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AHHOTaUuumA

MeToanyeckme ykasaHusi 1 KOHTposibHas paboTta no
AVCUMNANHE «MpodeccroHanbHas puUTOpUKa B
COBPEMEHHOM COUMYME» AN MarucTpaHTOB 3a04HOW
dopmbl oby4yeHus. HanpasneHue 45.04.02
«JIMHrBUCTUKa».

[aHHble MeToAMYECKMEe YKasaHus npeaHa3HayeHbl
AN MarncTpaHToB 3a04HOW (DOpMbl 0By4YeHuUs NepBOro
roga obyyeHuns (I cemectp) no HanpasneHuto 45.04.02
«JINHrBUCTMKa». MeToandeckne ykasaHusl onpeaensior
OCHOBHblE  HamnpaBfieHUsl  CaMOCTOATENIbHON  paboTl
CTYOEHTOB.

BbinonHeHME KOHTPOMbHOM PaboTbl HanpaBMEHO Ha
pa3BUTUE KOMMYHWUKATUBHBLIX YMEHWM pa3NNYHbIX BMAOB
peyeBoM  OesATEeNIbHOCTW, @  TaKke  COCTaB/IeHUS
npe3eHTauu 1 YCTHbIX AOKNAA0B Ha aHIIMACKOM S3bIKE.
KOHTpOnbHble 3afaHus coaepXXaT KOMMIEKC peyveBblX
yrnpaxHeHun, o6pasubl KOMMYHUKATMBHbIX  CUTyauUuii
[IVANIOrNYECKOM n MOHOJTOrMYECKOM peun,
COOTBETCTBYIOLLMX NpUHUMNAM COBpPEMEHHOM
KOMMYHUKaTUBHON METOANKMN.

MeToauyeckme ykasaHus copepxat TpebosBaHusa K
caave anddepeHUMpoBaHHOrO 3a4yeta U pekoMeHaaumm
no BblbOpy BapuaHTa M OCOPMSIEHNID KOHTPOSbHOM
paboThbl.

ABTOpbI
K.M.H.,, goueHT kKadeapbl «MupoBble S$3bIKM U
KynbTypbl» Mopo3osa A.C.
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METOAWYECKUE YKASAHUA MATUCTPAM

Mopsaok BbINOJIHEHMUA KOHTPOJIbHbIX 3aAaHui

1. Bce KOHTpOsbHblE 3afaHuKs, NpeayCMOTPeHHbIE MN1aHoM, cre-
AYET BbINOJHSATL B OTAENbHON TETpaan. Ha TUTYNIbHOM NUCTE yKaxuTe
KypC, HOMep rpynnbl, aMuanio, UMt U OTYECTBO, AaTy, HOMEP KOH-
TPOSIbHOMO 3afaHus M BapuaHTa. O6si3aTeNlbHO Ha NEBOM CTOPOHE
TETPaaM NEPEnUCLIBAETCS WM MEPENeYaTbiBaETCa OPUIMHASIbHbIN
BApWaHT C 3afaHusMWU. BbINOMHSOTCA 3aAaHMsl Ha MpaBoON CTOPOHE
TeTpaau.

2. KOHTpoOnbHble 3afaHusa cneayeT BbIMOMHATL YETKUM noyep-
KOM C cobntoeHNEM MONEN, OCTaBMIEHHbIX AJsl 3aMeYaHUA, KOMMEH-
Tapus U METOANYECKUX YKa3aHMI NpenoaaBaTens.

3. Crporo cobntogaiTe NoCneaoBaTeNbHOCTb BbIMOSHEHUS 3a-
AaHWN.

4. B KOHUe paboTbl NOCTaBbTE CBOKO SIMYHYIO MOAMMUCH.

5. Bce KOHTpOnbHble paboTbl peErmcTpupyloTcs B AeKaHaTte, a
3aTeM CAaloTca npenogaBaTtento kadeapbl BO BpeMs npoBeaeHus
KOHCYNbTaumit uam nabopaHTy NIMYHO B PYKW.

5. KoHTponbHas paboTta, BbIMOMHEHHAs HE MOSHOCTBIO WK He
oTBeYalLLas NpeabsB/sSeMbM K HEW BbllUENEpeYnCieHHbIM TpeboBa-
HMAM, BO3BpaLlaeTcs 6e3 NpoBepKM M He 3acUUTbIBAETCS.

6. MNonyyeHHas OT npernoaaBaTesnis NPOBEepPeHHast KOHTPOsbHas
paboTa ¢ 3aMeYaHMIMM U METOANYECKMMU YKa3aHWUAMM AO0/MKHA ObiTb
nepepaboTtaHa Ans MoJydYeHusl AOMyCKa K MPOMEXYTOYHOW aTTecTa-
umn.

