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Introduction

What is public speaking?
Public speaking is the act of addressing a group of people in order to describe a place or object, to narrate important events, to
persuade, or to communicate ideas. The most common form of public speaking is a presentation.

Types of presentations
There are different types of presentations:
   •    Informative e.g. school presentations, science & technology

presentations, business seminars.
  •    Persuasive e.g. in sales, debates, to a group of peers,

political speeches.
  •    Ceremonial e.g. graduation, wedding toast.
Public speaking skills are also needed in interviews (job &
journalism), project reports at a meeting, etc.

Purposes of presentations
We give presentations to:
  A    describe a product, an invention, a place, people

(e.g. myself, a famous person).
  B    narrate important events (e.g. historical events, natural

disasters and their causes/effects, etc).
  C    persuade by presenting arguments for/against an issue,

expressing our opinion on an issue, stating a problem &
suggesting solutions, political discussions, campaigns, etc.

  D    communicate in panels, debates, conferences, etc.

How to structure a presentation
A presentation consists of a(n): 
  •    Introduction, in which we greet the audience and

introduce ourselves (if the audience doesn’t know who we
are) and introduce the topic.

  •    Main body, in which we present the main points. 
  •    Conclusion, in which we summarise the main points,

invite and answer questions from the audience and
thank the audience for listening to us. We can sometimes
get content feedback from the audience.

Opening/Closing techniques
To start a presentation we can:   
  1    address the audience by asking a question e.g. Can you

imagine your everyday lives without tech gadgets?
  2    use a quotation e.g. Albert Einstein said, “Logic will get you

from A to B. Imagination will take you everywhere.” Well,

entrepreneurs like the man we are here to honour today
know all about where imagination can take them.

  3    ask a rhetorical question e.g. We all wonder what the
future of technology might bring, don’t we? After all, with
the incredible things we’ve already achieved, who wouldn’t?

  4    make a statement e.g. Currently there are over 1.3 million
people in 70 countries involved in the production and
marketing of fair trade products as they recognise the
ethical importance of compensating producers adequately.

  5    narrate a personal or general story e.g. I’d like to take
you on a journey to a time of myth and legend; a place of
magic and mystery. The sun goddess Amaterasu sends her
grandson Ninigi to govern the Earth. His son, Jimmu
Tennō, becomes the first emperor of Japan, and his
descendants reign over the country for thousands of years.

  6    set the scene and stimulate emotions e.g. Imagine
standing on a city street pavement. There are rusty shopping
carts, smelly knotted carrier bags oozing unidentifiable
sludge and piles of broken glass. The sight breaks your heart
and turns your stomach, doesn’t it? But for crime scene
investigators like me, it’s all part of a day’s work.

  7    use visuals (photos, charts, films, pictures, films, etc)
e.g. I’d like you to have a good look at this picture of ... .
How does it make you feel?

  8    use music (a song, soundtrack, etc) e.g. Listen to the
music. Close your eyes. What images does the music bring
to mind?

  9    use humour (a joke, a riddle, etc) e.g. Why ‘kill’ time
when you can make it work for you? The right career helps
you avoid the former and ensure the latter, so let’s make
sure you’re doing everything you can to make that happen. 

10    use a rhyme or a short poem e.g. I’d like to begin by
sharing a short poem with you: 

Someone dear to us has gone; 
her voice has now been stilled.  

And yet her efforts will go on, 
her goals will be fulfilled.

Rehearse
Research

How to structure
a presentation

Types
Present

Prepare

Informative

Persuasive

Ceremonial
Dos & Don’tsBody language

Read

Main body Introduction

Get feedback (optional)
Conclusion

Invite & answer questions

Thank the audience

Necessary skills for
personal, academic and
professional purposes

PUBLIC SPEAKING
SKILLS

Greet the audience (optional)

Introduce yourself (optional)

Introduce the topic
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Introduction

To end a presentation we can:   
  1    address the audience by asking a question e.g. So how

many of you find the concept of ‘green jobs’ intriguing? And
what are you going to do about it?

