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t@ ralting points

1 Before you watch the video, think about an audience at a presentation.

What do they want to know at the start of the presentation?

What can a presenter do to get their attention at the start?

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

§ffi rne presentation

3 Sabine Kolbeck is giving a presentation to a group of people at Quartz Power
Group (QPG). As you watch her introduction, answer these questions about
her presentation.

1 Why is it a busy period for Sabine's audience?

2 who does sabine work for?

3 What does her company do for QPG?

4 Where is the company based?

5 What is her company able to do from their offices?

6 Her first point is about mobi|e techno|oqy. What
does mobile technology allow you to do?

7 What is her second point about?

8 what does she ask her audience?

9 When can the audience ask questions?
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,!ffi The expert view

4 Andrew is describing how the ABCD model can help you to introduce your presentation
and make a good first impression with the audience. As you watch, make notes about each
part of ABCD by answering the questions next to the ABCD model.

For a summary of the ABCD model, read the article on pages 53-54.

:iffi Analysis

5 HowwelldidSabineusetheABCDmodel?rick(/)ifsheusedeachpartoftheABCDmodel
and comment on the techniques she uses.

3& tneexpertfeedback

6 How does Andrew's analysis of the presentation compare with yours?
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focus

'_},ffi l ntroducing your presentation

'| Watch some extracts from the introduction to Sabine'5 presentation and

tick the expressions (A or B) that she uses to introduce her talk.

1 A Good morning and thank
you a|| [or conin9

2 A My presentation wiIl last

about twenty minutes.

3 A l represent the |T

consultancy Save lT.

4 A The purpose oí my
presentation today i5 to ,..

5 A These are the areas l'm

going to focus on today,

6 A My first point will be about

7 A Please feel free to interlupt
me.

B Right, everyone's here so lei's

sta rt,

B l'|| keep this as brief as I can.

1 work for the lT consultancy
Save lT.

Why am l here? Well, the
reason is that . . ,

|'ll cover three areas.

ln a minute I'|l explain in more
detai| ,..

Feel free to ask me any
questions as we go aIong.

l ntrod ucing you rself a nd esta bl ishin9 credibi l ity

2 As we have seen, in the introduction a presenter must establish their credibility.

Complete the sentences below that are used to introduce yourself.

charge involves based responsible work deal

'l Hello, my name's E|ena Howarth and l íor Rothmar Enterprises.

2 Rothmar is ___ in San Francisco but we have over one hundred branches worldwide.

3 | work in the UK office and am for the sa|es team in Western Europe.

4 My job Iiaising with regionaI sales representative5 on a reguIar basis.

5 | a|so with publicity and help to devise our sales p|an.

6 Later on, l'lI be handing you over to Michael Watkins who is in of production.

Stating your aims and intentions

3 lt is important to establish benefits and provide direction to the audience. You can do this

by clearly stating what you plan to achieve in the presentation. Read this introduction and

underline the phrases in which the speaker states their aims and intentions or provides

direction to the audience.

IodaV, l am ooino to cover three .nair area\, |-irst|y, l p an to 9ive you ar overv,ew of our

new security software.Then, l will expIain how it differs from the old one. And lastly, l intend

to demonstrate how it wilI operate on your |T network. My aim is to show you that oUr new

software has a number of improvements. I hope that by the end of the presentation you will

see that the new software wiIl bring considerab|e advantages to your company in terms of

increased security and ease of use. l'lI be showing you some exampIes of the software in action

throughout the taIk, so please make sure you can see the screen.The presentation will last

about thirty minutes and l'|| be takin9 questions at the end,

what benefits are mentioned in this introduction?
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Match the two halves of these sentences for stating aims and intentions.
'l Today,l'd Iike to taIk . --) a at some of the issues invo|ved in doing this.

2 Firstly, 'm going to loo[... \-- b aboutthe proposal to open a newfactory lnTurkey.

3 Then I intend to .,.

4 Ano lna||y, |'tI expIain .

5 My aim is ...

6 Note that l'|l be referring

c how to find a suitable Iocation for the factory.

d to the handout in front of you as we 9o,
e out|ine the potentiaI costs and savings.

f to give you an overview of the situation.

