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The start

Attention curve

Look at this graph. The vertical axis represents the attention of the audience and the horizontal axis

shows time during an average presentation. How would you draw a curve in this graph?
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B Now read the text and check your answers.

The presentation journey

Giving a presentation is like taking your What

audience from start to finish on a journey. At Outline the roadmap — the main points that you’re
the start, your audience require some hasic going to develop and the order in which you
information before they can accompany you on would like to develop these. When your audience
this journey. Once they have the information, have a clear view of the roadmap you want to
they’re on your side, attentive and ready to navigate, they can follow you more easily and can
listen to every step of the journey along to your also see you’re planned, prepared and effectively
final message. managing the presentation. There are good

Who reasons for giving the roadmaps, as research

work and the
on the presen
for a presenta
you probably
background a
A presentatio
detailed infor
experience an
sure that you’
past and pres

involves
or firstly,
highly

5 it is
.............. ry by

part of your presentation if they have other
concerns. They may be thinking: How long do
| have to sit here? Do | have to take notes?
When can | ask questions? Is there any coffee
here? It can therefore be useful to answer such
questions in your ‘start’ so that your audience
are ready to listen.

they’re there to listen to you and the purpose of
your presentation. If the audience don’t know why
they should listen, they won’t have any reason

to accompany you along your journey. The ‘why’
is linked to the conclusion, your final message

— probably, the most important part of your
presentation.

Your ‘start’ should include these points but at the same time not be too long. Ninety seconds is a good
guideline as there’s evidence that you begin to lose listeners after this amount of time. Your audience
tend to listen to your every word and form an impression of you in these ninety seconds. An accurate
‘start’ helps to create a good impression and you should aim to be grammatically accurate at this stage.
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C  Read through these phrases. Write ‘who’, ‘why’, ‘what’ or ‘how’ next to each phrase.
Check any vocabulary you don’t know.
1 On behalf of Mr Keane, may [ welcome you to Jackson Inc. My name’s Jo Black and I'm

responsible for ...

My purpose today is to ...

I’'m going to develop three main points. First, ... Second, ... Third, ...

Let me introduce myself. [am ... ama ...

I'll pass round copies of my slides so you can make notes as I go through the presentation.

Before I continue, let me tell you something about myself.

Today [ would like to give you a general overview of ...

I've divided my presentation into three main points. I would like to begin with ...

O 00 N N Ut AW

So, I'll be addressing three main points and the first one is going to be ... The second point will
be ... And finally the last pointis ... . . .
10 I'm going to outline three proposals. Firstly, I'll ... Then, I'd like to ... and finally ...
11 Today, I
12 The pre
13 We'll ta

14 My obje

i% ?IZZEE " : s‘ qA(Jl IILLAP\ ...........................

18 For thos D lJ C//\\TI O I\ Ctor. ...

19 We can Sampie marketing ,t’éxt © NMiacmiilan Publishers LTD
20 Youdo Il be handing out presentation booklets. . .~
21 I would

22 Today,
23 WhatI

24 Please feel free to interrupt me at any time if you have a question.

25 The reason we are here today is to ...

26 Morning everyone. I'm ... 'ma ... at ...

D £21.01, 1.02 Watch César and Zhan’s ‘starts’ to their Step 1 presentations and tick the phrases
they used.

KFind Your Voice \

Don’t learn all these phrases now. Highlight one or two from each category that you really like or

think are useful for you. Learn them by using them in your presentation practice — prepare the ‘start’

of a presentation that is typical of your work situation, using the phrases you wish to learn. When
Qou’re ready, stand up and present your ‘start’. J
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Grammar

£21.03, 1.04 Watch Dan and Svitlana’s ‘starts’ to their Step 1 presentations. Complete the phrases
they used to give the ‘whats’ of their presentations.

Dan
U Fiesely, I some general info ...
2 Then, I .. to the economy ...
3 .candthenl go into details ...
Svitlana
4 Todayl ... tell you why ...
5 1 by telling you what ...
6 I to giving you a few examples.
1 What forms do they use?
2 Why do you think it’s a good idea to use a variety of forms?
‘will’
Form
will / shall

i A VIACMILLAN
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Firstly I’ll

‘be going t

Form

be going to + infinitive
Today I’'m going to tell you why I chose this topic and how you will benefit from my research.
I’m going to tell you a little bit about my research.

Note

[t is advisable not to overuse one form at the start of a presentation. We can use both will and be going to

to give the ‘why’ and / or ‘what’ of a presentation. Will is used here to give future information and be going
to is used to indicate a plan. Note that we don’t normally use will to talk about future events which are

already decided or planned.