  2    use a quotation e.g. When you are standing face-to-face
with your fears, remember the words of American singer
Dolly Parton, “Storms make trees take deeper roots.”

  3    ask a rhetorical question e.g. After all, there’s always the
possibility that the next major technological advancement
in medicine will take our breath away, isn’t there?

  4    make a statement e.g. If there’s only one point I’ve made
about fair trade that I hope you remember, it is: your choices
as a consumer have powerful effects on others in society,
even on those who live on the other side of the planet.

  5    narrate a personal or general story e.g. As I left the field
after my first organic harvest, I knew I was doing something
that would make a difference. To this day, every harvest
drives home the point a little more, and I know my ‘green
job’ is exactly where I belong.

  6    stimulate emotions e.g. In the end, the first thing that
should come to mind when we think of fair trade isn’t the
product, but the farmers who grow it and their communities.

  7    use humour (a joke, a riddle, etc) e.g. And whether you’re
a blue-collar or a white-collar worker, the most important
thing is to roll up your shirtsleeves and get down to business!

  8    use a ‘what if’ question e.g. What if the polar regions’
glaciers all melted away completely and there were no more
icebergs in the ocean? As I’ve pointed out, it could have
disastrous effects on the environment.

  9    use a rhyme or a short poem e.g. Always remember:
Today’s a new beginning, a fresh start,
Life’s a great adventure, you see!

Listen to your soul, your mind, your heart,
They’ll lead you where you want to be!

Ways to get content feedback from the audience
(optional)
After you have presented your points, you can check if your
audience has understood your topic. There are several ways to
get content feedback and check understanding. These are:

  1    Pop quiz style questions in teams: Split the audience into
two teams (A and B) and ask questions about the
presentation topic. e.g. It’s time for a quiz in teams! The
team that gets the most answers correct wins! Team A:
When was … built? Correct! Team B: How old is …?

  2    Open discussion: Invite the audience to share their own
similar experiences. e.g. Would anyone like to share their
own similar experience?

  3    Polling questions: Ask the audience a question and they
answer by raising their hands or standing up. e.g. How
many of you recycle on a regular basis? Raise your hands.

  4    Focus  groups: Divide the audience into groups of 
3-4 and give questions for them to discuss and report back.
e.g. What do you think was the most interesting idea?

  5    Game: Prepare a Y/N or T/F quiz with questions/
statements based on the presentation. e.g. Mars is the
second planet from the Sun. If the answer is YES/TRUE, the
participants stand up and if the answer is NO/FALSE, they
remain seated. 

  6    Make a list: Summarise the most important points of your
presentation. Write the initial letter of each
word/phrase on a slide/a flipchart/the
whiteboard. Ask the audience to find the
correct words/phrases. e.g. What can we do
to protect the environment? Recycle/Reuse/
Save water/Plant trees/Ride a bike to school
etc.

Getting Speaker Feedback
Getting feedback from your audience allows you to develop
your public speaking skills and become an effective speaker.
You will know exactly what your strong points are and what
areas you may need to improve.
You can use the Assessment Form below:
(1 = needs improvement, 2 = good, 3 = very good)

Recycle
Reuse
S...
P...
R...

1 2 3
Content

Was the presentation interesting?

Did I learn something new?

Was the speaker well-prepared?

Organisation

Was the presentation clearly organised
and easy to follow (introduction – main
body – conclusion)?

Did the speaker use a catchy beginning
(hook statement)?

Did the speaker summarise the
main points at the end?

Was the presentation appropriately
timed (not too short or too long)?

Visual material

Did the speaker use appropriate visual
material?

Were the slides well-organised?

Were the visuals/slides/fonts easy
to see?

Delivery of presentation

Was the speaker confident?

Did the speaker use a clear voice?

Did the speaker maintain eye contact
with the audience?

Did the speaker use appropriate facial
expressions and gestures?

What did you like most about this presentation?

Which aspect(s) of the presentation need(s) to be
improved?
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Introduction

Body language
Body language is very important when you give a presentation. It is part of communication and helps you maintain
your audience’s attention and interest.

