
DEMOCRATIC AND POPULAR REPUBLIC OF ALGERIA 

Ministry of Higher Education and Scientific Research 

Faculty of literature, Languages and arts- Department of English 

Moulay Taher University -Saida 

Level:Master 1 

Field: Didactics  

Module: Communication in Practice 

Course number 02: Effective Presentations 

 Teacher: Dr. Abdelkader Makhlouf 

CONTENTS 

PLANNING A PRESENTATION  

1  Presentation technique and preparation 

 2  How to get the audience’s attention 

 3 The introduction 

PRESENTATION ORGANIZATION  

1Structuring your presentation  

2 Dealing with questions and interruptions 

Preparation and Delivery 

How to prepare  

PRESENTATION STYLE  

1 Presentation Delivery Technique 

2 Voice and visuals 

 

 

 

 



PLANNING A PRESENTATION  

Presentation technique and preparation 

“The human brains starts working the moment we are born and never stops until you stand up 
to speak in public” 

George Jessel 

Exercise 1 

This article, from Financial Times, is about presentation technique. Scan the text to 
identify seven examples of bad technique and five characteristics of good technique. You 
do not have to read the article in detail or understand every word to do this. 

When incompetence is “tantamount to fraud*”  

by John Kirkman 

Not long ago, I went to a two-day conference. The fee, travel, and hotel accommodation cost 
nearly $300. 

The conference offered 20 papers. Of those, nine were rendered partly or wholly 
incomprehensible by poor design or inept**  handling of visual aids. Of the 20 speakers, 12 
overran their allotted***  time, so the programme on both days fell behind schedule. To cope 
with this, the chairpersons asked some speakers to cut short their planned presentations. They 
did. 

Incompetent presentation is tantamount to fraud. Here are extracts from my notes on that 
conference. 

Speaker 1 got slides out of sequence with talk, distractingly putting them up before she 
reached the relevant point in her script. Read inexorably through the script, stumbling over 
written word-clusters she could not articulate. 

Speaker 2 put up transparencies on overhead projector, with comments: “You won’t be able 
to read these.” Correct! Had an electronic watch that bleeped at 15 minutes, commented that 
the beep meant time was up; went on speaking. Overran by 10 per cent. 

Speaker 3 used first five allocated 15 minutes to tell an anecdote relevant to talk. Overran by 
27 per cent. 

Speaker 4 was warned twice by the chair about time to stop; so he spoke twice as fast to try 
to finish with slides whistling to and fro at a rate that made reading impossible. He confused 
himself as well as us by putting a slide that “should not have been here”. Overran by almost a 
third. 

Speakers 2, 3 and 4 all began by stressing what they could not do in 15 minutes, thereby 
reducing substantially what they could do. 



Things got worse. One speaker began by belittling himself and insulting us: “I will just put up 
this slide to keep you occupied while I go through boring facts.” He offered an example, but 
could not find it: “I have some figures somewhere … (fumbled in notes) … but I can’t find 
them, never mind.” 

Day two brought no relief. We were offered overhead transparencies made by photocopying 
A4 pages in a small typeface. One illustration, 11 columns – five rows of figures - was put up 
with no comments other than: “There are the figures.” I was sitting about halfway back, 50-60 
feet from the screen. The figures were utterly unreadable. 

One speaker’s monotonal mumble defeated even the halter microphone he was asked to wear 
because we could not hear him. 

Another speaker did not know whether or not he had a slide to illustrate his point: “I think we 
have a slide for this. It is slide 6. Oh, no. sorry. Well, we will go on.” How we supposed to 
follow, if he himself was lost? 

My notes have favourable comments on only three speakers, and those notes make an 
important point: the value of being simply competent. My comments on speaker eight 
illustrate that point: “Vigorous, organised, enthusiastic, clear. Content not new or exciting, but 
mere competence of presentation made it seems easily the best so far.” 

I knew before I went to the conference that the presenters were not professional lecturers, so 
was I expected too much? I was not looking for outstanding oratory, merely for competent 
presentation, constructed for the period allocated, and delivered with simple clarity. 