7. KoHTposbHble paboTbl CAAOTCS 3a ABE HeAenn A0 NpoMexy-
TOYHON aTTecTaumm. KOHTposbHble paboTbl, MPUHECEHHBLIE HEMOCPea-
CTBEHHO Ha NPOMEXYTOYHYIO aTTecTaluio, He NPOBEepSIOTCA npenoja-
BaTesfieM BO BPeEMS 3ayeTa WM 3K3aMeHa.

8. BbIMosfiHEHHAs MpaBWIbHO KOHTPO/MbHas pabota sBnseTcs
[OMYCKOM K MPOMEXYTOUYHOW aTTecTauum, COXpaHsIeETCs npenoaaBaTe-
NEeM [0 KOHLA Ceccuu 1 cAaeTcs B apxuB.

Bbi60p BapuMaHTa KOHTPOJIbHOW Pa6oTbl

[ns Toro 4Tobbl onpeaennTb CBOM BapuaHT, Bam HeobxoaMmo
06paTUTb BHUMaHWE Ha NOCNeAHI0 UMdpPY Baluel 3a4eTHOM KHUXKKU:

undpbl 0-1-2 cooTBETCTBYIOT BapyaHTy N21,

undpoel 3-4-5-6 un ganee COOTBETCTBYIOT BapuaHTy N22
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Tpe6oBaHusa K 3auety

1.MpaBunbHO BbINOMHEHHAs! KOHTPOsbHas paboTa, NpoBepeH-
Hasl mpenogasaTtenem.

2. 3aWwmTa Npe3eHTaUnM Ha aHIIMIACKOM SA3blke MO TEME Ucche-
[OBaHWNS COrNAacHO CTPYKTYPHOMY MJiaHy.

Llenamu obyyeHus aucumnnumHbl «lpodeccnoHansHas putopu-
Ka B COBPEMEHHOM cCouMyMe» SBNSOTCA (opMUMpOBaHMe Heobxoam-
MbIX SI3bIKOBbIX 3HaHWM B 06/1aCTM KOMMYHUKaTMBHOW KOMMETEHLMU
CTyOQeHTa MarucTtpaHta (Buabl obuieHusi, BepbanbHble n HeBepbanb-
Hble CpeacTBa KOMMYHMKALUW, MPUHLUMNBI KOMMYHWKALMOHHOIO CO-
TpyAHMYECTBa M T.4.), @ TaKKe MpaKkTU4eckoe OBMajeHne KOMMYHWU-
KaTVMBHbIMWU HaBblKaMW: UCKYCHO BECTU AESI0BOM pa3roBOp, NeperoBo-
pbl, COBELaHMs, ybexaaTb, He No3BONATb CobeceaHUKY MaHWUNyIMpo-
BaTb COOOM, ycnewHo BbICTyMNaTb nepes ayauTopuen, npeoaonesaTb
6apbepbl B 06wWeHMM. MNoarotoBka MarmMCTpaHTOB K CaMOOBy4YeHMO U
HenpepbIBHOMY NpodheccMoHaIbHOMY CAaMOCOBEPLLEHCTBOBAHMIO.

dopmMupyeMble KOMMETEHLUMW: MOMOYb MarnMCTpaHTaM OBNadeTb
KyNbTYpOI peYyeBoro O6LIEHMSI B XKM3HEHHO aKTyasbHbIX cdepax aes-
TENbHOCTW, NpeXae BCero - B peyveBblX CUTyaumsx, CBA3aHHbIX C 6y-
Aywen npodeccuelt; NoBbicUTb 06LLYO KynbTypy 0By4datowmxcs, ypo-
BEHb MyMaHWTapHOM 06Pa30BaHHOCTU WM YMAHWTAPHOIO MbILUNEHWS;
pa3BUTb COLMAIbHO-KOMMYHUKATUBHbIE CMOCOBHOCTM, chOpMMpOBaThL
MCUXONIOrMYECKY0 TOTOBHOCTb 3(pheKTUBHO B3aUMOAENCTBOBaTb C
MapTHEPOM MO OGLUEHMIO, CTPEMSIEHNE HAWTU CBOW CTUMb U MPUEMbI
obLeHns, NO3HAaKOMUTb C CouMasibHbIMM HOpMaMu M obpasuamm aH-
rNOs3bIYHON KyNbTYpbl, BbipaboTaTb COGCTBEHHYIO CUCTEMY PEYEBOrO
CaMOCOBEpLUEHCTBOBaHMSI; CNocobCTBOBaTL (hOPMUPOBAHMIO OTKPbITON
ANsi 06LIEHNS KOMMYHUKATUBHOM NIMYHOCTU, UMEIOLLEN BbICOKMI peit-
TUHI B CUCTEME COLMAsIbHBIX LIEHHOCTEMN.