Dos Don’ts

Remember to be polite and smile.

Stand up straight and maintain eye contact with your
audience.

Use appropriate facial expressions and gestures to
make your presentation clear.

Don’t read directly from your notes.

Don’t turn your back to the audience. 

Don’t fold your arms. 

✓ ✗
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Introduction

Using presentation software
To engage your audience’s attention, you can use presentation software, like PowerPoint or Keynote. This way you
can support and highlight your message, and make your whole presentation more interesting.

1 Use a simple layout  
This will help the audience to follow your presentation
easily.

2 Use a title 
This will let your audience know what you are speaking
about.

3 Use visuals   
Visuals capture the attention of the audience and make
your presentation more interesting.

4 Use dark fonts on light backgrounds or light fonts
on dark backgrounds  

This will make your slides easier to read.

5 Use clear and easy-to-read fonts 
The audience will lose interest if they cannot read your
slides easily.

6 Use notes rather than long sentences 
This will ensure that your audience can understand your
points and focus on listening to the presentation rather
than reading long sentences on the screen.
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8

Your turn

Influential families
Imagine you’re a Social Studies lecturer. Give a

presentation about an influential family from your
country to the class. (Module 1)

        b)  Copy the spidergram into your notebook
and complete it with information from the
presentation.

Organising ideas

Research online and collect information
about an influential family (e.g. royalty,
a generation of politicians, a wealthy
family, etc.) using the headings in the
spidergram. Then, copy the spidergram into
your notebook and complete it with the
information you have collected. 

3

Model analysis

a)  Read the presentation. Who is the speaker?
What is the topic of the presentation?

1

history
contributions
to the country

influence in
society

The British
Royal Family

historycontributions
to the country

influence
in society

Influential
Family: ...

Tip!
Use a search engine like Google or Bing for your
online research. (See more on p. 28)

a)  The lecturer narrates a story as the
opening technique and makes a statement as
the closing technique of his presentation.
Write a new introduction and conclusion for
the model presentation using alternative
opening/closing techniques. (See Opening/
Closing techniques on pp. 4-5.) 

        b)  Which technique does the speaker use to get
content feedback from the audience? (See Ways
to get content feedback from the audience, p. 5.)

2

Let us embark on a journey together back in time: it’s the year 1066.
William, Duke of Normandy, who has spent years at war with England,
has finally won and seized power thus becoming the first King of
England, now known as William the Conquerer. Almost a thousand years
later, a queen reigns over the United Kingdom. Queen Elizabeth II and
her family, the British Royal Family, as they are broadly referred to, are
one of the most influential families in the world, and they’re the topic of
today’s lecture.
One of the main reasons why the British Royal Family are so important
to people in the UK seems to be this precise link to the past. As you’ve
already seen in the notes I handed out, historians can trace their
bloodlines back through hundreds of years, and their ancestors were the
ones who made the decisions that shaped Britain into the nation it is
today. They have been in power for so long that they have now come to
be a fixture of daily life for the British.
The Royal Family, as the rulers of the country, had the authority and
responsibility to establish laws, build infrastructure and maintain order.
But how have they influenced society? Well, one instance that comes to
mind is the image of the model family they have presented in Britain
since the Victorian period. Queen Victoria and Prince Albert were married
for 21 years and the down-to-earth stability of their lives together, along
with their devotion to ensuring their children had a proper upbringing,
inspired the people of Britain to do the same. Today, magazines feature

articles about how Prince William and Kate Middleton are raising their
children, so not much seems to have changed!
In terms of contributions to the country, tourism connected to the
monarchy and its heritage is a huge part of the British economy. But
that’s not all! The royals also do their fair share individually. For instance,
Queen Elizabeth II is one of the greatest supporters of charities in the
world, including organisations like the British Red Cross and Cancer
Research UK. Another example is the Prince’s Trust founded by the
Queen’s son, Prince Charles, which helps young people with financial
aid as well as mentoring. It’s clear that the British Royal Family do what
they can to make the UK a better place!
Having said all of the above, I believe it’s more than evident that the Royal
Family are an integral part of British history and culture, not only due to
their numerous contributions to the country, but also because they are
role models to the British people. Which makes me speculate about what,
if any, subsequent influence they may have on future generations. Only
time will tell.
So, how many of you read tabloid articles about them or seek out
information about them online? … And are there any contrasting
opinions: how many of you don’t agree or believe that the Royal Family’s
influence isn’t as noteworthy as it once was? …
Are there any points you would like me to clarify? …
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1
Plan & Useful Language

