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OFFICE SYSTEMS

UNIT GOALS:

1-EXPLAINING HOW TO USE COMMUNICATION TECHNOLOGY

2-TALKING ABOUT SYSTEMS AND PROCEDURES IN THE OFFICE
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WHAT OFFICE EQUIPMENT DO YOU NEED TO LEARN HOW TO USE ?
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 Like most offices, my office is a place where I can concentrate on my work and

feel comfortable at the same time. Of course, I have all the necessary equipment on

my desk. I have the telephone next to the fax machine on the right side of my desk.

My computer is in the center of my desk with the monitor directly in front of me. I

have a comfortable office chair to sit on and some pictures of my family between the

computer and the telephone. In order to help me read, I also have a lamp near my

computer which I use in the evening if I work late. There is plenty of paper in one of

the cabinet drawers. There are also staples and a stapler, paper clips, highlighters,

pens and erasers in the other drawer. I like to use highlighters to remember

important information. In the room, there is a comfortable armchair and a sofa to sit

on. I also have a low table in front of the sofa on which there are some industry

magazines.
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1. What do I need to do in my office?

A) relax   B) concentrate   C) study   D) read magazines

2. Which piece of equipment do I NOT have on my desk?

A) fax   B) computer   C) lamp   D) photocopier

3. Where are the pictures of my family located?

A) on the wall   B) next to the lamp   C) between the computer and the telephone     

D) near the fax

4. I use the lamp to read:

A) all day   B) never   C) in the morning   D) in the evening

5. What do I keep on the table in front of the sofa?

A) company reports   B) fashion magazines   C) books   D) industry magazines

Choose the correct answer based on the reading. 
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TRUE OR FALSE

DECIDE IF THE STATEMENTS ARE 'TRUE' OR 'FALSE' 

BASED ON THE READING

1. I work late every night. 

2. I use highlighters to help me remember important information. 

3. I keep reading materials that are not related to my job in the office. 

4. I don't need a lamp to help me read.

5. It is important to me to feel comfortable at work. True

False

False

False

True
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IF - WHEN

Use if + present for things that may or may not happen in the future

1-I have to go now . If my phone rings , just leave it as my voicemail is on.

( maybe it will ring , maybe not )

2- If he phones , tell him to wait me in the garden.

( maybe he will phone , maybe not )

Use when + present for things that will happen in the future

1-I have to go now . when my phone rings , just leave it as my voicemail is on.

(the phone will ring – I know)

2- when he phones , tell him to wait me in the garden.

(he will phone – I know)
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1- when I get home from work , I have a shower.

2- After I’ve had a shower , I usually make dinner.

3- Before I make dinner , I have a shower.

When these expressions refer to future actions , they are followed by a present tense

( not will        ):

1- As soon as a delivery arrives , call the warehouse manager.

2- Before you shut down your computer , log out of the system.

It is very common to use the present perfect with after and once:

1- (After \ Once) you’ve entered your PIN , you can access all your account details.    
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Time expressions 
( before , when , as soon as, once , after)



REMEMBER ..

You can begin the sentence with either the first or the second action.

For example :

When you arrive , turn on the heating.  (with a comma)

Turn on the heating when you arrive.    (without a comma)
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PHONE MESSAGES

UNIT GOALS:

1- ANSWERING THE PHONE AND TAKING MESSAGES

2- LEAVING PHONE AND VOICEMAIL MESSAGES 
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LISTENING                         

https://www.esl-lab.com/easy/phone-message/
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LANGUAGE FOCUS:

MATCH THE EXPRESSIONS 1-6 TO THOSE WITH A 

SIMILAR MEANING A-F                  

1. Can I have your name, please?    

2. Just a moment , please  

3. I will put you through

4. This is tony Markham               

5. His line's busy right now

6. Would you like to leave a message?

a) Can you hold, please?   2

b) He is on another call at the moment  5

c) Can I take a message ?   6

d) May I ask who's calling ?   1

e) Tony Markham speaking   4

f) I will connect you.   3
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EXPLORING

1. Peter calls a colleague , Gemma , to tell her about a report he has written 

.Gemma is not in her office today.

a) Leave a message explaining everything.

b) Ask the receptionist to get the other person to call back.

c) Leave a message about the general situation but send the details as an email.