Ocob6eHHOCTb M3yueHmna: Kypc 6asmpyeTtcs Ha coBpe-

MEHHOMN ayTeHTMYHOW NuTepaType Ob6lLeHayYHOro XapakTepa, nomMo-
ratowiein ccopMmMpoBaTb NPaKTUUYECKME PUTOPUYECKME YMEHMUSI U pas-
BWTb pasfinyHble BUAbl MbILIEHMS.

OcCHOBHble pekoMeHAauun u TpeboBaHusa K 3awmTe npe-
3eHTauum

Making a presentation: language and phrases

This is a list of phrases to help you make a professional presen-
tation in English.

5
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Good presenters always use language (sometimes single
words, sometimes phrases) which shows where they are in their
presentation. These ‘signposts’ make it easier for the audience to:

= follow the structure of the presentation
= understand the speaker more easily
= get an idea of the length and content of the presentation.
The sentences and phrases below follow the logical progression
of a well-balanced presentation.
Welcoming
»  Good morning and welcome to[name of company, name of
conference hall, hotel, etc.].
Thank you all very much for coming today.
» ] hope you all had a pleasant journey here today.

Introducing yourself
» My name is Mark Watson and I am responsible for ... .
= My name is Mark Watson from [name of company], where I
am responsible for ... .
= Let me introduce myself; my name is Mark Watson and I am
responsible for ... .

Introducing your presentation

= The purpose of today’s presentation is to ... .

= The purpose of my presentation today is to ... .

» In today’s presentation I'd like to ... show you ... . / explain to
you how ... .

» In today’s presentation I'm hoping to ... give you an update
on... / give you an overview of ... .

» In today’s presentation I'm planning to ... look at ... . / explain

You can also outline your presentation to give the audi-
ence a clear overview of what they can expect:
» In today’s presentation I'm hoping to cover three points:
w  firstly, ..., after that we will look at ... , and finally I ... .
= In today’s presentation Id like to cover three points:
»  firstly, ..., secondly ..., and finally ... .

Explaining that there will be time for questions at the
end
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If you have any questions you'd like to ask, please leave them
until the end, when I'll be happy to answer them.

If there are any questions you'd like to ask, please leave them
until the end, when IN do my best to answer them.

Starting the presentation
To begin with ... .
To start with ... .
Let’s start by looking at ... .
Let’s start by looking at ... .
Id like to start by looking at ... .
Let’s start with / start by looking at ... .
Closing a section of the presentation
So, that concludes [title of the section] ... .
So, that's an overview of ... .
I think that just about covers ... .
Beginning a new section of the presentation
Now let’s move on to ... .
Now let’s take a look at ... .
Now Id like to move on to ... .
Next Id like to take a look at ... .
Moving on to the next part, 1d like to ... .
Moving on to the next section, let’s take a look at ... .
Concluding and summarizing the presentation
Well, that brings us to the end of the final section. Now, Id
like to summarize by ... .
That brings us to the end of the final section. Now, if I can
Just summarize the main points again.
That concludes my presentation. Now, if I can just summarize
the main points.
That's an overview of ... . Now, just to summarize, let’s quick-
ly look at the main points again.
Finishing and thanking
Thank you for your attention.
That brings the presentation to an end.
That brings us to the end of my presentation.
Finally, I'd like to finish by thanking you (all) for your atten-
tion.
Finally, I'd like to end by thanking you (all) for coming today.
Id like to thank you (all) for your attention and interest.
Inviting questions
If anyone has any questions, I'll be pleased to answer them.

7
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= [fanyone has any questions, I'll do my best to answer them.

= If anyone has any questions, please feel free to ask them
now.

= Jfanyone has any questions, please feel free to ask them and
I'll do my best to answer.