Introduction
• Select an appropriate opening technique to

introduce the topic (e.g. make a statement:
Certain families become cultural icons in
their countries. One such family is … .) 

Main body
History: The [name] family have remained
a pre-eminent part of [country]’s history
over the years, since … .
Influence in society: So now that we’ve
shed some light on the past, it’s time we
addressed the present. As you are probably
aware, the [name] family … .
Contributions to the country: Without a
doubt, the [family] has made exceptionally
generous contributions to [country]: for
instance, ... .

Conclusion
• Summarise the main points of your

presentation.
• Select an appropriate closing technique to

conclude your presentation (e.g. use a
quotation: In the words of the famous …,
“…”. It’s more than evident that [family]
… .

• (optional): Select an appropriate feedback
technique to get content feedback from
the audience (e.g. open discussion: Let me
hear your viewpoints on the topic: Which
of their contributions do you consider the
most important?)

• Invite questions from the audience (e.g.
Would anyone like to ask me a question?)

Checklist
When you have finished writing your
presentation, make sure you have:
•    introduced the topic
•    mentioned all the points in the

spidergram
•    used appropriate opening/closing/

feedback techniques
Rehearse and give your presentation.

a)  Look at p. 28 and the tip about evaluating sources.
Then, match the excerpts (A-D) about the Japanese
Imperial Family to the sources (1-4).

4

        b)  Which excerpt(s) would you use for a presentation
about the Japanese Imperial Family?

Preparing & Presenting

Follow the plan. Use the completed spidergram from Ex. 3
to prepare your presentation. You can use phrases and
the opening/closing techniques from the Plan & Useful
Language box.

5

Rumour has it the Imperial Family will take a holiday abroad
in the coming weeks. A source close to the family tells us they
have already “purchased flights and booked a villa in a luxury
resort.” No word on where they’ll be going, but we’ll let you
know as soon as we find out!

Traditionally, members of the family have always been
expected not only to make contributions to charities but also
to participate in fundraising events. Furthermore, in spite of
their wealth, members of the family still follow the convention
of living frugally by maintaining a lifestyle within a modest
budget. 

Japan has made a great deal of progress in modernising its
economy under the current reign of Emperor Meiji. This period
has brought Japan into the 20th century and prompted a
Japanese Industrial Revolution.

Not a lot of people know that the Japanese Imperial Family is
the oldest monarchy in the history of the world. In fact,
historians can trace this family’s lineage over two millennia, all
the way back to 600 BCE! According to legends, the emperor
was a descendant of the gods and, therefore, a god himself. 

A

B

C

D

  1   ‘Traditions of the Imperial Family’, New Teen Encyclopaedia,
Volume 3, 2016

  2   ‘The Oldest Families in the World’, Historical Planet magazine,
April 2017

  4   ‘Industry in Japan: Turn of the Century’, The Academic
Encyclopaedia, Volume 1, 1910

  3    ‘Imperial Family Vacation’, Gossip Gab tabloid, 3 January 2015

Tip!
When you are researching information, bear in mind that some
sources you come across may be out-of-date or biased. You need to
think critically when evaluating sources and selecting information.
(See more on p. 28)

Evaluating sources

9
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10

Model analysis

Read the presentation about a technological
advancement in medicine. Who is the speaker addressing?
What is the type and purpose of the presentation?

