LISTENING AND
DISCUSSION

First
impressions in
presentations

&

~

Anneliese
Guérin-LeTendre

Discuss these questions.
1 What reasons can you think of for giving a Q jon to an audience?

2 What is the hardest part of giving a presentatio

3 How can you secure your audience’s attention at th presentation?
Think of three useful techniques. Q

4 Have you ever heard a speaker who you felt was truly inspi
What techniques did they use to engage the audience?

5 What, for you, are the ingredients of a great presentation?

6 What impact do you think body language can have on a presenter’s success?
Think of some examples of good and bad body language.

expert who works with Communicaid, a culture and communication-skills
consultancy. Listen to the first part of the interview and answer these
questions.

¥) D1.1 Anneliese Guérin-LeTendre is an intercultural communications 0?

1 What percentage of communication is said to be non-verbal?

2 How do audiences form a first impression of a presenter?

¥) cD1.2 Listen to the second part of the interview. What four aspects of
verbal and non-verbal communication does Anneliese talk about?



0 Watch the
interview on
zthe DVD-ROM.

UNIT1 »> FIRST IMPRESSIONS

¢) cp1.2 Listen again and complete these tips with one word in each gap.
Which tip do you find the most useful?

*The way you stand, known as ............ ', is important. Trytobe............ “bot
not rigid. Take ............ > of the space and don’t hide behind the table or
............ ‘. Use a remote to ‘liberate you from your lap‘l’opf

- Use eye contactto............ > the whole room, notjust the first few rows.

*The way you use ............ ® and intonation can produce all sorts of light and
dark............ "in your voice that add interest and get the audience paying
attention. Avoid shouting. Try out the microphone beforehand.

« Control your gestures so that they don’'tbecomea............ ®to the audience.

What do you think these words from the second part of the interview
mean? Match the words (1-4) to the definitions (a-d). What examples did
Anneliese give of these?

1 mannerism a) keep moving your hands or feet because you are bored or nervous

2 flick b) slight movement of something you are wearing so that it is neater or
more comfortable

3 fidget c) way of speaking or moving that is typical of a particular person

’djustment d) make something move with a sudden, quick gesture
@ w

r examples of distracting gestures and behaviour have you
noti e@ntations? What else can distract you?

What do th@ indhis box mean? Use them in the correct form to
complete the advice below.

’lean lean towards no é ff slouch stare wander‘

Decoding the silent sign:m
You can also improve your presentati cing the messages your audience sends

back to you through their own body languag k out their reactions to what you’re
saying. Are people............ ! their heads in a ent orare they............ ’? If they look
puzzled, stop and allow them to ask questions.

Watch for signals of boredom or misinterpretation. A % ......... ’ you to listen or are
they............ “ back with their arms folded? When member raudienceare............

in their seats letting their eyes............ ® it usually means € uninterested in what
you’re saying. But if they’re sitting with their arms folded across éﬂest, ............

at you, they may have been offended by something you’ve said. | ing close
attention, you can catch this and clarify your statement without any riegative feelings.

behaviour indicate an audience’s reaction to a presentation?

Is this advice true for audiences in your country? What other tyk‘ o:o

n Prepare a two-minute introduction to a presentation on one of these topi

A passion of mine What | love about ...
My ideal weekend A memorable business trip
A special occasion Three important moments in my life

n Watch your colleagues’ presentations. Make a note of two positive aspects

of each presentation and one possible distraction.
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READING AND
LANGUAGE

What do you understand by the expression It’s not what you know, but who
you know that counts? Do you think networking is more important in some
of these professions than others?

accountancy banking the civil service law
the media medicine politics teaching

What are your views on networking? To what extent do you agree with these
statements? Compare and discuss your answers.

strongly partially disagree
agree agree

1 Networking just means socialising
with my colleagues and friends.

2 Networking is all about finding lots
of useful business contacts.

3 Networking with business contacts
is insincere and manipulative.

Online social networking is as useful
as face-to-face networking.

Networking involves getting lots of
from others.

Read t cle on the opposite page and compare the writer’s views on
networki our own. What points does he make in relation to the five
statements in cise B?

Read the article ag find words or expressions which mean
the following.