Referring to a previous point made
As I mentioned earlier ... .
»  As we saw earlier ... .
You may recall that we said ... .
»  You may recall that I explained ... .
Dealing with (difficult) questions
= [l come back to that question later if I may.
» I/ Well come back to that question later in my presenta-
tion.
» TN/ WeTl look at that point in more detail later on.
= Perhaps we can look at that point at the end / a little later.
Other phrases and key presentation language

[word, phrase] [meaning, function]
briefly ... ‘very quickly’

take a look at ... ‘look at’

take a brief look at ... ‘quickly look at’

return to ... ‘goback’, ‘explain again’
I’ll outline ... ‘T'will explain’

to draw attention to a specific point on a
here we can see ... slide

to draw attention to a specific point on a
as you can see here ... slide

(let’s) move on to ... tostart a new subject



A
tKM¢ YUpaBAeHyle AUCTAHLOUMOHHOTIO 06yqum{ U IMOBBIILIEHU A KBaJlI/ICl)l/IKaLU/Il/I

(let’s) continue with

[IpodeccroHanbHas pUTOpPUKA B COBPEMEHHOM COLIUYME

to start a new subject

(let’s) continue by

looking at

to illustrate this point

let’s, we can, we will

to start a new subject
when giving an example

using ‘we’ and ‘us’ instead of ‘I’ con-
nects you to your audience

OueHKa nNpe3eHTauun.
[nsa 3TOro MeTtoaa XapakTepHO MybiMYHOe MacTepcTBO, KOTO-

poe BK/IIOYAET:

CTpyKTypy npe3eHTauuu.

OdopmMneHne npeseHTaumnm

CopepxaHue npeseHTaunm

SddekT npeseHTaumn.
B npe3eHTaumn oueHnBaeTcs:
Hannune noHsTHONM HaBurauum.
OTMeueHbl MHPOPMaLMOHHbIE pecypcbl.
Jlornueckasi nocnegoBaTenbHOCTb MHAOPMaUMK Ha crangax.
EauHbIi cTunb odopmneHus.
Mcnonb3oBaHWe Ha cnaigax pasHoro poaa O6beKToB.
Mcnonb3oBaHwe aHMMaLUMOHHbIX O6HEKTOB.
MpaBWNbHOCTb U3NOXEHUS TEKCTa.
Mcnonb3oBaHne 06bEKTOB, CAeNaHHbIX B APYrMX NporpaMmax.
CcopMynMpoBaHHOCTb LN, rmnoTesbl.
[loCTOBEPHOCTb MOMYYEHHbIX pe3ynbTaToB, MX 060CHOBAHHOCTb
Pe3synbTaTbl U BbIBOAbI COOTBETCTBYHOT NMOCTaBAEHHON LENN.
O6Luee BrevaTneHne OT NPOCMOTPa Npe3eHTauuu.
OueHKa pe3ynbTaToB Npe3eHTaumnu.

KPUTEPUW OLIEHKW BUOA OAEATE/IbBHOCTU

OueHka

Cnocob-
HOCTb K
KOMMYHWKa-
TUBHOMY
B3auMopen-
CTBUIO

®oHeTnve-
cKoe
ocopmne-
HUE peun

S3bIkoBas
KOppeKT-
HOCTb peuun

TOYHOCTb BbIMOSTHEHUS
3aaHuA

MNOKA3ATEJIN
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oTNny-
HO

Y yyacTHuka
HET npo-
6nem B no-
HUMaHWUK
Ha JaHHOM
ypoBHe. OH
cnocobeH
cBo60aHO
oTBeYaTb Ha
BCe MOCTaB-
NEHHbIE BO-
npochbl, ro-
TOB K
yrnybnen-
HOMY 06-
CYXXAEHMIO U
aprymeHTu-
pOBaHMIo.

Y yyacTHuKa
OT/INYHOE
NPOU3HO-
LUEeHWe, XO0-
TS nHoraa
BCTpeyvaroT-
cs1 hoHeTn-
yeckume
owmnbku.
Ero peub
Bblpasu-
TenbHa u
NMOHATHA
nobomy
HOCUTENIO
A3blKa.

YyacTHuK
JIEMOHCTPU-
pyeT yme-
HWE TOYHO U
npaBuIbHO
BblOpaTh
Heobxoau-
Mble Ma-
ro/ibHble
¢opMbI 1
BpEMEeHa,
ncnonb3yet
CNOXHbIE
rpamMmaTu-
yeckme
CTPYKTYPpbl.
Ownbkmn
OTCYTCTBY-
toT B 75%
BbICKa3blBa-
HWUIA, KOTO-
pble cocTosAT
KaK U3 Ko-
POTKUX, TaK
n 13 bonee
pa3BepHy-
TbiX Npes-
JIOXKEHWUN.

Y y4yacTHMKa NpOCiexu-
BaeTCA 4YeTkas CTpyKTypa
NnpeseHTaumn, OoT/IMYHas
HarnosnHaeMocTb.  Yvact-
HMK MCMOMb3YeT LUMPOKUIA
[inanasoH NEKCUKM,
BK/OYAs MAMOMbI M MNpO-
(heCccMoHanbHyo NEKCKKY,
OEMOHCTPUPYSI  yMeHue
npeogonesaTb Jiekcuue-
CKWe TpyaHOCTM.