1

Tip!
You can use numbered prompt cards with key words and phrases
to help you remember what to say next. Remember to:
• include a heading and one main idea on each prompt card
• use a large, clear font so that you can read your cards easily
• use bullet points to list your ideas/information
• number your cards so that you know what comes next 

a)  Read the prompt cards (A & B) the speaker made for
the introduction and conclusion of her presentation. One
of them is not appropriate. Can you explain why?

2

        b)  Rewrite the prompt card so
that it is appropriate.

        c)  Prepare numbered prompt
cards for the main body of the
model presentation.

Your turn

Technological advancements
Imagine you’re a scientist/engineer.

Present a technological advancement in a
field of study (e.g. education, science,
communications, etc.) at a technology

symposium. (Module 2)

Good afternoon, everyone and thank you for joining me here at the
32nd annual Springview Science & Technology Trade Show. My name
is Dr Lacey Mills, and I’m the head biomedical engineer at Tech Med
Labs, a cutting-edge biotech firm that managed to take groundbreaking
research directly from the lab bench to the patient’s bedside. 
And to prove my point, my colleagues and I, are here today to tell you
all about a revolutionary development in the treatment options for
amputees. For years, prosthetics have been very limited and offered
mostly cosmetic replacements for accident victims. However, what if
I were to tell you that our latest device means that now nothing can
prevent people who have lost a limb from enjoying all of the benefits
they experienced prior to their accident, and actually to the point of
even being able to ‘feel’ what they are holding or touching? If that
sounds remarkable, ladies and gentlemen, it’s because it is. And this
is exactly why we are so proud to present to you today our latest
technological advancement: the innovative Tech Med prosthetic hand
that connects directly to a patient’s central nervous system!
Everyone, at Tech Med Labs are rightly proud of it as we feel that we
have managed to push the limits of prosthetics possibilities. Over the
past two decades, we have been working closely with upper limb
amputees and looking into the demands of their everyday lives; needs
like washing your hands or tying your shoelaces that the rest of us
take for granted. The result of our labours is that our trial subject was
able to ‘feel’ physical sensations for the first time in years! Our new
product even allows a user to identify exactly which and how many of
their robotic fingers have been touched.  
We aspired to create a prosthetic hand that could not only mimic natural
hand movements, but also take interaction to totally new levels. I’m

very happy to be able to stand before you
all today, and say that finally we did it! We did
it by using electrode arrays in the patient’s
sensory cortex – the part of the brain that controls
movement, and we were able to get phenomenal
results. Amputees now have both the sensation of
touch and the ability to fully control the prosthetic limb
by thought alone. Of course, these new advances in
interaction would be meaningless if the quality of the
mechanical prosthesis wasn’t good enough. Our device uses
lightweight materials to offer a state-of-the-art item, with amazing
functionality that can perform 24 distinct gestures and grip
patterns – a vast improvement to other models currently on the
market. 
And this is just the beginning! In the very near future, our new cutting-
edge models will be able to perform beyond normal capability in terms
of strength, agility and durability. With the help of rapidly developing
technologies, we are also working on prosthetics that will make use
of innovative materials that will allow us to design an incredibly
realistic model that will simulate the appearance of an actual hand.
As a company our aim is to provide our clients with a unique
combination of dexterity and ease of use with as natural an appearance
as possible. With the Tech Med prosthetic hand your treatment centres,
and hospitals can offer patients something that will truly improve the
quality of life of amputees beyond measure. Join the healthcare
revolution today, and help us to help you rid the world of disability. 
Thank you all for being here today, if you have any questions on our
remarkable products, I’ll be happy to take them now ... 

• welcome audience
• introduce name/job
• introduce company
(cutting-edge biotech
firm/groundbreaking
research)

IntroductionA
Aim: provide clients with unique
combination of dexterity/ease/natural
appearance. Treatment centres &
hospitals offer patients improved
quality of life. Join healthcare
revolution/rid the world of disability.

ConclusionB

Using Prompt Cards
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Plan & Useful Language

Introduction
• Greet the audience, welcome them and
introduce yourself/your job.

• Select an appropriate opening technique to
introduce the topic (e.g. stimulate
emotions: When you think about all the
technological advancements made recently,
how does it make you feel? Excited? Full of
hope? Let’s discuss a specific [technology]
that makes all very proud.)