* Going to can be pronounced as gonna in informal speech. This is much more common in American

English. In British English, it can sound informal.
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‘would (’d) like to’

Form

would like (’d like) to + infinitive
I’d like to mowve on to a comparison of last and this year.

I would like to give you an overview of trademark law.

e We use would like to at the beginning of a presentation to politely state what we want to do.

* Avoid using more direct forms, e.g. [ want at this stage of a presentation. Use these at later stages.

B Here are the ‘whats’ from three presentations. Change the overuse of will to create more varied
and interesting ‘whats’.
1 Firstly, I'll give the background to the project. Then, I'll tell you about the present situation
and then I'll show the future changes.
2 My first peintwiklbestomsh he structure of the departmen myssecondspointwill be our
work proc

3 Tl develo ond, on to

specifics a
SAMACMILLAN 1
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‘what’ section?
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2 The finish

Signal, summary, conclusion, closing remarks

A Read the text about the “finish’ of a presentation and answer the questions below.

Make your

final message w
clear

Stay in contrg
these steps a

Firstly, pause

e ‘VLACMILLAN
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the presentati / ng your

summary.

After this, give your conclusion. This is a reflection of your ‘why’ and looks forward to what you want
people to do or think after your presentation. It should follow logically from your summary. There are
different kinds of conclusions: you can make a call for action, make a recommendation or assure your
audience that they’re better informed. This is the destination of your journey and the most important part
of your presentation.

Finally, make your closing remarks by thanking your audience, asking for questions or passing round
your presentation handouts.

1 Why don’t some people finish their presentations effectively in your opinion?
2 Do you agree that every presentation has some kind of conclusion?

3 Have you ever thought “What was the point?” after listening to a presentation?
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B Write Sig (Signal), Sum (Summary), Conc (Conclusion) or CR (Closing Remarks) next to the

phrases below.

—t

So, that brings me to the end of my presentation.

Let me summarise what we’ve looked at.

Thank you for your attention.

I'll briefly summarise the main issues.

I'll now hand out ...

[ suggest Johannes ... and Michel ...

I'd like to summarise.

I'd like to conclude by strongly recommending ...

O 0 NN N Ut bW

So, that completes our presentation.

—t
o

Let me just go over the key points again.

—
p—

To sumup ...

—
[\

[ trust you gained an insight into ...

e e e e e
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kinds of conclu
® make recommendations?
® give information?

® motivate?

® inspire?

® give a call to action?

K. persuade?
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Grammar

A 2 1.05 Watch the summary from the “finish’ to Césat’s Step 1 presentation. Answer the questions.

1 What tense did César use in his summary?
2 Do you think this tense is effective when giving a summary? Why?

3 Did César follow the recommended procedure in his ‘finish’?
4 Was this effective?

Present perfect

Form

have [ has + past participle

Ive told you about the current situation, the problems and the solutions.

* In general we use the present perfect to connect the past with the present. The action may

e Compare

So, as we

W coNACMILIAN
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that staff (7)

possible solution.

measures (12)

(be) centralised. This year, we (13)
for all decisions on training. We (14)

,,,,,,,,,,,,,,,,,,, (allocate) one central budget and (15)
(introduce) one integrated system. Training (16)
targeted. We (17)

brand new purpose built Academy. I'm sure that you must agree that today we (18)

a much better, more effective and targeted solution than the one we (19)

just quickly summarise what we (20) (see) so far.

actually far

(make) HR responsible

(become) much more effective and

Well, all training

KFind Your Voice

Now prepare and present the ‘finish’ of a presentation, typical of your work or study situation.
¢ Include any phrases you want to learn.

e Use the present perfect in your summary.

\' Make sure you give a clear logical conclusion.

~

)
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3 Structuring

Signposting

A 72 1.06 Watch an extract from an interview with Dan after his Step 1 presentation.
1 How does structuring a presentation help Dan?

2 Do you agree with his comments?

B £91.07, 1.08 Phrases 1-22 below are examples of signposts. Read them and check any vocabulary
you don’t know. Now, watch the main content of Svitlana and Zhan’s Step 1 presentations and
tick the signposts they use.

1 Movingonnowto... . . 12 So, we've looked at ... .

[ would like to begin by ... . 13 That completes my overview of ...
Let’s now turnto ... . . . 14 Letsjustrecap ... ...

Let’s start with my presentation. 15 So, that’s pretty much ...
So, first

Now, turningto ... ... 17 Nextyv %
Now, w
Let me
So, that
I'd like
11 This lea
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C  Look at the '

Ho
signposts
work?

