KNSWER. IKEY .

Instruction 5 Move on to the second solution
and outline it.

Your response ...

Model version So, let’s look at the second
solution which is to recruit
extra permanent staff.

Instruction 6 Move on to the weaknesses and
state them.

Your response ... .

Model version With this option there are
some disadvantages. It will be
more expensive, And we’ll
also lose some of our
flexibility to adapt to
changing market conditions,

Instruction 7 Counterbalance these weaknesses
by stating the benefit.

YOUF TESPOTISE ..ovooiiiiiiiiiies e

Model version On the other hand, recruiting
permanent staff will giveusa
major opportunity to create a
really effective team of
specialists.

D How to create interest

DI =

Extract 1

A major drawback is the vast amount of
duplication which is going on in the data centres
~ duplication of systems time, duplication of
equipment, and last but not least, duplication
of skills,

Extract 2

Although the present organisation of your
computing facilities offers some benefits, it is not
working to maximum efficiency.

Extract3

We can see no need for change in the
manufacturing data centres, and we propose that
you leave them as they are. However, we do see
amajor need for a change in the administrative
data centres.

Extract4

So, now let’s look at the third option, to organise
anew data centre for European operations.
We're not suggesting that you build your own
data centre. That would be too expensive. But
what we are proposing is that you sub-contract
all your administrative computing requirements
to a computer services company.

D1

See the tapescript D| above. The missing words are in
bold.

D2

It is costing a lot of money.

We are not recommending any major changes.
The company sees 1o need for change,

We do see a need for change.

Personnel did know about it before.

1do think it’s very expensive.

‘What we're suggesting are cuts in production.
‘What they propose is a major reorganisation.
What is needed is more investment not cuts in
investment.

We need to reduce production costs, and we also
need to reduce packaging costs.

D3.1 B

As we've seen ~ we do have serious staff problems in
our international loans department. — So — what I'm
proposing _ is to recruit two full-time staff — What are
the benefits? ~ First _ it will improve morale in the
department _ Second _ it'!l produce a more stable
team, _ Last but not least _ it will give our staff more
time for customer contact.

D3.1

See the tapescript D3.1 above. The pauses are
marked .

D3.2 &5 Model version

a. There's no need to change the date of the product

launch.

b, We can keep our salés and administration
departrents separate, but we do need to have
them in one focation.

. Maintaining a separate research centre in Milan is

not the most effective solution.

What | propose is to relocate all research and

development to our factory in Frankfurt,

. Building the plant in Spain has clear advantages. it
wilt give us a foothold in Spain, it will give us access
to a skilled workforce, and fast but not least, it will
give us a new factory, and all at a relatively low cost.
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- Referring to visuals

Preparation
What to say Preparing the audience for a visual

How o organise information  Summarising visual information

O o o ox

How to create interest Focussing your audience’s attention on

particular features
E  Activities

A Preparation

R R I P
LR R T R T

A good presentation which includes visuals will be much mo
Visuals help to:

— focus the attention of your audience
— illustrate points which are hard to visualise

re effective than one without,

- reinforce your main ideas
' - involve and motivate the audience
Itis most important to introduce and integrate your visuals smoothly.

Look at the two pairs of visuals below and say which of each pair is more effective. List
your reasons, then check with the comments in the key.

!
. 2,
O O O OT O, O O 0.

ARGUMENTS TO SUPPORT LONDON CAMPAIGN TO
STAGE THE OLYMPIC GAMES IN THE YEAR 2000

WHY LONDON SHOULD STAGE
THE 2000 OLYMPICS

© London has a strong tradition for hosting
the Olympic games - already done so in
1908 and 1948,

e There are many very well known sporting
venues in the city, e.g. Wembley, Wimbledon,
the Royal Albert Hall and Alexandra Palace,
as well as major football stadiums,

© The city has planied many new sporting
facilities.