14



1.The caller wants:

a. to leave a message

b. to speak to Ms Stone

c. to speak to Ms White

2.The caller can't speak to Ms Stone because:

a. she isn't in her office

b. she's speaking on another line

c. Barbara White is in her office

3.The caller decides:

a. to leave a message

b. to speak to another person

c. to ring again later
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READING
DISCUSS THESE STATEMENTS ABOUT MAKING PHONE CALLS. 

WHICH ONE DO YOU THINK IS A GOOD ADVICE ?

1- Make a note of the things you want to talk about .

2- Phone at lunchtime .

3- If the other person already knows you, don’t say your name.

4- If you get through to someone's voicemail, don’t leave a message.

5- Say the name of your company in a message.

6-Just leave a short message.
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Shannon and Katie’s Voice Mail Message 

Hello! You've _____________(1) Shannon and Katie. We're not _____________(2) to 

take your call _____________(3) now, but if you leave us a _____________(4) after the 

_____________(5) we'll _____________(6) back to you as soon as _____________(7) . 

Thanks for _____________(8) and have a great day. 

Questions: 

1. Shannon did not say that she was not home. Why not?

2. When did Shannon say to leave your message? 

3. When did Shannon say she would return calls? 

right      get     message       tone     available       reached    
possible      calling

Reached 
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Available 

right message

tone Possible get

Calling 



ACTIVITY

Now its your turn. Make a voice mail message in English. 
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APPOINTMENTS

Making & Changing appointments 
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Receptionist: Good evening.

Linda: Good evening, I'm Linda Baker from Green &Blue. I have an 

appointment with Mr. Handerson at five o'clock.

Linda: We spoke over the phone earlier.

Receptionist: Yes, let me check. Please take a seat in the hall.

: (few minutes later)

Receptionist: Mr. Handerson will be with you in a few minutes. 

Would you like something to drink?

Linda: No, thank you.

WHAT TO SAY WHEN YOU ARRIVE TO YOUR APPOINTMENT ?
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HTTPS://WWW.ESL-LAB.COM/INTERMEDIATE/MEDICAL-ADVICE/
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What is the man's name?

1-Ronald 

2-Russell

3-Randall
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From the conversation, how did the man probably find out about Dr. Carter?

1. A friend referred him to the office.

2. He saw the office on his way home.

3. He found the number in the phone book.

LISTENING 
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When does the man have his appointment?

1. Tuesday

2. Wednesday

3. Thursday
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The man injured his ankle when ______.

1. a car hit him

2. stepped in a hole

3. fell from a ladder
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The receptionist suggests that the man _____.

1. Take a few days off work

2. Come into the office

3. Put some ice on it
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UNIT 9 : MEETINGS 

Unit goals : 

1- Organizing meetings 

2- Taking part in meetings  
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True or false:

1- prepare and set agenda are some of the stages to plan and execute an 

effective meeting

2- at the set agenda stage , you should identify the group leader

3- at the end of the meeting , you shouldn't thank all the participants for 

their time and cooperation  

True

True

false
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4- to conduct a meeting successfully we need to pay attention to the time. 

5- you don’t have to make introductions and review the agenda. 

True

False
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6 THINGS TO DO BEFORE EFFECTIVE MEETINGS

1. Is the meeting needed?

2. No clear purpose, no meeting

3. No unnecessary attendees

4. Choose the right duration

5. No preparation, no meeting

6. No agenda, no meeting
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UNIT 10 : NEGOTIATING 

UNIT GOALS:

1- NEGOTIATING WITH COLLEAGUES

2- NEGOTIATING WITH OTHER COMPANIES 
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WHICH OF THESE THINGS DO YOU 

THINK ARE MOST IMPORTANT FOR A 

SUCCESSFUL MEETING WITH A 

POSSIBLE NEW CLIENT ?

The programme of the day 

An agenda for the meeting

A staff list

Business cards

Product brochures

Price lists

A presentation

A tour of the office\factory

Lunch 

Tea and coffee 
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NEGOTIATING WITH COLLEAGUES 
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NOW..

IT’S 

YOUR 

TURN

Share an example of  :

1. offering to do something

2. Asking someone to do something

3. Accepting a task

4. Rejecting a task 
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BUSINESS NEGOTIATIONS 
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VOCABULARY 
MATCH THE ADVERTS 1-6 TO THE SENTENCES A-F

1- 10% Discount

2- 60 days credit terms

3-Free service contract

4- Extended Warranty

5- Fast delivery

6-No shipping costs  

A- We can bring it to you in two days 

B- We will repair the product free

C- We will reduce the price

D- You don’t have to pay for 60 days

E- You don’t pay anything for us to send it to you

F- We will repair the product free after the guarantee ends

C

D

B

F

A

E
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If you pass the exam  , I will give you a present.