SIGNPOST
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SIGNPOST
SIGNPOST
Average Presentation

Time

Signposting helps you structure and shape the main content of your presentation. Signposts
create ‘verbal paragraphs’ or ‘verbal signals’ and raise the attention curve at the beginning and
end of each point of your presentation. The technique allows you to guide the audience through
the structure of your presentation linking one point to the next. The audience can’t see your notes
and can’t look forward to see what is coming. You know where you’re going on your journey and
you need to guide your audience by telling them exactly where you are on the roadmap of your
presentation. This is a simple but highly effective technique that adds clarity to your presentations.
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Delivery
Pausing

2 1.09 Watch an extract from an interview with Svitlana after her Step 1 presentation.

How does pausing help the audience?

£21.10 Watch an extract from an interview with César after his Step 1 presentation.
1 Which additional techniques did César mention?

2 What are the benefits of these techniques for a non-native speaker?

3 Can you think of any additional advantages?

4 Why do you think pausing sometimes feels uncomfortable for a presenter?

Read the text about pausing and then practise saying Svitlana’s text below with pauses.

That is why
just and succ
like to emph:
as a Separate

! [ ATIZANN !
7 EDUCATCIN
leave you wit Sample marketing,}éxt © Macmillan Publishers LTD

by realising t

Pause before using the signpost to turn to a new point. Count up to ten in your head and breathe

building a more
Firstly, I would
omic agents

of researching
eviations and
on, I'd like to
ties you live in
rticipating in

tions, I will be

KFind Your Voice

roles. Role play a presentation using the structure below.

Get into groups of five. If your group has fewer than five people, one person can take two or more

~

\0 three cars

Person 1 Person 2 Person 3 Person 4 Person 5
Start R Signpost R Signpost N Signpost N Finish
4 Point 1 4 Point 2 4 Point 3 4
Signpost Signpost Signpost

Suggestions for presentation topics:

e three countries for a good holiday

e three great films or books

e three restaurants in your city

Keep it short and simple (KISS). Concentrate on using the language and techniques you have learned

so far in this step for starting, finishing and signposting. Change roles for different presentations.

)

18
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4 Full presentation

Analysis

A #91.11 Read the brief for the Step 1 presentation on page 21.
Then, watch César’s short Step 1 presentation and look at the

feedback from a member of César’s audience. Which comments

do you agree with?

Poor OK | Yes! | Wow! Comments
Start X Seewts to be very friendly and is not too nervous.
Who X
Why
What
How N
Variety 4
AL /
Sgnposing A MAbl\ MLLAN
o tDUCATION
Sample marketing',téxt © Macmillan Publishers LTD
Pausing
Organisation X Simple, but clear.
Don't like all the interaction with the flip chart.
Finish X
Signal X There cguld have b‘een'a ,clearer signal between the
Summary p last point and the ‘finish’.
Difterence between summary and conclusion
Present perfect X was very clear. It works even though it's a short
Conclusion X presentation.
Closing remarks X
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£21.11 Analysis and discussion help you to “find your voice’ for your own presentations.

Watch César’s presentation again. As you watch, rate his performance in the Feedback form

yourself. Remember that analysis is subjective and you don’t have to agree with the assessment

in A. If you are working together with a group, discuss your analysis with the group after the

presentation.

Feedback form: Lay solid foundations

Poor 0K Yes!

Wow!

Comments

What
How
Variety

Signposting

Pausing

AAMACMILLAN

= =
— 0y

EDUCATION
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./.

Organisation

Finish

Signal
Summary
Present perfect
Conclusion

Closing remarks

20
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Preparation and presentation

A Read the brief and prepare your own presentation. Don’t forget to KISS (Keep it Short and
Simple)!

Full presentation practice: Giving information

Subject and structure

Choose from the following list or think of your own subject.
e My department and / or my company

e My industry

e My university

e My research

e My country

Take any direction you wish with your chosen subject, but divide your presentation into three
clear parts using the structure below.

i MACMILL AN
carr T CDUCATIO

before you Sanislainuanceting text © Macmillan Publishers LTD

e To f|n|s well with a summary and
e To leave a good impression by giving a well-prepared presentation

B Give your full presentation.
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Feedback and targets

A 1 you’re working in a group, analyse each others’ presentations, using the Feedback form below.

If you’re working alone, record yourself and analyse your own performance.

Feedback form: Lay solid foundations

Poor 0K Yes! | Wow! Comments

Start
Who
Why
What

How

Variety

Signposting

Pausing

Organisation

Finish
Signal

Summary
Present perfect
Conclusion

Closing remarks

Presentations diary

B Look back at your feedback on your Step 1 presentation and, if possible, watch your
presentation again. Now read 1-4 below and write your diary for Step 1.
1 What was positive for you? List three aspects.
2 Identify one thing you could improve.
3 Identify one thing that didn’t work at all for you.

4 Set yourself two targets for your next full presentation.

22 Step 1 Lay solid foundations