5 ln exercise 3, the speaker says that they will 'coyer three main areas'and give'an overvietý
of the new programme. ln presentations, we often use verbs that refer to speaking or
explaining. Replace the verbs underlined in the introduction below with these similar verbs.

hi9hli9ht _ take you through / 90 through
address give you an ove,view

This nornir^9, |'d Iike ro Idesctibe to you tl-e rrain ,e,uITs o'oul sLrvey. Hopelu Iy, this w;|,
2show 

)rou the basic facts of the situation and enab]e you to understand the key findings of
our report. |'m going to 3look at the main resu|ts one by one and, as we go aIong, wi|| adraw

your attention to those areas of your business which are in need of improvement. Finally, l'd
like to consider how these findings might he|p you to 5deaI with a number of concerns that
customers have raised during the course of our research.

Directing your audience about questions

6 Towards the end of the introduction, we normally give direction by telling the audience if
there will be the opportunity to ask questions during or after the presentation. Look at the
sentences below. Can questions be asked during, after or noť at all?

1 Fee| free to Stop me aS We go a|ong to aSk qUestions. _
2 There'lI be time after l've finished for questions

3 Please hold up your hand at any time if you have questions.

4 As we're short on time today, l'm afraid ] won't be taking any questions,

5 There'|| be the opportunity to ask questions at the end.

'\ffi Getting attention with pauses

7 Pausing helps you to emphasize key information and keep the audience's attention. Watch
the beginning of Sabinet presentation again and mark where she pauses with this symbol /.

Good morning and thank you alI for coming. / l understand that it's a particu arly busy period in

theyearforyou all saIes conferences |9atherso l'I keep this as brief as lcan. l knowtwo of you
here today from previous meetings but for those of you who don't know me my name's Sabine
Kolbeck and l represent the lT consu|rancy,Save lT.

8 Now practise reading the presentation in 7 aloud with appropriate pauses.

Recording yourself
'§í'hen you prepare a
presentation, it's helpful
to record yourself. Listen
afterwards and check that
you use pauses effectively.
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presentation task
Prepare and give the introduction to a presentation on one of these topics:
r ýoul,own company and the products or services it offers
. an area of research that you have carried out
r ýoul,background and what skiIls you can offer a potentiaI employer

Think about the following when you prepare it:
. who is your audience and why are you taIkin9 to them about this?
. what is the purpose of this presentation?
r what three points will you make in the presentation?

Use this basic structure for your introduction:
. weIcome the audience
. introduce yourse|f
. exp|ain the purpose of the presentation
. out|ine what you wiIl cover in the presentation
. m€ntion how |ong you wi|l ta|k for
. indicate when you wilI take questions

Alt€ínative píes€ntation

You have been invited to give
a píesentation to a gíoup
ofmanagers at a company
which is intefested in using
your company's product oí
service, They currently do
business with your biggest
competitoť who is slightly
cheaperthanyou, You
have heard, unoffi cially.
that your potential client
has had problems with the
quality of your competitor,
Prepare the introduction
to a píesentation about
the benefits of using your
company's product or service.
use the basic structure for
your introduction.

Remember that this is only the introduction so do not speak for longer than two to three
minutes. Try to use the ABCD model and refer to the Useful phrases below.

Ěaplaining the benefits
One way we feel that you may benefit is by ...
This will allow you to ...
§ile'd like to offer you ...
I hope that you will see / learn / discover ...

Referring to timing and giving direction
Please feel free to interrupt me with questions.
There will also be time at the end for questions.
So oyer the next twenťy minutes we're going to

look at...
In the next ten minutes I'll tell vou about ...

for your
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Analysis

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

self-assessment

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

1 What did ldo wel|?

Wha!:do l need to work on for next time?

}.''Whaťhavé'l learned from watching other people's presentations?

Did the presenter. . . ?

. welcome the audience t] o show understanding of the audience I. introduce him / herse|f ! . refer to questions and timing trr státe his / her aims and intentions !
Overall, how would you rate the speaker in terms of ABCD?

(1 : very good 2 = satisfactory 3 = stiIl needs a Iot of work)

After each answer, make notes on the reasons for your answer, or suggest ways in which the
pr€senter could improve in this area.

Get the audiences attention 1 2 3

Explain the benefits 1 ) 3

tstab|ishcredibility 1 ) 3

Providedirection 1 2 3