1 met someone you know whe ere not expecting to (paragraph 2)

2 develop and use fully (paragraphs 3 an
morally doubtful (paragraph 3)

not related to anything previously mention agraph 5)

when you recommend someone to another work (paragraphs 6 and 7)

move from one place to another in large amount ﬂ 10)
caring about other people more than about yourself o@sions) (paragraph 10)

N O W

Look at these extracts from the article and indicate whe adverbs in
brackets should go. Sometimes more than one answer is

1 We have enough friends and contacts. (already)

2 You have more than 150 close contacts. (probably) e

3 The dilemmais how to leverage existing contacts. (successfully) o

4 Itis important to determine how well your contacts understand what you do. (also

5 One investment bank had a system for asking for two referrals. (merely) e

6 The chances of receiving a referral are increased if they understand what you do. e
(greatly, exactly)

7 High-level networking is a face-to-face activity. (primarily)

8 If you connect with your network on this beneficial basis, the financial rewards
will flow. (mutually)

Language reference: Adverbs page 126
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It’s not what you know

by Mike Southon

It is often said that your personal
value is not what you know, but who
you know. This is powerful motiva-
tion for recent graduates to build
their personal networks. But some of
may conclude that we already
enough friends and contacts —
ge is making the best use

that we already have.

t ics supports this argu-
ment. ave been in business
more tha

would recognise

them out of their

you add to this all the

close networks, this a

to potentially more than

agreeable and interesting peop e.&

It is not a problem to identify ot
networking prospects. We all have
a drawer full of business cards and
often a large number of online
connections. The dilemma is how
to successfully leverage existing
contacts without appearing sleazy
and manipulative.

The most important lesson to learn
from the best-connected individuals
is that little of their networking activ-
ity is carried out with any specific
business goal in mind. They concen-
trate their effort on people they most
like and who seem to like them back.

Even for the shyest individual, all
that is required to leverage their net-
work is to generate a list of people
whose company they enjoy and
invite them to a private dinner. This
would be apropos of nothing in par-
ticular other than the pleasure of
good company.

The tools for engineering a mutu-
ally successful outcome of such
events are well explained by one of
Europe’s leading business network-
ing strategists, Andy Lopata. His
website explains that connecting is
not enough; it is important also to
determine how well your contacts
understand what you do and then

,;5

Andy Lopata, Netwerking Strategist

how inspired
vide a referral.

Lopata provides netwo
ing and is always amaz,
how few companies have a
tive referral strategy. One inve
bank merely had a system for
for two referrals at the end of e
meeting, regardless of whether the
had built up any trust with the client.
Lopata says the chances of receiving
areferral are greatly increased if they
understand exactly what you do and
the problems you solve, have a high
level of trust and understand how
you help people. Your chances of
receiving a referral are increased if
you are also perceived to have a
wider purpose to your working life.

Lopata recommends making a
detailed assessment of your best
contacts, the people they know, their
willingness to refer you to them and
how you might inspire them to make

that introduction, for free. While
some people offer direct financial
rewards for referrals, seasoned net-
8o workers mostly make introductions
on the basis that everyone gains a
benefit, including the prospect of
referrals in return.
While high-level networking is

primarily a face-to-face activity,
éta agrees that online tools accel-
rai process.
networkers work on the
ou connect with your
basis, th
Successful
rals without remembe

95 simple favour, and
without forgetting thet

ﬂ Which of the networking strategies mentioned in the article do you
find most useful? Which do you think you will probably never use?
Why? / Why not?
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“ Work in pairs. Look at these tips on networking with people you don’t know,
Networking or d‘on’t I.(now very well. Which of them are e_ssential, desi.rable or best
avoided in your culture? What other useful tips can you think of?

Tell the other person as much as possible about your products/services.

e Compliment the other person on their talk, clothes, appearance, etc.

Ask the other person lots of questions about themselves.

Arrange to go for a drink together with each other’s boss.

e Introduce the other person to someone you know before moving away.

% E ¥) CD1.3, 1.4 Listen to two conversations between some conference delegates.
Tick the strategies that you hear the speakers using. Which of them could
you use as an ice-breaker? What other ice-breakers do you know?

0/ 1 Introduce yourself. 5 Check the pronunciation of someone’s name.

