
Structu ri §,l§ y*u r pr*§*ntation
ln this unit:
. using the Core

structure
. guiding your

audience

;,§iĚ Talking points

3 Before you watch the video, consider these questions.

What can make a presentation difficu|t to understand]

Do your presentations norma||y have a typicaI structJr.,] ,.'l',lat ls it?

2 While you watch other people talking about the questions above, compare their experience
with yours.

;#ff The presentation

3 Marcus Stevenson, the Managing Director of the company Quartz Power
Group, is talking to the heads of department about relocating the company's
headquarters to another site at the town of LittIemore. As you watch, decide
if the statements below are true (T) or false (F).

1 The first point oí his presentation is about dates and schedu e. I / a

2 The second point is about changes to work ng pl.rct]ces, T / a

3 The third polnt is about the cost of reiocation. I / F

4 They have twe|ve months to Comp ete the relocatron, I / F

5 The ast department to r.ove wil| be Marketing, I / F

6 Managers wi ] need to decide the dead]ines for their departments. T / F

7 Pau| will be in charge of managing the flexitime po|icy, T / a

8 The biggest concern for the mana9ers is the dead ine for reIocation. I / a
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tE The expert view

4 Before You watch Andrew describe how to structure a presentation, consider the questions
below.

The Core Structure is a useful way to structure a presentatlon. Look at the illustration be|ow.
At which stages of the Core Structure do you think that you .

a tell the audience what you're going to te|l them?

b tell the audience what you've told them?

c te|| the audlence your key points?

The core structure

While you watch Andrew talk about structuring a presentation, check your answers about
the Core Structure and make notes about the following questions.
1 How much of your presentation wiIl the audience probably remember?

2 ln the Core Structure, how many times do you repeat your key messages?

3 WhY is it important to announce the beginning and ending of each section? What two
things does it achieve?

4 ln what ways can you show that one section is ending and another one is beginning?
5 Andrew recaps three important points. What are they?

]

2

3

For a summary of the Core Structure, read the article on pages 52-53.

6 While you watch Marcus's presentation again, evaluate his performance with this checklist.

The presentef ...
uses the core structure

tells the audience what het going to tell them

guides the audience from one message to the next

n
tr
tr
!
!

changes his physical position to signal the end of a point

recaps the main mes§age of a section to remind the audience

Is there anything you think the presenter could improve ?

.§ffi The expert feedback

7 How does Andrew's analysis of the presentation compare with yours?
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La ng uage focus

l§re Structuring a presentation

l ln his Presentation, Marcus uses the expressions below to guide the audience through the
presentation. Match them to the correct section of his presentation.

That is the end of my presentation ..,

Now today ld like to talk to you about .,.

This brings me to my second point.

|'m going to go through three points.

That more or less covers ...

Let's move on to the last point ...

Let's leave that there for now shall we?

5o let's start with ...

First of all, l'll talk about ...

Secondly, l'll cover ...

And finally, l want to discuss .,.

2 Now watch the presentation and check your answers.

Announcing the beginning and end of a message
3 As Andrew exPlained, You need to guide your audience by clearly introducing and ending

a message and also bY moving from one message to another. Look at the phňses in the
Messages section of the table in 1. put them in the correct category below.

Now look at some more Phrases for guiding your audience. Add them to the correct part of
the table in 3.

Moving on (from ... ) to Now let s look at . . . Now ld like to consider . . .

That was my first point. Next l'd like to . That covers all l wanted to say about ...
Turning now to l'd like to begin by (examining) ... That's enough about .
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Read these sentences from different presentations.
Replace the underlined phrase with an expression from the
table in 3.

1 First of al|, l'd like to start by taIkin9 about our new software
and showinq you how it works.

2 So l've told you how our new services work and now
|et'S €Xamine some of the benefits they'|l bring to your
Company.

3 That's a|| l wanted to say aboutthe cIosureof our plant in

lreland. So turning now to a mor€ cheerful topic, l'd Iike to
taIk about ...

4 That more or less covers Iast month's saIes results so now l'd

like to consider my third and final point: our saIes strategy
forthe coming year.