¢ If London is the centre for the 2000 Olympic

games it will be an excellent public relations

and marketing opportunity.

e Strong Olympic tradition

® Many existing world famous
sporting venues

© Many new sports facilities planned

@ Excellent promotion for the capital

|
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Refernng to visuals

Notice how he draws the audience's attention to each slide before he gives any detailed

3. 12 comments on it.
Trading Profits over -5m = . o . .
s yeargperiod 20 $12.2m As you listen, complete the missing words in the extract, then read the notes on the right.
m
. $12m - : $121m
Tading Profs in S $11.9m Extract | Nores
miitions Sm -
- . Prepares the
$11m ] position for maternity leave in France and in Switch Electronics.  audicnce for the
vissal below
$10.5m
$10m Vyea' lyear2 year3 year4 year$

FRANCE SWITCH ELECTRONICS

Sl A Trading Profits

over 9 years 16 weeks 16 weeks
6 weeks before birth 6 weeks before birth
10 weeks after birth 10 weeks after birth

Salary at 84% Salary at 100%

Extract 2

States the
pitrpose of the
-- how much maternity leave women can ex pect in visial

F

....................................... . and in Switch Electronics

B What to s

B! Focus ) . Extract 3
Alarge American electronics company, Switch Electronics, has operations all over th?
world. The company already has a European plant in France butis planning to setupin -~ f theslide  Fxpands oit the
another £ county ion about you what the situation is for f?;'::i,;;‘( e
A member of the Hurman Resources Department has prepared a preseptatlon abou salary entitlement,
conditions concerning maternity leave, child benefit and other benefits in France
compared to other EC countries. ) Extract 4
Context A company meeting. ] . to the next slide, l‘)z’;t‘f‘/c.\'(/:a" ”
Audience Other staff in Human Resources at Switch Electronics. . : whichis ... ... slide on child benefit. This ;'114:11:)/{‘1‘145}] -
Purpose To brief his colleagues on the different maternity benefits inthe EC countries  {  Whichis.. . A Vi

where they are considering setting up the new plant. o slide gives details about child benefit in the UK.
! A fides 1 1t his presentation, Check your answers in the key . ' ©'

The presenter has prepared a number of different slides to suppo! p i

a

Listen to tape B1, You will hear the presenter introduce his first two slides.
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B2 Summary

Preparing the audience for a visual
o Integrate your visuals into the presentation by preparing the audience for what
they are going to see.
This has two major benefits:
— the audience is alert and ready.
— you have extra time to position your visual correctly.
o Here are some useful expressions:
Now, let's look ot the position for ...
Now, /'l show you the ... '
For ... the situation is very different.
Let's move on now and look at the figures for ...
The next slide shows ...
If we now tum to the ...
Explain what the visual shows, This helps to focus attention and avoid
misunderstandings.
This chart compares benefits in two countries ...
The upper part of the slide gives information about ...
You can see here the development over the past year.

Rerprorsronseseessgammom aer. >
B3 Tasks

t. All the phrases below can be used to prepare the audience for a visual, but the words are
not in the correct order.
Put them in the correct order following the example.
Phrases for preparing for a visual )

. ' ther slide ...
a. now/show/another/l'il/slide/you .. Nov Il show you another slide
b. the/to/when/turn/we ...
c. chart/shows/the/next ...
d. turning/to/now ...
e. slide/next/the/let's/on/move/to
Check your answers in the key : .

2. Presenters used the statements below to introduce five different visuals. But the words
they used to prepare the audience for each visual are missing. Complete the statements
using the phrases from B3.1.
Follow the example,
Statements
Visual | )
PRESENTER: ... and we'H be Jooking at those figures later. a. Let’s move onto
Ehe next slidde,  This shows you the position at the end of January.

56 @

Stide 2

Slide 3,

Referring to visuals

Visual 2

--- and sales didn't really move at all in this last quarter. So, overall, the
performance in this sector has not been good. b, ..o

which gives us some information about the competition. 7
Visual 3

C..

. = amarked improvement in home sales compared
to last year. This improved performance is due in part to lower interest rates
Visual 4 o

d 50, as we've seen, this group has not responded well to treatment. However,
T IR male patients we can see a more positive result.
Visual §

e, the situation in the USA, which is by far our
biggest market.

Check your answers in the key

Now listen to tape B3.3. You will hear the presenters introduce each of the visuals,

Puring the presentation about maternity leave and child benefit the presenter also
includes the following three visuals, ’

CHILD BENEFIT (UK)

ELDEST CHILD
EACH OTHER CHILD

£8.25 per week
£7.25 per week

Have you just arrived from abroad?
Benefits immediately for:
EC members staying for more than 6 months

BENEFITS FOR LOW INCOME FAMILIES .