It is possible to learn to be a competent speaker. Competence (not brilliance) rests more on 
acquired skills than on inherited flair. But most presenters at this conference had made little 
effort to learn how to protect their own reputations and those of their employers. 

The Financial Times 

Vocabulary notes 

 

* tantamount to fraud = almost the same as dishonestly taking someone’s money 

** inept = incapable, amateurish 

*** allotted = made available, given 

Exercise 2 

What are the key considerations involved in preparing a presentation? 

Exercise 3 

Part 1. Listen to the introductions from three different presentations and complete the 
table 



 Presentation1 Presentation2 Presentation3 
Presenter’s name    
Presenter’s 
position/ function 

   

Topic of 
presentation 

   

Who is the 
presentation for? 

   

 

Part 2. Listen again. This time try to complete the missing information in the sentences 
below. 

Presentation 1 

1. __________, let me thank you all for being here today. 
2. Let me __________ myself. My name is … 
3. I’m here today to __________ our new semi-automatic shelving system. 
4. My talk is __________ relevant to those of you who __________ for the different 

parts we supply. 

Presentation 2 

5. I’m happy that so many of you could __________ today at such short __________. 

6. As you can see on the __________, our __________ today is project documentation. 

7. This is extremely __________ for all of us who are directly __________ in international 
project management, right? 

Presentation 3 

8. I’m __________ that you all have very tight __________, so I appreciate you taking time 
to come here today. 

9. As you __________ know, my name is … . I’m the new __________ manager here at 
Weston. Ltd. 

10. Today’s topic will be very important for you as __________ since __________ your help 
to evaluate and select candidates for training. 

Exercise 4 

Part 1. Identify the right category for the sentences from exercise 3, part 2. 

1. saying what the topic is: __________ 
2. welcoming the audience: __________ 
3. saying who you are: __________ 
4. saying why the topic is relevant for the audience: __________ 



Part 2. Identify the right order of the headings from exercise 4. 

1. _____ 

2. _____ 

3. _____ 

4. _____ 

Exercise 5 

Listen to a group of management trainees talking about the preparation of 
presentations. They mentioned eight key areas, each represented by one of the pictures 
below. Number the pictures in the order in which they are mentioned. 

        
(laughter- fade) 



 

2  How to get the audience’s attention 

 

Exercise 6 

Read the comments from the audience who are listening to a presentation at an 
international conference. What caused the problem in each case? 

 

1. “What on earth is he talking about?” “I’ve no idea!” 
2. “Hey, Sarah! Wake up! He’s finished!” 
3. “Read that! I can’t read that! I’d need a pair of binoculars!” 
4. “Speak up! I can’t hear a thing!” 
5. “Summarise four main points? I only noticed one! Have I been asleep?” 

 

 



Possible answers 

 

Exercise 7 

Look at the following situations. 

1. A medical congress in Tokyo with papers on new techniques in open heart surgery. 
2. The Purchasing and Product Managers of a Taiwanese company interested in buying 

some production equipment from your company. 
3. An internal meeting of administrative staff to discuss a new accounting procedure. 
4. A staff meeting to discuss a charity event for earthquake victims. 

Imagine you have to give a brief presentation in one of the situation. Make brief notes on the 
following 

1. Will your talk be formal or informal? 
2. What are the audience’s expectations in terms of technical detail, expertise, etc.? 
3. What is the audience’s probable level of specialist knowledge? Are they experts or 

non-experts? 
4. How long will your talk be: five minutes, twenty minutes, half a day, or longer? 
5. What is your policy on questions? Will the audience interrupt or will they ask 

questions afterwards? Will there be any discussion? 
6. How will you help the audience to remember what you tell them? 

5. Key answer for the first situation (A medical congress in Tokyo with papers on new 
techniques in open heart surgery.) 

 

 
 
 



 
 
3 The introduction 

Exercise 8 

Part 1. Listen to the beginning of four presentations and identify which introduction 
contains 

 A a rhetorical question 

 B an interesting fact 

 C an anecdote 

 D a problem to think about 

Part 2. Listen again. This time try to complete the missing information in the sentences 
below. 

