques you can use.

One: establish a problem which many people in your audience
have. Then, establish that you have a solution to their problem.

For example:

Have you ever felt unfairly treated at work, or felt that the work
you do isn’t appreciated? We've been working to design new HR
policies that will make sure all staff get fair recognition for their
contribution to the company.

In this way, you take a boring-sounding topic like HR policies, and
you make it more relevant to your audience. How? By connecting it with
their experiences and feelings.

The second technique? Mention an interesting fact, or a surprising
statistic to get people’s attention.

For example:

Did you know that the average office worker spends eight hours a
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day at work, but only does four hours of productive, useful work? I'm
here to tell you about ‘quality control’, and how you can use this idea to
make better use of your time.

Finally, you can engage people by telling a short story and

connecting it to your topic. Stories are powerful, and they can add an
emotional dimension to your topic if you do it well. For example:

| once met a young salesman—I won 't mention his name. He spent
several weeks building a relationship with a potential client. He worked
overtime, and he was working so hard that he was under severe stress,
which started to affect his personal life. In the end, he didn’t close the
deal—the clients signed with another firm. Today, I'm going to talk
about confidence as a sales tool, and how you can avoid the traps that
this young man fell into.

Use one of these three techniques in your introduction to connect
with your audience and show them why they should be interested in
what you have to say.

Here’s a question for you: which technique would you prefer to
use, and why?

Okay, now you’ve introduced your topic and you have everyone’s
attention. What next?

3. Using Signposting Language

There’s a famous quote about making presentations:

“Tell the audience what you’re going to say; say it, and then tell
them what you’ve said.”

Have you heard this before? Do you know who said it?

So, here’s a question: what does the quote mean?
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It means that your presentation shouldn’t just give information.
You also need to show people how your information is organized.

To do this, you need signposting language.

Let me give you an example to explain.

Imagine you go to a website. The website is full of really useful,
interesting information. But, the information is all on one page. There’s
no organization, and you have to scroll up and down, up and down this
huge page, trying to find what you need. Would you stay on that
website?

Probably not. You’ll find a website which makes it easier for you
to find the information you need.

What’s the point here?

The point is that having interesting or relevant information is not
enough. How you structure and organize your information is equally
important.

If you don’t structure your presentation clearly, people won’t pay
attention, just like you won’t stay on a website if you can’t find the
information you want,

So, how can you do this?

You use signposting language. This means using words and
phrases to show the audience where your points begin and end, to show
what’s coming next, and to remind them about things you talked about
before.

Okay, that covers the new policies. Next, I’d like to move on and
discuss what these policies mean for you.

Now that you’ve heard a bit about what not to do, let’s focus on
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positive advice to help you be more effective salespeople and close more
of your leads.

When you say something like this, you aren’t giving people
information about the topic of your presentation. Instead, you’re
showing people where you are, and where you’re going next.

It’s a kind of signpost. You don’t need signposts to travel from one
place to another, but they can make it easier.

What else can you use signposting language for?

You can use signposting language to move from one point to the
next. For example:

Next, 1'd like to talk about...

Let’s move on and discuss...

At this point, I'd like to turn to...

You can use signposting language to add detail to an idea:

Let me go into some more detail about...

Let’s examine ... in more depth.

1'd like to elaborate on...

You can use signposting language to show that you’ve finished
your main points, and you’ve reached your conclusion:

To wrap up, let’s remind ourselves of why this should matter to
everyone here.

Let’s review the key points from this session.

So, you’ve heard what I have to say. What conclusions can you
take away from this?

If you have an important presentation in English, practice using

signposting language.
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Use signposting language to move between points, to show when
you’re giving a summary or going into more detail, and to signal that
you’ve reached your conclusion.

4. Dealing With Problems

Imagine you’re making your presentation in English. What could
go wrong? What problems could you have?

There are many common problems:

You might forget where you were, or forget an important word.
You might realise that you said something wrong, or you didn’t explain
something clearly.
You might forget to  mention  something  important.
Or, someone might ask you an awkward question, which you have no
idea how to answer.

Of course, there are other possibilities!

Let’s think about these problems. What can you do, and more
importantly, what can you say in these situations?

First of all, it’s a good idea to make a cue card with key points, as
well as any important vocabulary you need. If you lose your place, or
you forget a word, it could help.

However, you can’t prepare for everything. So, it’s useful to learn
some phrases to deal with problems smoothly.

If you lose your place, and can’t remember what to say next, you
can use a filler phrase like:

Where was 1?

So, what was | saying?

What'’s the word in English again?
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If you still can’t remember, look at your cue card with your main
points.

Of course, forgetting something isn’t ideal. But, if you do, it’s
better to keep talking, rather than just standing there in silence.

What if you make a mistake, or you realise that you didn’t explain
something well?

You could say:

Let me rephrase that.

Actually, what I meant to say is...

To clarify, I wanted to say that...

In this way, you can correct yourself without admitting that you
made a mistake!

What if you realise that you forgot to mention something
important?

Use a phrase like this:

Let me just add one more thing: ...

1'd like to add something to a point we discussed earlier.

Let me return to an earlier point briefly.