Example for a family with 2 children:

Family income per week before benefit

£143 or less “ £167 or less ‘

Key

Child under 11 years ‘
between 11-15 years @&
between 16-17 years ‘
18 years at school .

£153 or less ‘é

@
&
£179 or less %
£1840rless &

£158 or less ‘i

£162 or less %é




UNIT 4 =

Slide 4

Example for a family with 3 children:

Family income per week before benefit

18 years at school

© 60 [ .8 Key o
£157 orless GA@AM £176 orless @EaE Child under 11 years @

® 0 9 @ ¢ e Between 11-15 years %
fl66orless ga@ey £18lorless @@ Between 16-17 years &

[ ¥ ]

aa

0 9@
£172 or less & £207orless g

B Listentotape B3.4 o e sl
i h of the shides. (For slide | see BI,
You will hear the presenter comment on eac| ' ‘ | .
Complete each of the presenter's commentaries by making a statement which will prepare

the audience for the next slide.
You will then hear a model version.

¢ How 1o organise the information - Summarising visual information

DR R S

C1 Focus .

? Listen to tape Cl. You will hear another extract from the presentation about maternity
benefits, -
In this extract the presenter comments on the slide below which compares conditions in
other EC countries.

Whs 30— -100%

Key

Maternity leave
Before birth

9% Salary entitlement B3

”Su,rh"n;\a;'yA

Referring to visuals

Notice how, in his commentary, the presenter does not repeat everything on the slide,
Instead, he draws attention to particular features of the visual, repeats key facts, but in his
own words, and adds new information, In other words he ‘bounces off” the visual,

As you listen, complete the missing words in the extract. Then read the notes on the right.

Extract Notes
, Focusses on liis tirst
there are some major differences in these countries. pointof comparison
all are members of the Restates fucts o tire

common market, and yet Denmark has nearly visital

e e e there is little Focsses oi second
consistency in the amount of time taken before and point of comparison
after the birth.

The ... . in fact, is from - Restaies facts on the
weeks before the birth. : visual

TRE o e Focusses on third
offered for comparison equally shows no consistency, peint of comparison
........................................................... of the countries Restates facts on the
offering a full 100 per cent. visial
It alSO .o e , although Adds new

information

.................... , other members of the community including
France and Spain offer less than 100 per cent salary during
maternity leave,

Check your answers in the key

Commenting on visuals L
e 'cénﬁ‘rn:éritaries which accompany your visuals: : S

ep headlines and other information on the visual to a minimum,
Only point out the key features orinformation which you want your audience to
focus on, - b S o

- Briefly restate key facts from the visualvrétherthan reading the information on the
-, visual word for word., This will help to reinforce the information for the audience. . I

Add other related information riot on the visual in order to make further points,
ive interpretations and/or any comments.




Referring to visuals

UNIT 4

€3 Tasks
I, The headline below is from another visual for the presentation about maternity benefits, It
is too long. Prepare a shorter headline.

3. Prepare a short commentary for the graph below. Follow the instructions below,

SOME COMPARISONS BETWEEN THE RIGHTS OF WORKINC WOMEN IN
FRANCE, ITALY AND GREECE WITH REFERENCE TO MATERNITY LEAVE

AND SALARY DURING MATERNITY LEAVE §
2
3
Check your answers in the ke, 8 Key

g Manufacturing &

, , . 2 : Finance &

2, The chart below is the main part of the visual for C3.1. CERMANY Uh ree
13 16 23
Number of public holidays

Instructions
a. Focus on the first point of comparison — how m
- uch longer i i
Cormy e e o ger people work in Japan than in
b. Restate facts from the visual - in the manufacturing sector the average German worker
works 39.4 hours per week, Japanese worker works 46,8 hours, .
¢. Focus on the second point of comparison ~ big differences in the financial sector.

Ke, i i i
Wki,malem“y . d. Fog;s ﬁnﬁ};e third point of comparison - the fact that Japan has the highest number of
s e public holidays, 23 in JaPan as compared to |3 in Germany and 16 in the USA,

e. Add a comment - possible explanation for why the Japanese work such long hours

% Salary entitlement  ER

B i i
&2 Now listen to a version of the commentary on tape C3.3,

FRANCE ALY CREECE

Complete the commentary below for this visual by adding the related information about a
non-EC country, Finland, The information is in the box below.

