
Contents

Preparation

• Developing an international viewpoint
• Preparing yourself, the person
• Putting yourself in your audience's shoes
• Organising facilities
• Your presentation structure
• How to prepare good slides

5

6
14
25
29
33
39

Greetings and introductions

• What to say when you enter
• Introducing your presentation well
• Introduction components
• Dealing with handouts
• Taking care oftechnical problems

41

42
45
48
53
55

gescannt durch

Bibliografische Informationen
http://d-nb.info/987217283

digitalisiert durch

http://d-nb.info/987217283


Main section: skills and techniques
• Fixing your body language
• Using your voice well
• Making transitions
• Explaining slides and diagrammes
• Business English terms
• Dealing with questions
• Handling interruptions and disturbances

Ending your presentation

• Making a good finish
• Ending components
• Saying goodbye

Jseful examples
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