I will give you a present if you pass the exam. 

If I pass the exam , will you give me a gift ?

If you don’t pass the exam , I won’t give you a present. 
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________________ , I will give you a present.

I will give you a present ________________. 

________________ , will you give me a gift ?

If you don’t pass the exam , I _____ give you a present. 
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NOW ☺ IT’S YOUR TURN                            

Share an example of our new grammatical rule ..
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UNIT 11 :MONEY

PART 1 

UNIT GOALS :

EXCHANGING MONEY AND  USING NUMBERS

PAYMENT METHODS 
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MONEY SAVING TRICKS FOR STUDENTS

1-Buy or rent used textbooks and sell last semester’s books back.

2-Limit the number of times you eat out monthly.

3-Always pay bills on time to avoid late fees

4-Walk, use public transportation or ride a bike instead of having a car.

5-Shop where they offer student discounts.

6-Sell what you no longer use or need.

7-Don’t buy unnecessary school supplies.

8-Skip expensive spring break and summer trips.

9-Never take out a loan for anything that's unrelated to your education.

10-Avoid buying name brand items.

Which tip is the best in your opinion ? 
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Write these numbers in figures

1-One hundred and seventy-eight

2-Four hundred and twelve

3-Six hundred and eleven

4- Three hundred and thirty two

5-Five thousand and eight hundred
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HOW MANY CURRENCIES DO YOU KNOW ?
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WHAT IS YOUR COUNTRY CURRENCY ?

Saudi Riyal

SR
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MATCH THE CURRENCIES TO THEIR PLACES

dollar

dollar

peso

yen

poundrand

lirarouble

franc

kron
a

60

peso

euro
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PAYMENT METHODS



PAYING BY CREDIT CARD
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1- Paying by credit card              

Can I have the card number please ?

What is the expiry date ?

Is the card in your name?

What’s the cardholder’s name please ?

Can I have the security number ?               

Asking about payment details:              
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ASKING ABOUT PAYMENT DETAILS :

2- paying by bank transfer

What’s the account name ?

Ok , what’s the sort code?

And the account number?

Could I have the name and address of your bank ,too ?

And do I need to quote a reference number ? 
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ASKING ABOUT PAYMENT DETAILS              

3- paying by cheque

Can I pay by cheque ?

Do you take cheque ?

Who do I make it out to ?

And how much was it again ?
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EXERCISES 
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MONEY SAVING TRICKS FOR STUDENTS  

TRUE OR FALSE
1-Buy or rent used textbooks and sell last semester’s books back.

2- Don’t pay bills on time to avoid late fees

3- You should have a car instead of walking or using public transportation. 

4- Don’t buy unnecessary school supplies.

5- It’s okay to take out a loan for anything that's unrelated to your 

education.

6- You have to buy name brand items.

True

False

True

False

False

False
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COINS – NOTE – PRIZE MONEY – SELL - BUY  

Buy Note Sell 

Prize money  Coins  
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WRITE THESE NUMBERS IN FIGURES 

1- three hundred and seventy seven

2- thirty two

3- one million

4-eight thousand and five hundred

5- six hundred and seventy eight

6-ninety

377

32

8500

678

90

1000000
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ROLE-PLAYING
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Paying by credit card              

Can I have the card number please ?

____________________________

What is the expiry date ?

____________________________

Is the card in your name?

_____________________________

What’s the cardholder’s name please ?

_____________________________

Can I have the security number ?

_____________________________               

Asking about payment details:              
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ASKING ABOUT PAYMENT  DETAILS              

paying by cheque

Can I pay by cheque ?

_____________________

Who do I make it out to ?

_____________________

And how much was it again ?

_____________________

72



UNIT 12 : MARKETING
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MARKETING COVERS MANY AREAS                            
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SOCIAL MEDIA MARKETING

platforms like Facebook, Instagram, LinkedIn, and Twitter, brands can promote their 

business and engage with audiences on a more personal basis.

However, with social media, two things are key to success: relevant content and 

consistency.