OH peMoHCTpupyeT pas-
Hoobpasue peyeBbIX
¢opm pearnpoBaHusi,
yeTko OpMYyNMpYET LENb
M runoTesy, AOCTOBEPHO
060CHOBbIBas  MOJyYeH-
Hble pe3ynbTaThl
Co3pgaetca  spkoe Bre-
YyaTnieHne OT NpocMOTpa
npeseHTaumu..
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XOpOLLO

YyacTHuK
[IEMOHCTPU-
pYET XOpo-
NI ypo-
BEHb MOHU-
MaHUs, HO
HegocTa-
TOYHO YETKO
usnaraet
cobcreen-
HYIO  TOYKY
3peHuss B
YCTHOM
topme,
ybeanTtens-
HO oOTCTau-
BaeT CBOI
TOUKy 3pe-
Husl.

EMy He Bce-
raa yaaercs
CMNOHTaHHO
oTpearmpo-
BaTb Ha 3a-
JaBaeMble
BOMNPOCH!.

Y yyacTHuKa
xopoluee
NpPOWU3HO-
LUIEHWE, HO
nHorga He-
KOTOpble
cnoBa npo-
N3HOCSTCA
HenpaBWb-
Ho. Ero
peyb no-
HATHA OH
Brnageet
PUTMUKON U
MEenoamKon
N3y4aemMoro
A3blKa M
LEMOHCTPU-
pyeT Xopo-
lwue goHe-
THYeckne
HaBbIKK.

Y yyacTHuka
BCTpeYaloT-
csl rpaMma-
TU4yeckme
owmnbkm,
nHoraa
0O4YeHb Ccepb-
€3Hble, HO
3TO He npe-
NATCTBYET
06LLEHMIO.
OH AeMoH-
cTpupyeT
YMeHUe uc-
nosnb30BaTb
npaBusb-
Hble rna-
rofibHble
¢opMbl 1
BpeMeHa.
50% BbICKa-
3bIBaHUI
[OMKHbI
6bITb 6e3
OLWMNOOK.
MpocTble
BbICKa3blBa-
HUST JOJK-
Hbl 6bITb
rpamMmaTu-
yecku npa-
BUJTbHbIMMU,

[ocTtaTo4HO YeTKo npo-
CNeXMBaeTCs CTPYKTYpa
Npe3eHTaumm, HO CTUJIb
oopMneHust HeogHOPO-
[EH.

YyacTHMK HepocTaToyHO
YeTKO U3naraer TeKCT
npe3eHTaumm, OgHaKo
[EMOHCTPUPYET YMeHue
NOTMYECKN MbIC/UTD.
YUacTHWMK UCNOSb3YET Ha
crnaiipaax pasHble 06BbEKTDI
Npe3eHTaumu, B TOM Ync-
ne aHUMALMOHHbIE.

B cnyyasix 3aTpyaHeHuUi ¢
OTBETAMM Ha BOMPOChI,
OH MbITaeTca He npube-
raTb K NOMOLUN POAHOrO
A3blKa.

11
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yoosne- | YyacTHUK YyacTHUK Owwnbkn y YUaCTHUK MOXEeT y4acT-
TBOpPWU- | NOKa3blBaeT | npeanpu- YyacTHUKa BOBaTb B beceae, HO Npu
TenbHO | obuiee no- HUMaET Mo- | 3aTPYAHSAIOT | 3TOM MCMONb3YET Ypes-
HMMaHWe MbITKN ro- 6eceny, HO | BblYaWHO YMPOLLEHHbIE
BOMpoca u BOPUTb C He NpensiT- | NeKCUKO-rpaMMaTUieckue
NCnosb3yeT | NpaBWUsib- CTBYIOT NO- | CTPYKTYpbl AN1S Bblpae-
MpocTeMWME | HbIM MPOU3- | HUMAHMIO. HUS CBOUX Mbicnien. OH B
(opMbl pe- | HOWeEHMEM OH npa- COCTOSIHUM MCMOSIb30BaThb
4YeBOro Mo- | W UHTOHa- BMJIbHO UC- | TOMBbKO OYEHb OrpaHu-
BeAeHus umen, Ho nonb3yet YeHHbI 3anac. Ero pe-
WHorpa emy | BCe Xe 3a- pa3sHble yeBoe MNoBeaeHNe SBNSI-
HeobxoAMMO | MeTHa WH- ¢opMbl rna- | eTcs MMHUManNbHO npu-
obbscHeHMe | TepdepeH- | ronoBs K €M/IEMBIM.
N NosicHe- umnsl pogHo- | BpeMeHa B SddekT npeseHTaumnm
HMe HeKo- ro si3blka. COOTBET- CHUXXEH B CBSI3U C ee He-
TOpbIX BO- Ero peub B | cTBUM C Te- | YETKOMN CTPYKTYpOM, He-
NpOCOB. OCHOBHOM MOV 1 pop- | cobnogeHneM CTuns
Ero oTBeTbl | NOHATHA MaToM be- oopMnenusi.
MpOCTbl M HE | HOCUTENSIM | cefbl, HO
CoBCeM A3blKa. cBobogHoro
ybeantens- BllaeHNS
Hbl MHOCTpaH-
MHorpa HbIM A3bl-
HenornyeH KOM y
B CBOMX Bbl- y4yacTHMKa
CKa3blBaHW- He Habno-
aX. pJaetcs.
Owmnbkn
OTCYTCTBY-
0T B 25%
BbICKa3bIBa-
HUI.
Heyao- | YyaCTHMK He MOXeT BecTu beceny, BNaf€eT MMHUMAsIbHBLIM 3arnacoMm
BNETBO- | JIEKCMKM, KOMMYHMKauUMs 3aTpyAHeHa. B npeseHTauum OTCyTCTBYET
puTenb- | BCAKas JIorM4yeckasl nocneaoBaTenbHOCTb, He COpPMyNMpoBaHbl Liesb
HO M rMnoTesa, OTCYTCTBYET eAUHbIN CTUIIb 0DOpMIEHUS. .