Main body
Type of technology: The concept of
[technology] used to be a distant dream
with little chance of becoming a reality. Not
anymore! Today, we are proud to present to
you the …. !
How it works: This cutting-edge/high-tech/
revolutionary/innovative, etc. [technological
advancement] … .
The future: In subsequent versions/
generations, we are trying to/aspiring to
develop/improve/enhance ... etc.

Conclusion
• Summarise the main points of your

presentation.
• Select an appropriate closing technique

to conclude your presentation (e.g. make
a statement: This type of technology
undoubtedly has the potential to …, as it
helps enhance people’s ... .)

• Invite questions from the audience (e.g.
Would anyone like to ask me a question
at this point?)

• Thank the audience for listening (e.g.
Thank you all for your attention.)

2
    

 Research online about a technological advancement in a
field of study (e.g. education, science, communications,
etc.). Collect information about: the type of technological
advancement, how it works, its importance, future
prospects.

3

Find appropriate visuals for your presentation.4

Tip!
You can use visuals such as photographs, charts, diagrams,
illustrations to clarify and emphasise your points and to make your
presentation more interesting and memorable. 

When you select visuals to use in your presentation, make sure they
are not only attention-grabbing but also relevant to the topic you
are presenting. For example, in a presentation about cochlear
implants, you could use:

–  a photograph of a person with
an implant 

–  a graph/diagram depicting
statistics about implants 

Make sure the images you select are high quality ones (>200 dpi in
jpg, tif, png or eps format) and they are not distorted. It is also
important to remember that visual material is protected by copyright
laws, so you might need to get permission to use it. Alternatively,
search for copyright-free material. 

You could also include video footage about the technological
advancement you are presenting, either at the introduction or the
conclusion of your speech. Video clips are an effective way to grab
the audience’s attention, both visually and emotionally. Use a
website such as YouTube to find a short, informative video clip to
use in your presentation. Make sure the image and sound are clear.

Using visuals

Preparing & Presenting

Follow the plan. Use the information you have collected
in Ex. 3 to prepare your presentation. You can use phrases
and the opening/closing techniques from the Plan &
Useful Language box. You can prepare prompt cards to
help you remember what to say next. You can also use
visuals to make your presentation more interesting. 

5

Checklist
When you have finished writing your
presentation, make sure you have:
•    introduced yourself/the topic
•    mentioned all the points of your research
•    used appropriate opening/closing

techniques
•    used appropriate visuals
•    prepared prompt cards
Rehearse and give your presentation.

People with cochlear implants

with 
implants
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Read the underlined parts of the speech.
Rewrite them using ideas from the tip box
above.

2

Presenting an award

        b)  The speaker announces the award winner’s
name at the very end of her speech. Can you
explain why?

Welcome to the annual Innovation Awards ceremony. My name is
Paula Smith and I’m proud to be here presenting the Making Your Mark
award. A) Receiving this award is a trendsetter who unquestionably
warrants it. But  before I reveal who he is, let’s watch a short video clip
together. ... This clip was taken by the young man himself, and it goes
without saying that his work is undoubtedly special.

B) What makes him the obvious choice to receive the Making Your
Mark award is his passion and creativity. The video we watched was
his very first one and he filmed it when he was only 16! That was when
he started his online channel, SBTV. He first entered the music world
by filming freestyling rappers on the streets of London. The videos
were raw but quite gripping, and the number of views his videos
received steadily increased. In what seemed like no time at all, he
worked his way up to filming world-famous pop stars. As his popularity
grew, the channel began to profit from advertisers and he had to hire
employees to help him keep up. He was well on his way to success
due to his ambition and strong sense of self-discipline. 