-+« AND 50 ON BLAH BLAK AND sucy

AND SUCH BLAH BLAW AN !
D HE
o INTERESTING POINT BLAH BLAH KES RromiER

. Commentary
7., as you can see, Italy has the best situation here, even though the actual
- percentage paid on salary is not quite as high. Of course, these figures are
.. for countries which are members of the community. .......ccoceeuuen., .

* e

Maternity leave in Finland

Mother: 5 weeks before the birth
1S weeks after the birth

Father:  6-12 days

Check your answers in the ke)

a 6l
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D1 Focus

BT Listen to tape D1. You will hear six short extracts from different presentations.

In each extract the presenter draws the audience’s attention to a particular feature of the
visual, Listen to each extract and complete the phrases. Then read the notes below.

Extract |
Now, we come to our soft drinks division. Results in this sector have been generally

satisfactory this year, and in partictlar ... vt e

quarter.

Notice that this is quite a formal expression.

Extract 2

Let’s take a look at the effect on the oil price in the early stages of the war.

.., the oil price held steady right

Notice that the presenter identifies with the audience by the use of we.

Extract 3
Seasonality does not affect all products, but there is one range of our products
where its effect is noticeable. In the nextslide ................... the way in which the

seasonal variation is so marked in sales of soft drinks.
Notice that this has the form of an instruction, but it does not sound formal because of the

. presenter’s intonation,

Extract 4

We then found that our running costs at our sales offices in Germany and France
varied by as much as 20 per cent, and that there was also a difference between
costs in Britain and Germany. This variation in the running costs for our different

sales offices is .....ocoevreviiecs v
Notice that the speaker uses an adjective to arouse interest.

Extract 5

As you know, we moved into the Japanese market three years ago, at a time when
we were hearing a lot of advice about not making that move. well, I have some

recent figures which I'd like you to look at. .................... 55 oo
here, is just how quickly our market share in Japan has increased.

Notice that the presenter catches her audience’s attention by starting her sentence with what.

Extract 6
Yesterday when we held our meeting with the regional sales directors, we looked
at the effect of discounting in the supermarkets, The situation appears to be that,

after some initial success, sales have once again dropped off. The .................
point is that the trend is not new. In fact, three years ago when we were ...

Notice that the presenter again uses an adjective to arouse interest

Check your answers in the key |

@

d

Referring to visuals

D2 Summary

Focussing your audience’s attention

* Here are some useful expressions to focus your audience's attention on particular
features on a visual,

You can see the ...
As you/we can see ...
What is interesting /important is ...
And more formally:
I'd like to draw your attention to ...
Notice/Observe the ...
Itis important /interesting to notice that ...
o Another way to focus attention on a particutar feature of a visual is to use a dramatic
piece of vocabulary, e.g.
The position of this equipment is extremely dangerous

This sudden rise in prices was quite unexpected.
(See extracts 4, 5 and 6 in DI above.)

Dramatic vocabulary
[%E remarkably ﬂ
Significant

]
Il
!
i extremely hight
Limportant ; «— B [ Dangerous] |
rU“h* " o totally e 4 i
| | Unacceptable | !
[ % quite =4 Unacceptable | i

h absolutely d i

—

L
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UNIT 4

64 &

D3 Tasks

1. Draw your audience's attention to the information in the charts below, using expressions
from the summary.

Chart |
vings ..
°
savings REECE 1210
JAPAN 15.3
ALY 141
AUSTRIA 141
usA [ Iss
FINLAND [ -0.9
-1.0
NORWAY [ Net household savings as %
SWEDEN 37 of disposable household income

Note: The chart is part of a formal presentation. Draw attention to:
a. The high proportion of savings in Greece,

I'd like to draw your attention to the very high level of savings in Greece.
b. The negative savings in the Nordic countries.
¢. The similar levels of savings in Italy and Austria.

Chart 2

per 1000 population

Note: This chart is part of an informal presentation,
d. Spain as potentially one of the best markets in Europe. .
You can see that Spain is potentially one of the best markets for cars in Europe. N
e. The number of cars in the USA — perhaps not really unexpected,
f. The relatively low number of cars in Japan considering its development.