BapuaHT N°1

KOHTPOJIbHAAA PABOTA

I.Match the words and phrases with the different stag-

es of a presentation.
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1. If you look at the pie chart
a) Greeting the audience

2. Secondly, I'd like to look at...
b) introducing the subject

3. I'd like now sum up the main points.....

C) sequencing

4, I'm going to talk about
d) Concluding
5. Let’s now move on to a separate issue which is ...
e)Introducing a visual aid
6. First of all, let me welcome you to Digital Enterprises ...

f) Digression

I1.Match the different parts of the presentation with
the phrases.
1.I'd like to give you an example
a) a general idea
2. To move off the point for a moment
b) a visual aid
3. Llet's have a look at this chart which represents
c) a digression
4What I want to make clear is this
d) an example
5. T'd just like to give vyou an overview of..
€) an important idea
6. What I really want to stress is this
f) a point of clarification
ITI.Here are four phrases that you can use to link the
sections of your presentation together, which phrase would

you use ...
1....before the summary?
a) Right. Let’s recap, then
2....before the conclusion?
b) Let’s move on, shall we?
3....between any two points? c)
I'd like you to have a look at this.
4. ...to introduce visual aid? d)Id

like to conclude by saying this.
IV.Match the sentences with the different parts of
the presentation:
1. a visual aid
2. a digression

13
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3. an example
4. an important opinion

a. I'd like to give you an example.
b. What I'm getting at is this.
c. Let’s have a look at this.
d. To move off the point for a moment ...

V.Which of the above phrases would you use to intro-
duce each of the following four extracts?

Extract 1.

This is a graph of the company’s turn over during the past
three months. As you can see, sales rose slightly in April and May be-
fore falling sharply in June.

Extract 2.

The company’s sales of traditional English sausage have
fallen by over 37% in its three largest supermarkets in the north of
England during the past six months.

Extract 3.

The company must change its product range and improve its
image if it wants to survive — that is why the right advertising target-
ed at the right customer is so important.

Extract 4

Frankly, the company’s attitude reminds me of something a
journalist once said to me, “You can never underestimate the intelli-
gence of the general public”. Well, in this case, I think that’s what the
company has done. But let me back to my main point.

VI.Complete the following signpost phrases and sen-
tences.

. Moving on/question/the US market

. Expand/the figures/Iast year

. Going back/a moment/the situation last year

. Let’s turn now/our targets/the next five year

Go back/the main reasons/our collaboration/the Ger-

U1 (N

mans

(22

. I'd like/conclude/I may/repeating what I said/the begin-
ning/this presentation
7. I'd like/turn now/our projections/year 2005
8. Let me expand/some/the main points/our proposal
9. Digress/a moment, let’s consider/alternatives
10. I'd like/recap/the main points.
VII1.Read the text of the presentation below and predict

14
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where the speaker uses the linking words and expressions.
by and large therefore although 0
whereas however in my opinion
Total Quality Assurance means meeting customer needs
without error, on time, every time. Our experience so far has 1
been good. 2 , the message has not yet reached eve-
rybody in the company. 3 the number of projects and people
involved has grown, they have not got as fast as we would like. 4
one of the key problems is how to express the benefits of this
programme in money terms. 5 this problem is particularly acute
when accounting for the less tangible benefits of the programme. At
the shop floor level, people will tend to talk the language of things,
6 at the upper management, people talk the language of
money. Middle management, 7 need to be bilingual to trans-
late between the two.