No one logs on to social media looking for something to purchase, it's important to 

balance promotion with entertainment. Compelling images and captions that encourage 

your audience to like, share and comment will bring your brand that much closer to 

gaining a customer.

Now onto consistency – it's what keeps your followers coming back. How can they get 

invested in your brand if they rarely see it on their timeline? To make publishing content 

across platforms easy, there are a number of social media tools that automate the 

process.
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TRUE OR FALSE 

 With social media, two things are key to success: relevant content and 

consistence.

 In social media marketing ,it’s not important to balance promotion with 

entertainment.

 Now onto consistency – it’s not what keeps your followers coming back.

 Platforms like snapchat and twitter brands can promote their business and 

engage with audience on a more personal basis. 

True 

False 

True 

False 
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 With social media, two things are key to success: relevant content and 

consistence.

 In social media marketing ,it’s not important to balance promotion with 

entertainment.

 Now onto consistency – it’s not what keeps your followers coming back.

 Platforms like snapchat and twitter brands can promote their business and 

engage with audience on a more personal basis. 

True 

False 

True 

False 
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QUESTIONS TO IMPROVE YOUR SOCIAL 

MEDIA MARKETING

 What are your users talking about on social media?

 What types of support requests or complaints are coming in?

 How are you utilizing the feedback you receive on social media to shape 

the product?

 What type of content performs best on each social channel?
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FILL IN THE BLANKS 

1- She enjoys _________ (study) Marketing.

2- You should avoid ________(smoke) , because it’s bad for your health.

3- The company is considering _______(hire) new employees .

4- My children practice _______(write) a short story.

5- I want _______ (sleep) early today.

6- My parents are planning ________ (travel) this summer.

7- Ahmed plans _________ (eat ) healthy food.

8- They decided _______ (read) a book about advertising.

9- My father needs_______(see) a doctor.

10- Our homework needs ___________(evaluate).

11- My friend likes _______(draw) everyday.

12- We would like _________(meet) you next Friday.

studying 

smoking 

hiring

writing

to sleep

to travel

to eat

to read

to see

evaluating

to draw

to meet
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NETWORKING

UNIT GOALS:

1-MEETING PEOPLE AND MAKING CONTACTS

2- FOLLOWING UP
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WHICH OF THESE ARE GOOD PLACES TO MEET 
PEOPLE FROM OTHER COMPANIES ?

▪ Parties 

▪ Restaurants 

▪ Sports clubs 

▪ Conferences 

▪ Professional organizations 
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1-What is networking ?

a- using the internet at work

b- Making computers

c- meeting business people socially

2-Why network ?

a- to earn salary

B- to make useful business contacts

C- to find out important information 

3-What is “personal networking” ?

a- making contacts through friends and family 

b- making special computers for individuals 

C- visiting websites not related to work
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SO .. 

1- What is networking ?

2- What are the advantages of networking?
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EIGHT STEPS TO BETTER NETWORKING 

1- Prepare and learn a 30-second description of what you do.

2- Always have some business cards with you.

3-Talk to as many people as possible at social functions.

4- Talk to a mix of people you know and people you haven’t met before.

5-Listen carefully to people’s introductions , and ask direct questions 

about them.

6- keep good records of your contacts , their work and interests.

7-Help contacts with their problems.

8-Always follow up a meeting with a phone call or email.
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TRENDS

• TALKING ABOUT CHANGES AND TRENDS

• DESCRIBING AND PREDICTING PERFORMANCE 
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A TREND IS A GENERAL DIRECTION INTO WHICH SOMETHING IS 

CHANGING, DEVELOPING, OR VEERING TOWARD.
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PRESENTING INFORMATION 

Giving a progress report & presentation 
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What is a progress report?

▪ A progress report is a type of business writing designed to update someone on various

tasks of someone else. It's written for managers, project stakeholders, leadership, or

company-wide updates.

 A progress report is a formal, documented, and structured way of keeping people in

the know. There are many types of progress reports out there, email ,PDFs, business

letters, a google doc and the list goes on.
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AN EXAMPLE
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HOW TO WRITE A PROGRESS REPORT?

Names, dates, and departments

▪ It's best to start any progress report off with the essentials. These 

essentials include the reporter's name, the manager's name, the 

department, and any essential dates. Dates can be the reporting period or 

the date the report is submitted.