1. __________, I was sitting in the waiting room at the dentist’s the other day and I 
__________ something interesting in one of the __________ that was lying there. 

2. __________ you worked in a small to medium-sized company and were __________ for 
making people in your company aware of health and safety issues. How would you 
__________? 

3. __________ that the number of possible ways of playing the first four moves per side in a 
game of chess is …? 

4. So, let me start by __________. Why should we introduce a double quality check here at 
Auto Spares&Parts …? Well, I’m here today to __________. 

Experts say that the first few minutes of a presentation are the most important. If you are able 
to get the audience’s attention quickly, they will be interested in what you have to say. Here 
are a few techniques you can use to start your talk. 

Ask a rhetorical question 

Is market research important for brand development? 

Do we really need quality assurance? 

Start with an interesting fact 

According to the article I read recently, central banks are now buying euros instead of dollars. 

Tell them a story or anecdote 



I remember when I attended a meeting in Paris … 

At a conference in Madrid, I was once asked the following question: … 

Give them a problem to think about 

Suppose you wanted to see a new call centre. How would you go about it? 

Imagine you had to reorganise the sales department. What would you be your first step? 

 

 



 

 



 

 

 

 

 



Practice  

Give a one minute introduction only to a talk on any topic you like! If you cannot think 
of a topic, choose from the list below 

Your home town Your favourite 
sport 

Tourism 

Your first ever job Eating out Holidays 

A thing you really 
like 

Your previous job Your hobbies 

Exercise 9 

Match more formal and less formal expressions. 

More formal  Less formal 

1. Good afternoon, ladies and 
gentlemen. 

A. In my talk I’ll tell you about 
… 

2. Today I would like to … B. I know you are all very busy 
… 

3. Let me just start by 
introducing myself. My name 
is … 

C. OK, shall we started? 

4. It’s a pleasure to welcome 
you today. 

D. Today I’m going to talk 
about … 

5. In my presentation I would 
like to report on … 

E. It’s good to see you all here. 

6. The topic of today’s 
presentation is … 

F. As you know I’m … 

7. I suggest that we begin now. G. What I want to do today is 
… 

8. I’m aware that you all have 
very tight schedules… 

H. Hi, everyone. 

Most formal and many informal presentations have three main parts and follow this simple 
formula: 

1. Tell the audience what you are going to say! = Introduction  
2. Say it! = Main part  

            3.         Tell them what you said! = Conclusion 



The purpose of the presentation is not only to tell the audience who you are, what the talk is 
about and why it is relevant to them, you also want to tell the audience (briefly) how the talk 
is structured. The most common way to structure a presentation is to have three main parts, 
and then subdivide them into (three) smaller sections. 

Exercise 10 

Complete the missing information using words from the box. 

a. after 
b. all 
c. areas 

      d.   divided 

e. finally 
f. start 
g. then 
h. third 

I’ll be talking to you today about the after-sales service plans we offer. I’ll (1) _______ by 
describing the various packages in detail. (2) _______ I’ll go on to show you some case 
studies. (3) _______ I’ll discuss how you can choose the best plan to meet your customers’ 
needs. 

I’ve (4) _______ my talk into three main parts. First of (5) _______, I’ll tell you something 
about the history of our company. (6) _______ that I’ll describe how the company is 
structured and finally, I’ll give you some details about our range of products and services. 

I’d like to update you on what we’ve been working on over the last year. I’ll focus on three 
main (7) _______: first, our joint venture in Asia; second, the new plant in Charleston. And 
(8) _______, our redevelopment project. 

Exercise 11 

Fill in each gap with a suitable preposition from the box below 

A about E of 

B at F on 

C for G to 

D into H with 

1. Thank you _______ coming all this way. 
2. I’ve divided my presentation _______ three parts. 
3. First of all, I’ll give you an overview _______ our financial situation. 
4. First, we’ll be looking _______ the company’s sales in the last two quarters. 
5. In the first part of my presentation I’ll focus _______ the current project status. 
6. Point one deals _______ APG’s new regulations for Internet use. 
7. Secondly, I’ll talk _______ our investment in office technology. 
8. After that I’ll move on _______ the next point. 