Check your answers in the key ek

Referring to visuals

2. The chart below is from a presentation surveying attitudes to national insﬁtuﬁons in
different EC countries.

Confidence in society’s institutions

European Communlty 449 _

Countries 50 -
40 -
Key 30 -
taly H 20 -
Britain £
10 -
France B
0. 2]

SCHoOLS Law PARLIAMENT PRESS

Decide what the presenter would say to draw attention to the following facts in the chart.
Use dramatic vocabulary from the D2 summary.

jod

The fact that all three countries have rather low confidence in the law, which the

presenter thinks is important.

Example

Itis extremely worrying that all three countries have such fow confidence in their legal

institutions / the law.

b. The low level of confidence in schools in the UK, which the presenter finds worrying.

. The fact that the UK has such low confidence in the press, which the presenter didn’t
expect.

. The high level of confidence of the French in their schools, which the presenter thinks is

significant,

Check your answers in the key :

n

[=%

E Activities

I, Prepare a visual on a work-related topic, or use a visual from a presentation you have
already given yourself. Use the framework below to help you plan your commentary.

Prepare the audience
for the visual and
state its purpose,

Draw the audience's
attention to the first
point.

Focus the audience
on your second point,

$

Give your interpretation/
comments,

Give your interpretation/
comments.




UNIT 4

CHECKLIST

B Is there the right amount of information on the visual?
B Does the layout help the audience to understand
the point of the visual?
B s the lettering clear and easy to read?
Do the colours you've used really work?
8 Are there any spelling or grammatical mistakes?

Yes/No

Prepare verbal commentaries for the three visuals and decide how to integrate them
smoothly into your presentation.
Now give the presentation. If possible, record yourself,

CHECKLIST

B Did you prepare the audience by telling them what
the visual was about in advance?

Did you direct the audience’s attention to the main
points on the visual?

8 Did you rephrase the main information
you wanted the audience to focus on?

B Did you analyse and comment on the information?

Yes/No

o~

M@Mﬂff‘&ﬁ@
14 Eﬂﬂﬂgd
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Answer key

A Preparation

Comments

Visual 2

This is better taid out. The other visual has much too
much detait on it.

Visual 4

The use of colour is much better, The colouring on the
other graph makes it difficult to read. The use ofa
larger scale makes the trend clearer visually.

B Whatto say

B.l &5

Extract 1

PRESENTER: Now, let’s look at the position for
maternity leave in France and in Switch
Electronics,

Extract 2

PRESENTER: The top half of the slide tells you
how much maternity leave women can expect
in France in general, and in Switch
Electronics in particular.

Extract 3

PRESENTER: In the lower part of the slide you can
see what the,situation is for salary entitlement,

Extract 4

PRESENTER: Now, let’s move on to the next slide,
which is our first slide on child benefit. This
slide gives details about child benefit in the UK.

See tapescript Bl above. The missing words are in
bold.

Bl.1

a. Now 'l show you another slide ...
b. When we turn to the ...

¢. The next chart shows ...

d. Now turning to ...

e. Let's move on to the next slide.

B3.2

a. Let's move on to the next slide
b. Now I'f show you another slide
¢. The next chart shows

d. When we turn to the

e. Now turning to

B33 =9

Visual 1

PRESENTER: ... and we’ll be looking at those figures
later. Let’s move on to the next slide. This
shows you the position at the end of January,

Visual 2

PRESENTER: ... and sales didn‘t really move at all in
this last quarter, So, overall, the performance
in this sector has not been good. Now I'll
show you another slide, which gives us
some information about the competition,

Visual 3

PRESENTER: The next chart shows a marked
improvement in home sales compared 1o last
year. This improved performance is due in part
to lower interest rates ...

Visuald

PRESENTER: ... 50, as we’ve seen, this group has not
responded well to treatment, However, when
we turn to the male patients we can see a
more positive result,

Visual 5

PRESENTER: NOow turning to the situation in the
USA, which is by far our biggest marker.

B34 =
Presenter S0, we've seen that for maternity
leave entitlement the parents of
children working for Switch
Electronics seem to have a
slightly better deal than is
generally the case in France.
Yourstatement ... .
the next chart which gives
details about child benefit in
the UK,

© 67




ANSWER. koY

Presenter A family receives £8.25 for the
eldest qualifying child, and £7.25
for each other child. Note also the
benefits to residents from outside
the UK.