2 Compliment someone. 6 Swap business cards.
3 Ask foran opinion. 7 Refer to future contact.
4 8

Agree with someone. Introduce someone to someone else.

1.3, 1.4 Good networkers often ask open questions. Complete these
. Which of them did you hear? Listen again if necessary.

\gs: ........................................... the conference so far?

in your part of the world?

3 ﬁ Q. i, most about living in your city?

4 , sking, but how much do you earn, by the way?

5 s/ ........................ of any good places to eat near here,
6 e e e .. asking where you are from?

7 ldidn’t enjoy the dinner very't astnight............ oo ?

8 Idon’t think you've met (name ofpe& ................... ?

n Work in pairs. Decide which questions ercise C you would use when
networking. Think of five questions of yo hat kind of questions
shouldn’t you use when networking? ‘

E %) cp1.3 Listen to Conversation 1 again, or look at th script on
page 167. What do the people say to break the ice an e

conversation going? g
ﬂ Look at the expressions in the Useful language box on the opposite pa
and answer these questions. :

1 Which expressions did you hear in Conversation 27

2 Which ones would you like to use next time you are networking?

3 What do you usually say to move away and start talking to someone else? ee

E Role play. Introduce yourself to another participant at an international
conference.

Student A: Turn to page 149.
Student B: Turn to page 159.

10



Writing: formal
and informal
register

UNIT1 »> FIRST IMPRESSIONS

m Your local Chamber of Commerce has asked you to give a talk at an important
business event on a subject of your choice. Complete each gap in this
invitation using the most suitable words or expressions (a, b or c) below.

From: | Metropolitan Chamber of Commerce

Subject:  |‘Business Today’ event

17 to 20 November on the subject of ‘Business Today’.

3

............ ? if you could

Minister of Business and Innovation.

4

............ participate in this prestigious event,

conference?............ ¢ any further details, please

............ ' forward to hearing from you.

Kind regards

Gloria Patterson
ents Manager, Metropolitan Chamber of Commerce

............ ' you that the Metropolitan Chamber of Commerce is organising a special event from

and give a talk to the local business community on a topic
of your choice. We expect local businesspeople and dignitaries to be present, including the

........ ° confirm your attendance and
the subject of your talk no later than 31 August. ..........
whether you wish to come to the charity dinner that will be held on the last day of the

.. a speaker’s proposal form. ............

6

... to contact me.

I’m writing to tell

a) Please tell me

a) Please find I’'m attaching

2
3
4
5
6
7
8 a) If youwant
9

a) just

10 a) Looking b)

ICE-BREAKERS

Excuse me, could you do me a favour
and (pass the water)?

That’s a great calling card, if you don’t
mind me saying.

Do you mind me asking where you’re
from?

And how’s ... in your part of the world?

| don’t suppose you know of any good
places to eat near here, do you?

FINDING THINGS IN COMMON
| always enjoy her talks, don’t you?

It’s funny you should say that, | think my
colleague might ...

| was there not long ago, actually.
| thought your face looked familiar!
That’s a coincidence! So am/have/do I.

| know what you mean. Neither am/
have/do I.

INVOLVING OTHERS

I don’t think you’ve met (name) from
(department, company, etc.), have you?
You might like to meet (name).
He’s/She’s in your field.

b) I'am writing to inform

’d be so happy b) It would be great
a) % N b) come along
a) wanl b) wish to
a) wouldy b) canyou please

’d also like to know

If yousneed
b) &itate
’m lOOQ

Write a reply accepting the invitation, Iﬁuesting more information,
e.g. ask about the event details. Use for ﬁni-formal language.

Writing file page 142

c) Id like to tell

¢) We would be delighted

c) make it

c) feellike

c) lwould be grateful if you could
c) Here’s

c) Could you also let me know

¢) Should you require

c) don’t hesitate

c) |look

KEEPING IN TO

I’ll write down my details f u.
(Do) give me a ring wh

won’t you?

You must call me / look me u
ever in (fown/city).

We should do lunch one day.

I’ll be great to hear from you.

back,
GETTING AWAY

(It’s been) good talking to you.

Excuse me, but I’ve just seen a friend.
I’ll see you later, hopefully.

