HOW TO MAKE A PRESENTATION 
(prepared by Halina Sierocka)

Here are 9 Top Tips for Speaking in Public. 
1. Don’t make your presentation too long.

2. Don’t have more than four or five main points

3. Even if something distracting happens try not to lose your concentration.

4. Always be punctual: start on time and try to finish on time.

5. Get to know as much as possible about your audience beforehand. 

6. Try not to repeat yourself too much.

7. Be careful not to speak too fast.

8. Practise your presentation beforehand.

9. Make sure the equipment you need is working properly before you start.

When people give a talk, it is a good idea to divide the text you say into small chunks, with a brief pause between each chunk. Practise the beginning of a talk with appropriate pauses which are marked as (/) in the text). 

Good afternoon everyone / and thank you for coming. / I’m going to talk to you today about one of my hobbies, / collecting comics. Since I was a child I’ve been mad about comics and comic books / I started reading Asterix when I was seven or eight. / Later when I was a teenager / some friends at school introduced me to Manga / which are Japanese comics. / I’ve been collecting them now for about five years / and I’m also learning to draw them. 
Here are some examples of greatest speeches of the 20th century. Listen how the speakers take their pauses to stress the content and attract the listeners’ attention. 
https://www.youtube.com/watch?v=5110UES-QzE 

Watch the video to get more tips how to give a good presentation in English.

https://www.youtube.com/watch?v=fXVoT7VMCpM 

Now you need to learn some useful vocabulary. Here are some expressions which might be helpful to prepare in your presentation. Match the headings with appropriate phrases.
· Beginning a new section of the presentation

· Closing a section of the presentation

· Concluding and summarising the presentation

· Dealing with (difficult) questions

· Explaining that there will be time for questions at the end

· Finishing and thanking

· Introducing yourself

· Introducing your presentation

· Inviting questions

· Referring to a previous point made

· Starting the presentation

· Welcoming

dd
_______________

    Good morning and welcome to [name of company, name of conference hall, hotel, etc.].

    Thank you all very much for coming today.

    I hope you all had a pleasant journey here today.

_______________

    My name is Mark Watson and I am responsible for … .

    My name is Mark Watson from [name of company], where I am responsible for … .

    Let me introduce myself; my name is Mark Watson and I am responsible for … .

_______________

    The purpose of today’s presentation is to … .

    The purpose of my presentation today is to … .

    In today’s presentation I’d like to … show you … . / explain to you how … .

    In today’s presentation I’m hoping to … give you an update on… / give you an overview of 

    In today’s presentation I’m planning to … look at … . / explain … .

You can also outline your presentation to give the audience a clear overview of what they can expect:

    In today’s presentation I’m hoping to cover three points:

    firstly, … , after that we will look at … , and finally I’ll … .

    In today’s presentation I’d like to cover three points:

    firstly, … , secondly … , and finally … .

_______________

    If you have any questions you’d like to ask, please leave them until the end, when I’ll be happy to answer them.

    If there are any questions you’d like to ask, please leave them until the end, when I’ll do my best to answer them.

_______________

    To begin with …  /     To start with … .

    Let’s start by looking at … .

    Let’s start by looking at … .

    I’d like to start by looking at … .

    Let’s start with / start by looking at … .

_______________

    So, that concludes [title of the section] … .

    So, that’s an overview of … .

    I think that just about covers … .

_______________

    Now let’s move on to … .

    Now let’s take a look at … .

    Now I’d like to move on to … .

    Next I’d like to take a look at … .

    Moving on to the next part, I’d like to … .

    Moving on to the next section, let’s take a look at … .

_______________

    Well, that brings us to the end of the final section. Now, I’d like to summarise by … .    That brings us to the end of the final section. Now, if I can just summarise the main points again.

    That concludes my presentation. Now, if I can just summarise the main points.

    That’s an overview of … . Now, just to summarise, let’s quickly look at the main points again.
_______________

    Thank you for your attention.

    That brings the presentation to an end.

    That brings us to the end of my presentation.

    Finally, I’d like to finish by thanking you (all) for your attention.

    Finally, I’d like to end by thanking you (all) for coming today.

    I’d like to thank you (all) for your attention and interest.

_______________

    If anyone has any questions, I’ll be pleased to answer them.

    If anyone has any questions, I’ll do my best to answer them.

    If anyone has any questions, please feel free to ask them now.

    If anyone has any questions, please feel free to ask them and I’ll do my best to answer.

_______________

    As I mentioned earlier … .

    As we saw earlier … .

    You may recall that we said … .

    You may recall that I explained … .

_______________

    I’ll come back to that question later if I may.

    I’ll / We’ll come back to that question later in my presentation.

    I’ll / We’ll look at that point in more detail later on.

    Perhaps we can look at that point at the end / a little later.

Other phrases and key presentation language

· briefly 
‘very quickly’

· take a look at 
‘look at’

· take a brief look at 
‘quickly look at’

· return to 
‘go back’, ‘explain again’

· I’ll outline 
‘I will explain’

· here we can see 
to draw attention to a specific point on a slide

· as you can see here 
to draw attention to a specific point on a slide

· (let’s) move on to 
to start a new subject

· (let’s) continue with 
to start a new subject

· (let’s) continue by looking at 
to start a new subject

· to illustrate this point 
when giving an example
It is worthwhile to learn some bad and good examples too
https://www.youtube.com/watch?v=V8eLdbKXGzk 
Now it is your turn to present. Choose one of the topics given below and make a five-minute presentation. 


1. How to sell a house in Poland

2. The bad and good sides of being a lawyer

3. Murphy’s law works!

4. How to deal with coronavirus isolation

5. Apple vs Android

6. How to keep Mum / Dad / Sister / Brother off the Facebook / Instagram / Tinder
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