Department goals

▪ Next up with your progress report, you'll want to remind the reader of the 

greater department goals. In doing so, it will guide the report and give the 

reader an idea of the reasons behind the projects listed.
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Top-level progress overview

 Next up, you'll want to include an overview of the progress you've made across your 

projects and goals. Best displayed using a percentage, numbered problems or 

overdue projects, and a couple of supporting sentences.

Progress breakdown

 After the above, you're diving into the thick of the report. This part will explain each 

project you're working on, the objectives of the project, and the progress made. 

 It will also discuss problems encountered along the way, and the level of completion 

as a percent.

HOW TO WRITE A PROGRESS REPORT?
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HOW TO GIVE AN EFFECTIVE PRESENTATION ?

Keep the Audience in Mind

 Giving an effective presentation means working with both the audience and the topic. It’s 

important to know how to relate to who you are communicating with in order to get through 

to them.

Stay Organized and Focused

 Being organized is another important part of effective presentations. Using note cards with 

clearly written points is a good way to remember what you want to say and in what order. 

Practice using them beforehand, and make sure they’re in order to avoid shuffling around in 

front of the audience. They should include main ideas and prompts rather than the entire 

speech written out. Simply reading word-for-word makes it very difficult to look up at the 

audience, and eye contact is a big part of relating to the audience.
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HOW TO GIVE AN EFFECTIVE PRESENTATION ?

Utilize Visual Aids

 Visual aids can add another dimension to a speech, and they can be used for any topic. Pictures, 

PowerPoint presentations, and other types of props are a good way to hold the audience’s 

interest.

Back Up Your Argument

 To convince an audience of something, or to get them to listen to your point of view, it’s essential 

to back up your argument. One effective way to be believable is to use statistics and mention 

where they came from. Audiences usually respond to numbers and other solid information in 

speeches when it comes from a reputable source. The most credible sources are usually 

considered to be government agencies, universities, and other well-established organizations that 

are relevant to the subject matter.
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Stick to a Logical Structure

 Part of backing up an argument is giving a speech with a logical structure. People are

more likely to be persuaded when topics are covered in an order that makes sense.

Jumping around too much causes confusion, and it makes the audience more likely to

tune out. Being able to stay on track with a beginning, middle, and end that include

clear points makes the speaker sound more credible.

HOW TO GIVE AN EFFECTIVE PRESENTATION ?
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LANGUAGE FOR PRESENTATIONS

1-Greeting the audience

Good morning/afternoon, ladies and gentlemen.

Good morning/afternoon, everyone.

2-Expressing the purpose

My purpose/objective/aim today is...

What I want to do this morning/afternoon/today is...

I'm here today to...
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3-Giving the structure

This talk is divided into four main parts.

To start with/Firstly, I'd like to look at...

Then/Secondly, I'll be talking about...

Thirdly...

My fourth point will be about...

Finally, I'll be looking at...

LANGUAGE FOR PRESENTATIONS
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4-Giving the timing

My presentation/talk/lecture will take/last about 20 minutes.

5-Handling questions

At the end of my talk, there will be a chance to ask questions.

I'll be happy to answer any questions you have at the end of my presentation.

LANGUAGE FOR PRESENTATIONS
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6-Visual aids

As you can see here...

Here we can see...

If we look at this slide...

This slide shows...

If you look at the screen, you'll see...

This table/diagram/chart/slide shows...

I'd like you to look at this...

Let me show you...

Let's (have a) look at...

On the right/left you can see...

LANGUAGE FOR PRESENTATIONS
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7-Transitions

Let's now move on to/turn to...

I now want to go on to...

This leads/brings me to my next point, which is...

I'd now like to move on to/turn to...

So far we have looked at... Now I'd like to

LANGUAGE FOR PRESENTATIONS
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8-Giving examples

Let me give you an example...

such as...

for instance...

A good example of this is...

9-Summarizing

What I'm trying to say is...

Let me just try and sum that up before we move on to...

So far, I've presented...

LANGUAGE FOR PRESENTATIONS
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10-Concluding

Let me end by saying...

I'd like to finish by emphasising...

In conclusion I'd like to say...

Finally, may I say...

11-Closing

Thank you for your attention/time.

Thank you (for listening/very much).

12-Questions

If you have any questions or comments, I'll be happy to 
answer them now.

If there are any questions, I'll do my best to answer them.

Are there any more questions?

LANGUAGE FOR PRESENTATIONS
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