Excuse me a moment. I'm afraid | have
to make a quick call.

11
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Movers and shakers

An international aid organisation wants to raise its profile and build
contacts with influential people who can help its work

Background

Logistaid is an international humanitarian aid organisation that provides emergency
assistance in more than 50 countries. It transports food, clothing and medical supplies and
gives logistical help to underprivileged areas all over the world, especially to those regions
that have poor local infrastructure, have suffered natural disasters or that are in conflict.

Logistaid is currently trying to increase its donations from the public and attract well-known
igures to take an interest in the organisation in order to raise its international profile.
go

up of influential people has been invited to a charity dinner to increase public
s of the organisation’s work. The people invited to the dinner are ‘movers and
sh - successful businesspeople, sports personalities and politicians, as well as

. prann | Logistaid

Work in groups. mployees at

Logistaid. Hold a ecide on 12 September
the missing informatiod'in the,formal Dear Sir/Madam
invitation that has been pr (see

) . I am delighted to invite you to the event of the year, the Movers and
right) and discuss these qu ﬁ 4  Shakers Gala Dinner! This night to remember will take place at
concerning the charity event. %° 4" on Friday 14 October at............ . Tickets are priced at

ol Wy €.......... eachand............ per cent of the proceeds will be donated

1 Which successful businesspeo

o . todhogistaid.
and celebrities are you going to Please find enclosed an information pack about our logistical work in

invite? over 50 countries and news of our latest projects. These have included
gettingessential medical aid and food supplies to earthquake victims in

2 What else should you take into South-East'Asia, helping refugees to build new homes in Central Africa,

account when deciding on the and supplying teachers and educators to local schools in remote areas in
ticket price? Central Americag
. L Please notegthat the Movers and Shakers Gala Dinner is a black-tie
3 Which members of Logistaid and/or event and we are pleased to inform you that............ and............ will
guests should give a speech during also be attending. W& would be very grateful if you could reply in writing
the dinner? at your earliest convenience.

Should you require any fiighefiinformation about this special event,

4 What kind of entertainment will you or wish to make a donation;d® not Mesitate to contact me.

provide at the event, if any?

Yo faithfull
5 What kind of follow-up are you going ours faithfully

to have after the event? EAd Kouminski

Ed Kaminski
Managing Director, Logistaid
Europe and US
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%) €D1.5 You are attending the charity dinner for Logistaid and are listening to the Managing
Director, Ed Kaminski, giving a speech. When and why did he get involved with Logistaid?
What doesn’t he talk about in his speech? How effective do you think his speech is?

Work in groups of six. You are networking with some of the influential people at Logistaid’s

charity event.

Student A: See below. Student D: Turn to page 164.
Student B: Turn to page 155. Student E: Turn to page 158.
Student C: Turn to page 163. Student F: Turn to page 158.
Student A

You are a director of Logistaid. You need to raise the international profile of the organisation
and increase public awareness of its work. You are also thinking of setting up a special
ucational programme dedicated to children living in remote areas in developing countries
ere are few schools and those that exist have few teachers and little or no resources.
ver, Logistaid would need substantial funding to set up this kind of programme.

Net th as many people as possible and find someone who:

1

could fina gistaid’s educational programme;

2 wouldb p increase its public profile;
3 sharesoneo onal interests, e.g. film, sport, food, travel, etc.
Once you find a usefu agree to a further meeting before moving on and
talking to someone else.

What happens next? Q& \g
1

You are staff from Logistaid. You meet the day ala dinner to discuss

the success of the event and ideas for the next st sider these questions.

1 Who will you choose to promote Logistaid’s new e onal programme and
raise your profile?

2 What will be their role, e.g. visiting disaster areas in develo ntries,

filming promotional videos? & Watch the Case study @

3 What kind of publicity campaign will you organise? commentary on the DVD-ROM.

s riting
* the Press Officer at Logistaid.
e

1 Thankthe r nding the
charity dinner.-Wlentio much
money was raised.

2 Sayyou are very happ
have been chosen to pro
Logistaid’s new educational
programme.

3 Briefly describe any forthcoming
event(s) you are organising and
invite your chosen public figure
to discuss more details about the
campaign.

Writing file page 142
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