Again, this allows you to correct your mistake in a confident way,
so you look like you’re in control.

Finally, what do you do if someone asks you a difficult question,
which you can’t answer?

You have a few options. First, you can delay giving an answer. For
example:

I've allocated time for questions at the end of this session, so we’ll

address your idea later.
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I'm not in a position to answer that right now, but I'll get back to
you later this week.

This gives you time to think of an answer and do some research if
you have to!

Next, you can deflect the question, by asking a question back, or
maybe by asking other audience members what they think. For example:

That’s an interesting question. Before I answer, 1'd like to know:
What’s your take on this?

You’ve raised an important point there. What does everyone else
think about this?

Finally, if the question is irrelevant, you can dismiss the question
and move on. For example:

Thanks for your input, but I don’t see how that’s connected to what
I'm saying.

I don’t mean to be blunt, but I don’t think that’s relevant to today’s
discussion.

Notice how you can use phrases like thanks for your input,
but... or I don’t mean to be blunt, but... to make your language more
indirect and polite.

So, for dealing with difficult questions, just remember the three

d’s: delay, deflect, dismiss!
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I'’IOCAPIN
GLOSSARY

ambiguity

a term that describes an obscure or inexact meaning

anecdote

a short amusing or instructive story about a real incident or person

asynchronously
when two or more events do not happen at the same time (e.g. the recording

of the presentation and the viewing of the presentation)

cite
Provide an in-text citation (with author and date information) along with a
reference entry (containing complete retrieval information) to tell the reader

the original source of the information used.

Cross-cultural competence
the ability to communicate effectively with people from different cultural

groups based on cultural knowledge, understanding, skill, and attitude

ellipsis
An ellipsis is three dots: ... When used in academic writing, these dots

signify that something has been removed from a direct quote.

empathy

the ability to understand and share the feelings of another.

ethnocentrism
evaluation of other cultures according to preconceptions originating in the

standards and customs of one's own culture.
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gobbledegook

nonsense

jargon
special vocabulary for a group, trade, profession, or sphere of activity; words

that only people in a certain profession understand

letterhead
A printed heading on a company stationary, containing the company's name,
address, telephone number, and, if applicable, website, fax, number, and

logo.

multicultural

relating to or constituting several cultural or ethnic groups within a society

parallel
In grammar, parallelism, also known as parallel structure or parallel
construction, is a balance within one or more sentences of similar phrases or
clauses that have the same grammatical structure. The application of

parallelism affects readability and may make texts easier to process.

paraphrased
Taking information from a source and rewriting it in your own words,
especially to achieve greater clarity and cohesion in written work. Not to be
confused with patchwriting or direct quoting. Paraphrases must accurately
convey the original author's meaning but must different words and different

sentence structures.

parentheses

also known as round brackets: ()

passive
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relating to a voice of verbs in which the subject undergoes the action of the
verb (e.g., they were killed as opposed to he killed them).The opposite of

active.

patchwriting
This is a type of plagiarism that results when someone has tried to
paraphrase some information from a source but has not really put the
information into their own words. A common example is when a person has
just changed a few words from the original; just using a few synonyms is not
paraphrasing - it is patchwriting. Patchwriting is not permissible in college

writing.

Phrasal verbs

a verb that combines with one or more prepositions to deliver its meaning

plagiarism
the practice of taking someone else's work or ideas and passing them off as

one's own.

prejudice

preconceived opinion that is not based on reason or actual experience

pronouns

words that replace or refer to nouns (eg he/she/it/they)

quoted
Using the exact words from a source. Quoted material must be placed in
"quotation marks" to show that it is a direct quote and not a paraphrase.

Direct quotes (and paraphrases) need to be cited to avoid plagiarism.
Quoting

rhetorical
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a question asked in order to create a dramatic effect or to make a point rather

than to get an answer.

source
A source is a source of information. Secondary sources, which is mainly
what you will use for college assignments like research papers and essays,
can be websites, podcasts, videos, newspaper articles, journal articles,

textbooks - even lectures.

stance

a writer's position, or opinion, on their topic

stereotype
a widely held but fixed and oversimplified image or idea of a particular type

of person or thing.

support
Supporting points are the main reasons that explain your point of view on a
topic. In a research paper, support should be facts and opinion of experts that
you have located from reliable sources. In reflective writing, support might

include your personal experiences.

synonyms
a word or phrase that means exactly or nearly the same as another word or

phrase in the same language, for example shut is a synonym of close

tolerance
the ability or willingness to tolerate something, in particular the existence of

opinions or behavior that one does not necessarily agree with

transgender
Transgender people have a gender identity or gender expression that differs
from the sex that they were assigned at birth. Some transgender people who

desire medical assistance to transition from one sex to another identify as
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transsexual. Transgender, often shortened as trans, is also an umbrella term;
in addition to including people whose gender identity is the opposite of their
assigned sex, it may also include people who are non-binary or genderqueer.
Other definitions of transgender also include people who belong to a third

gender, or else conceptualize transgender people as a third gender.

treaty

a formally concluded and ratified agreement between nations.

voice
a term that describes a verb's ability to show whether the subject of a

sentence acts or is acted upon
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