Your statement ... TR .

Model version My next chart will look at
benefits for families on lower
incomes.

Presenter The system of additional benefit,
known as family credit, can be
applied for for children up to the
age of filteen, Well, those are the
figures for a family with two
children.

Your statement ...

Madel version  Now, let’s look at the figures
for a family with three
children.

C How to organise the information

ci 5

PRESENTER: AS you can see, there are some major
differences in these countries. Remember
that all are members of the common market,
and yet Denmark has nearly twice as much
maternity leave as any other country here.
Notice also that there is little consistency in
the amount of time taken before and after the
birth.
The range, in fact, is from four to eight weeks
before the birth,
The third set of figures offered for
comparison equally shows no consistency,
with only three of the countries offering a
full 100 per cent,
It is also interesting that, although the
figures aren’t actually given here, other
members of the community including France
and Spain offer less than 100 per cent salary
during maternity leave,

Cli

See tapescript Cl above. The missing words are in
bold. '

68 #
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C3.1 Model version

Maternity leave in the EC

or

Maternity benefit and salary in the EC

C3.2 Model version

It is interesting to compare these figures with a non-EC
member, Finland. As in [taly, the mother receives 20
weeks but in addition, the father is also paid for up to
12 working days.

C3.3 B Model version

PRESENTER: IUs interesting to see just how much
longer working hours are in Japan. All three
countries are major economic powers, and yet,
in the manufaciuring sector, the average
German worker spends about seven hours less
at work than his Japanese counterpart. When
we turn to the financial sector we can see that
there are also great differences, with the
Japanese working on average a 47.2 hour
week. That's over 7 hours more than either his
or her US and German counterpart works in
this sector.
It’s also very interesting that Japan has the
highest nimber of public holidays, with seven
days more than the USA and 10 days more
than Germany.
Perhaps this explains why the Japanese work
such long hours.

D How to create interest

Bt et re e e as et s ettt arbenasbes

DI =
Extract 1

" PRESENTER: Now we come to our soft drinks

division. Results in this sector have been
generally satisfactory this year, and in
particular I'd like to draw your attention te
the steady growth in the last quarter,

Extract 2

PRESENTER: Let’s take a look at the effect on the oil
price in the early stages of the war. As we can
see, the oil price held steady right the way
through this period.

Extract 3

PRESENTER: Seasonality does not affect all products,
but there is one range of our products where its
effect is noticeable. In the next slide notice the
way in which the seasonal variation is so
marked in sales of soft drinks.

Extract 4

PRESENTER: We then {ound that our running costs
atour sales offices in Germany and France
varied by as much as 20 per cent, and that there
was also a difference between costs in Britain
and Germany. This variation in the running
costs for our different sales offices is
extremely surprising,

Extract 5

PRESENTER: As you know, we moved inlo the
Japanese market three years ago, at a time
whep we were hearing a lot of advice abowt not
rpakmg that move. Well, I have some recent
figures which 1'd like you to look at. What is
pa.rticularly interesting here, is just how
gunckly our market share in Japan has
increased.

Extract 6

PRESENTER: Yesterday when we held our meeting
with the regional sales directors, we looked at
the e{fecl of discounting in the supermarkets,
frl?e. situation appears to be that, after some
initial success, sales have once again dropped
off. The worrying point is that the trend is not
new. In fact, three years ago when we were...

DI

lS)ertapescdpt D1 above, The missing words are in
oid,

D3.1 Model version

b. Itis inﬁeresﬁng to notice the level of saving in the
Nordic countries.

¢ Notice/observe how similar levels of savings are in
ltaly and Austria.

e. Asyou can see, the USA has the highest number of
cars which is, perhaps, not really unexpected.

f Whatis interesting is how few cars there are in

j[;’ipan, especially when you consider how developed
is.

D3.2 Model version

b. The low level of confidence in British schools is
extremely/particularly worryin, g

c lee low level of confidence in the pressin the UK is
quite/very unexpected,

d. The high leve! of confidence in the French school-

system is highly/extremely significant.
or

Itis very signiﬂcant/extremely significant that the
French have such a high level of confidence in their
schools.

Answer key: Unit 4
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