VIII.Which of the linking expressions actually used in
the speech could be replaced by those below?

a) conseqguentl

b) to my mind

c) now
d) evenso

e) on the whole

IX.Complete the text below using the correct form of
the words in brackets.

The effect of tourism

The _explosion in the tourist industry can 1 ...... (explain) by
more affordable transport and greater wealth among some of the
world’s population . It is true that tourism sometimes 2 ...... (result) in
an improvement in the standard of living of local people, as well as 3
...... (contribute) to increased understanding of other cultures. How-
ever, many of the 4 ....... (effect) of tourism are negative. Atmospheric
pollution 5 ....... (cause) by air travel, while the building of hotels 6
...... (lead) to shortage of resources such as water. So tourism some-
times 7 ....... (cause) the destruction of the very places that people
want to visit.

X. Rearrange these sentences to make a complete

summary:
1. As far as cost is concerned, this option is clearly the best. It

is much cheaper to implement than the others and the financial risks

15
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are negligible.
2. Moving on to human resources, I feel that this is the option

that will be most acceptable to our workforce. There are several rea-
sons for this. First and foremost, this option will not involve any re-
dundancies.

3. There are a number of reasons for choosing Option A. First
and foremost, it is the most attractive option.

4. In short, it is exactly what this company needs.

5. Finally, there is the guestion of planning and the future direc-
tion of this company.

6. By 'attractive' I mean that it is the option which is the best
for out-company in all the areas of greatest concern.

7. In addition, it can be implemented almost immediately, and
there will be no need to obtain extra funding from the banks, which
would be the case with the other options.

8. I believe that Option A is the one which is most in true with
both our short-term and long-term plans. It is modern, progressive
and has great potential.

9. In particular I suggest that there are three main areas to
consider: cost, human resources and future planning.

10. Secondly, a staff retraining programme will not be neces-
sary and, thirdly, we will be able to implement this option without in-
troducing shift work.

BapuaHT N22

I.The following is an extract from a presentation given
by the Marketing Director of a company launching a new
product. Complete the extract using the following words and
expressions:

furthermore however as far as ... is con-
cerned

last but not least to begin with for example

apart from this on the other hand I'd like to start

) TP by outlining some of the advantages of our new
product.

2. i, it is the most advanced product of its type currently
on the market.

C T it is equipped with a number of features that are

not to be found in similar
devices produced by our competitors.
L T . it is quaranteed 100% waterproof.

16
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5. Equivalent products produced by our competitors,
water-resistant, not

water-proof.

6. iiiiiinnns obvious advantage, it is also shock-resistant and
dust-proof.
YA DricCe .....ieunen. , I am sure that our product is the

most competitive on the

market.
8. It is not only price that makes this product attractive,

........ . It is also guaranteed

for no less than 20 years.
9. iiiiiiiiienns we can offer retailers a substantial discount on bulk

orders purchased

direct from the factory.

I1. Choose the correct verb from the box below and put

it into the sentence. Make sure the verb agrees with the sub-

ject.

leave see draw show look
represent find note indicate no-

I'll ... the slide up while I talk.

If you ... closely at the diagram, you'll see that there are
seven switches.

You can ... the figures on my next slide.

The vertical axis ... sales in Euros.

I'd like ... your attention to the second graph.

This diagram ... a plan of a new factory.

Let me ... the relevant slide.

It's interesting .... that sales have increased dramatically.
Each line ... the progress of a different product.

i. As you may ... the sales peaked last month.

o

@™o an

ITI.Underline the correct words.

1. There was a slightly/slight rise in profits last month.

2. We rose/increased our profits slightly last month.

3. There was a sharp fall in/of our sales last quarter.

4. Our sales fell by/of 6% last quarter.

5. Our share price hit/beat a low last month.

6. Inflation is increasing slow/slowly at the moment, in/by

about 1% a year.

