Presentation Techniques & Language
· Rehearsal
Benefits of Rehearsal:

· you will become more familiar with what you want to say

· you will identify weaknesses in your presentation

· you will be able to practice difficult pronunciations

· you will be able to check the time that your presentation takes and make any necessary modifications
· Signposting

Signposting is the technique that should help you tell your audience what the structure of your presentation will be. You should start your Signposts during your introduction

· When you give a presentation:
1. How can your audience know where they are? 

2. How can they know the structure of your presentation? 

3. How can they know what is coming next? 

It is very important to structure your presentation into introduction, body, conclusion and questions

·  Signposts 
You might say something like the following example:

"I'll start by describing the current position in Shamiya branch. Next I'll move on to some of the achievements we've made in Khaldiya.  After that I'll consider the opportunities we see for further expansion in Doha. Finally, I'll quickly recap before concluding with some recommendations."

· Learn these Words and Expressions

I'll start by….

Next I'll move on to…

After that I'll consider the…….

Finally, I'll quickly recap before concluding with some recommendations

· Presentation Language
· use clear, simple language, avoiding jargon

· use active verbs and concrete facts

· maintain interest by varying the speed, volume and pitch of your voice

· deal with listeners' questions politely*
· to respond to your audience positively
· Visualizing Your Presentation

Your audience will be able to visualize your presentation like this:

Introduction 
· Greeting your audience

· introduce yourself
· introduce your topic and explain the structure of your presentation
Body 
· present the subject itself

Conclusion 
· Summing up
· Recommendations

· Qs & As

****************************

Presentation Useful Vocabulary Words & Phrases
1. Audience rapport n. relationship of presenter with audience, esp. when good
2. Body language n. non-verbal communication through facial expressions, body movements etc 

3. To start with . . . a phrase used to signal the beginning of a particular subject or topic 
4. Ladies & gentlemen Polite phrase often used to address an audience of men and women 

5. Turning now to . . . a phrase used to signal a change from one subject or topic to another

6. For example . . . a phrase used to signal an illustration or sample of a particular point
7. Finally . . . a transition word used to signal the last of several points or subjects 

8. In conclusion . . . a phrase used to signal the summing up or final part of a presentation 

9. Whiteboard n. large, flat, white surface or board on which to write or draw with markers
10. Whiteboard marker a pen with a broad, felt tip for writing on whiteboards Microphone n. electrical instrument that one speaks into for amplification of the Pointer n. device (rod or electric torch etc) for indicating things on a map, screen etc Screen n. large, flat, reflective white surface on which films, slides etc are projected Visual aids n. things that one can look at in a presentation [eg: films, maps, charts etc] 
* Handout on Building Goodwill - Tone, Power, and Politeness – Chapter 2, Business And Administrative Communication – Seventh Edition – Kitty O. Locker
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