Exercise 12 



Part 1. Listen to a project manager of a construction company who makes a 
presentation for his colleagues. Identify the right order of the sentences below. 

 A This morning I’d like to update you on the current 
status of work at the construction site. The 
information I give you today should help you with 
planning your next steps. 

 B For those of you who don’t know me, my name is 
Gordon Selfridge. Let me just write that down for 
you. OK. I’m the project manager in charge of Bak 
Tower building project in Dubai. 

 C I’ve divided my presentation into three parts. 

1 D Hello, everyone. 

 E Then I’ll move on to the problems we’re facing with 
our local suppliers. 

 F First of all, let me thank you for coming here today. 
I’m aware that you’re all busy preparing for the 
annual meeting this week, so I appreciate you taking 
time to be here. 

 G I’ll start off by showing you some photos of the 
building site and discussing the progress we’ve 
made since January. 

 H My talk will take about 30 minutes. Please feel free 
to interrupt me at any time with questions. 

 I  I’ll end with some ideas for reducing labour costs 
that we’ve been looking into. 

 J Oh, and don’t worry about taking notes. I’ll be 
handling out copies of the PowerPoint slides at the 
end of my talk. 

 

Part 2. Number the items presented below in the order Gordon mentions them. 

A. reducing 
labour costs 

D. update on 
current status 

G. problems with 
local suppliers 

B. welcoming & 
introduction 

E. handout after 
presentation 

H. questions during 
presentation OK 

C. 30 minutes for 
presentation 

F. progress made 
since January 

I . three main parts 



Exercise 13 

The Good and the Bad. In the exercise below, there are four good and six bad 
beginnings. Put a tick (Ö), if you think the beginning is good, or a cross (´), if you think 
it is bad. Explain why 

  Ö ´ 

1 I’d like to begin my presentation with quite a lot of 
statistics, so please pay attention as it is quite a 
complex subject as well. 

  

2 I heard a great joke on the radio this morning. There 
was an Englishman, a Frenchman and a German, or 
was it an Italian? Anyway … 

  

3 If you have any questions, or you don’t follow 
anything I say, please feel free to interrupt me at any 
time. 

  

4 Ladies and gentlemen, it is an enormous pleasure 
and an immense honour for me to be here with you 
today. I am overwhelmed by the occasion and I 
know I speak not only for myself, but for my whole 
department when I say those simple words which 
express our gratitude – thank you so very much. 

  

5 I don’t know whether you’ve heard about the 
reorganisation, or how much you may know, so I’ll 
start at the beginning. In 1965 … 

  

6 My presentation will last for about an hour and I 
hope we’ll have time for questions at the end. 

  

7 Good morning, everyone. I am here today to explain 
how the reorganisation of the company will affect 
you. 

  

8 First of all, I’d like to apologise as I haven’t had a 
lot of time to prepare this presentation. 

  

9 Can you raise your hands if you can hear me at the 
back? Thank you, and as I have a quiet voice, please 
raise your hands during my presentation if my voice 
drops too much. 

  

10 I’m not a native speaker of English so if you don’t 
understand anything I say, please feel free to 
interrupt me at any time. 

  



 

 



PRESENTATION ORGANIZATION  

Structuring your presentation  

 

1. Tell the audience what you are going to say! = Introduction  
2. Say it! = Main part ( Middle)  
3. Tell them what you said! = Conclusion 

 
 
 

 
 
 
 
 
 
 



 
 

 



  

 

 

 



Dealing with questions and interruptions 

 

  



 

 

Practice  

 

 

 

 



Preparation and Delivery 

How to prepare  

 

 



 

  

 



 

 

 

Tapescript 

 



Practice 

 

 

 



PRESENTATION STYLE  

There are always three speeches for every one you actually gave. The one you practised, the one you 
gave, and the one you wish you gave. _Dale Carnegie 

 

1 Presentation Delivery Technique 

   

 

 

 



  

Tapescript 

 

 

Practice 

 



Tasks 

 

2 Voice and visuals 

 

 



 

 

Practice 

 

 

 