7. Operating profits went from 5 m to/until 6 m.
17
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8. This year we raised/rose dividends to share holders.
IV.Complete the following sentences using an appropri-
ate form of the given verb.
1. Exports ... significantly between 2004-2006 (fall).
2. Since 2007 they ... steadily, however (rise).
3. Overheads ... sharply since last year (rise).
4. There ... a gradual fall in the price of raw material between
2005-2008 (be).
5. Domestic sales ... steadily over the past 4 years (increase).
6. The workforce ... by 10% last year (grow).
7. Salary costs ... sharply over the last few years (go up).
8. The price ... considerably in 2002 (rise).
9. The workforce ... by 25% since 2000 (go down).
10. There ... a slight fall in domestic sales this year (be).
V.These are some expressions used in the presentation.
Put them in a logical order.
a. There will be time at the end for questions.
b. I will then look at some of the challenges
c. I'm here to talk about the “twines” market.
d. IT'll finish by looking at some case studies.
e. I will begin by outlining an overall profile.
f. To start off, let me ask you ...
d. Good morning, everyone.
h. T guess the best way to answer that question is ...
i. If you look at this graph, you'll notice ...
k. My name is Janet Wilkins.
VI.Put the following mini-presentations into correct or-
der by putting a number in the space on the left.
a. ... The next is shopping.
... The third most popular is playing computer games.
... The pie chart presents the most popular activities for
oung people.
... As you can see, the most popular is going to nightclubs
and bars.
... Therefore you can see that our product is well placed in
the market.
b. ... In the first quarter, sales of the Aztec range rose sharply.
... In the third quarter, sales leveled out.
... Let’s look at the figures more closely.
... But then sales took a dip in the second quarter.
C. ... You can see that the departments are listed across the top
in the first row.
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... If you look closely you'll see that office staff did much bet-
ter this year.
... It shows the results of the company language test.
... Take a look at this table.
... and the names of those who took the test are listed on the
left in the first column.
VII. Complete the following expressions using the cor-
rect preposition.
a) to b) on ¢) of d) off e) for f) back g) about h) up

1. To start , then, ...

2. To give you an example what I mean....

3. To move to my next point, ...

4. To turn now a different matter, ...

5. To say a bit more that, ...

6. To digress a moment, ...

7. To go to what I was

8. To sum  then......

VIII.Which of the expressions above are used to

return to an important point?

d. begin the presentation?

repeat the main points?

€. expand a point?

talk about something unconnected?
change the subject?

mPoO0To

IX.Underline the correct words.

1. First of all/after all, I'd like to thank you for inviting me here
to speak to you this morning.

2. I'll be talking today about robotics, and anyway/in particular
their commercial exploitation.

3. Especially/Clearly there’s huge interest in the subject.

4. As far as the general public is concerned/concerning the
general public, Sony Corporation thinks that the best way place to
launch the robot revolution is home entertainment.

5. Especially/Furthermore home entertainment is likely to be
the biggest market eventually/at last.

6. As a matter of fact/Moving on to all the leading players are
investing tens of millions of dollars in the development of personal
robots.

7. 1 mean/As a result progress has been rapid.

8. On the other hand/At the end, it's clear that the development
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of ‘robo sapiens’ will take longer, a lot longer.

9. Nevertheless/In general it's clear that in terms of competition
between countries Japan leads in robotics at the moment.

10. So, in fact/to sum up, I've tried to show you how I believe
we're entering a new age, the age of the robot, and it's an age that’s
full of business opportunities.

X.Read the advice about speaking in public given by
Carol Stewart from the communications training company
Speakwell.

1.  Write down key words

2. What do you think is the most useful advice?

Tips for speaking in public

The key to being a good speaker

The presentation itself
1.

2.

3.

4.

How to cope with nerves
1.

2.

3

Telling jokes

The most important moment/ main advice

First I'd say that the key to being a successful public
speaker is to put yourself in the position of the audience. When a
presentation fails it's often because the person speaking is thinking
too much about him or herself, not about the audience.

My main tips about the presentation itself would be: first, don't
make your presentation too long. And keep to the agreed time: if it is
supposed to be 20 minutes, make sure it doesn't go on for half an
hour. Secondly, don’t have more than four or five main points. People
can't usually remember more than that anyway, so make four or five

your maximum.
Thirdly, try to only use your normal vocabulary, words which
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come naturally to you; dont experiment with new words — you'll
probably mispronounce them. And finally, write your notes out in very
big writing so you can see each page or paragraph at a glance. Well,
it’s impossible to completely overcome nerves when you are speaking
in public, but you can learn to cope with their effects. Remember the
audience want you to succeed. They haven't come to see you fail.

As far as telling jokes is concerned. I'd say definitely use funny
anecdotes from your personal experience, stories, and things like that.
But be careful, for example about making jokes about other people or
other nationalities. That can be offensive. Moving on to the most im-
portant moment in a presentation, I'd say the beginning is the most
important. If you start badly the audience may go to sleep, or even
leave, so try to start your presentation strongly with your main point,
the main message you want to get across, and then give specific ex-
amples.
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