5 l've spoken enough about the sales targets for next year so
|'l| |eave that there.Turning now to our current operation .,.

2

*rca,§

5ignposting

6 ln his introduction, Marcus uses'signposting'phrases that guide the audience and describe
the structure of his presentation. For example:

'First of all, l'll talk about the key dates. Secondly, l'll cover some potential changes . . . And frnally,
lwant to dtscuss how the plan should be presented to all the staff ,,,'

He also tells the audience what he's told them:
'So, to sum up, the key ťo keeping people onside is openness and ...'

Match the'signposting'words on the left with the phrases on the right with the same
meaning. ln some cases there is more than one answer.

1 Last of all

2 First|y / First of a||

3 ln conclusion

4 Next

5 To sum up

a To begin with /To start with

b To recap

c Second|y/ lhird|y, elc.

d To conc|ude

e FinalIy / LastIy

Structuring your presentation

il
So ...,Well ..., OK...,
Now ..., Right ...
'we often use these words
in presentations to:
. fill a moment of silence

while you pause to
think about your next
point.
introduce the transition
to the next point.
stop the audience
talking so that they
listen to you.

la
i],"-.§'rr ,.

.\*

Complete the introduction and conclusion below using the phrases in 6. ln
some cases there is more than one answer.

|'m going to talk about three main points. ' , |'d |ike to
|ook at some of the prob|ems of introducing a flexitime scheme for your
company. 2 l intend to outline the advantages for your
staffand business. And 3 |'|| 9o through how our frrm can
help you to impIement such change. Note that l'|| be referring to the handout
in frorl olyou as we 90 . .

so,4 we've looked at how this scheme would
affect your working practices. We've out|ined how these changes might be
implemented and l've taken you through what my company cou|d do to
help you with this process.5 l'd just Iike to point out that
whi|e change may cause prob|ems in the short term, in the long run l be|ieve
it wilI bring significant benefits, Now, does anyone have any questions?

'§,Ť
:iř*::1§
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presentation task
prepare a short presentation. you can use a presentation you have given in the
past or one that you are going to give. Make notes in this table.

lntroduction - What is the main purpose of your presentation? What
three points are you going to talk about?

Message 1?

Message 2?

Message 3?

Conclusion - What were your three points? What do you want your
audience to do next?

Your presentation is about five minutes long. Try to use some of the useful phrases listed
below.

Alt€mBtive task
lf you do not have a
current presentation, think
of a changeyou would like
to make in your workplace.
lnclude:
r lntroduction - what

change aíe you going to
make?

r Message 1 - Why do
you need to make this
change?

r Message 2 - How will it
be implemented? What
will managers and staff
need to do?

r Message 3 - What are
the key dates and basic
schedule for it?

r conclusion

Ending a mes§age

So, that covers ...
Lett leave that there.
That's everything I want to say about
That's all I wanted to say about ...
So, I've reached the end of ,,.

Ending and concluding
That's the end of my presentarion.
§o, we've looked at l taIked about ...
As I have pointed out ...
To sum up ...
In,conclusion ...
Do you have any questions?
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Analysis

Use this analysis form as a checklist when you prepare your presentation. lf you are workin9
with other people on a course/ ask someone to complete it for you while they watch your
presentation.

The introduction
. was the main pur

. Did the presenter

lmprovement notes:

Message 1

. Did the presenter introduce the first message?

. Did he / she clear|y end the first message?

lmprovement notes:

Message 2

. Did the presenter move on to and introduce the second message?

. Did he / she clearly end the second message?

lmprovement notes:

Message 3

. Did the presenter move on to and introduce the third message?

. Did he / she clear|y end the second message?

lmprovement notes:

conclusion
. Did the presenter summarize what he / she said ln each message?

. was it clear what the presenter wanted the audience to do as a resu|t oíthe presentation?

Improvement notes:

self-assessment

After your presentation, spend a few minutes thinking about your performance and make
notes about the questions below.

'l What did l do well?

2 what do l need to work on for next time?

3 What have l learned from watchin9 other people's presentation5?

pose of the presentation clear?

tell the audience whai he / she was goinq to ta|k about?