Of course, it hasn’t all been plain sailing for him; he has faced his fair
share of challenges. For one, he has said that managing a team of 8
employees and telling them what to do can be daunting because he’s
still so young himself. However, his passion made all the difference in
inspiring those who worked for him. He has also occasionally been
criticised for working with popular musicians instead of exclusively
catering to unsigned talent. He doesn’t let it affect his positive attitude,
though. C) And in the end, he has made his mark with a creative
combination of different videos. His channel has hundreds of
thousands of subscribers, and he was even awarded an MBE by the
Queen in 2017 for his services to music! 

D) It’s plain to see that this young man’s positive attitude, in spite of
the obstacles he has faced along the way, is the reason why he
deserves this award. It’s especially fitting as he believes that he is his
only competition. In fact, in the words of the entrepreneur himself,
“Chase your dreams, not the competition, because looking at the
competition will cloud your vision and mess you up in the long run.” 

I am honoured to present this award to such a
distinguished young man who has shown us what

ambition matched with imagination can do.
Now, ladies and gentlemen, please

put your hands together for Jamal
Edwards as we welcome him

onto the stage to accept this
year’s Making Your

Mark award.

Model analysis

a)  Read the speech. Who is the speaker?
Who is she/he speaking to? Can you identify
the type and purpose of the presentation?

1

Tip!
When you are presenting an award to a person, it is
important to introduce the person, describe their
character and their achievements, and summarise
the information in order to explain why they deserve
to receive the award. These phrases will help you:

Introduce the person 
(without revealing his/her name)

• Today, we have gathered together to honour a
dreamer who has accomplished something truly
outstanding.

• We are all here tonight to show our appreciation for
an exceptional innovator!

Describe the person’s character

• As a dynamic/groundbreaking/imaginative/business-
savvy entrepreneur, he/she was able to get his/her
foot in the door of the marketing/fashion/engineering/
entertainment, etc. world.

• His/Her courage/bravery/passion has always been the
driving force behind his/her success.

Describe the person’s achievements

• No one can doubt that he/she has done everything
in his/her power to generate/produce/complete
[achievement].

• Ultimately, he/she rigorously/meticulously worked
his/her way up to attain/achieve success with
[achievement].

Summarise the information

• I think we can all agree that he/she truly went the
extra mile to succeed in [achievement], and what
drove him every step of the way was his phenomenal/
extraordinary sense of commitment to excellence.

• So it’s clear that, through his/her determination/
dedication/continuous effort/commitment/resolve,
he/she discovered/invented/created something truly
outstanding.

Announce the winner’s name

• Ladies and gentlemen, let’s all welcome this year’s
[award] winner: [name]!

• I’m really proud to announce that the [award] goes
to [name].

12
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3
Plan & Useful Language

Introduction
• Greet the audience, welcome them and
introduce yourself.

• Select an appropriate opening technique
to introduce the person being awarded
(e.g. ask a rhetorical question: Is there
anything more inspiring than seeing …?
Is there anything more hopeful than
witnessing the efforts of …? The young
entrepreneur we are here to honour has
achieved … .)

Main body
Achievement: He/She has achieved really
noteworthy accomplishments, and it all
started when … .

Challenges: Things have been difficult at
times, though. Some challenges he/she
has had to overcome include … .

Results: But as a result of his/her ingenuity/
determination/continuous effort/hard work/
commitment, etc., … .

Plans for future: Down the line, he/she
has arranged/hopes/aspires, etc. … . 

Conclusion
• Summarise the main points of your

award speech.
• Select an appropriate closing technique

to conclude your speech (e.g. asking a
‘what if’ question: What if more young
entrepreneurs had the initiative to …?
We’d certainly see more … .)

• Announce the name of the award
winner (e.g. And the winner of the ...
award is [name]!)

• Invite the person being awarded to say a
few words (e.g. Let’s have a round of
applause for … and invite him/her to
come up and … .)

Using quotations

Tip!
You can use appropriate quotations in the introduction or
conclusion of your speech in order to capture the audience’s
attention. Remember that these should be short, catchy and
relevant to the topic. You can also use a quotation in the main body
of your presentation to support your main points.  

In a speech presenting an award, you can use a quotation by the
person receiving the award which shows the character of the
person and emphasises why they deserved to win. 

Preparing & Presenting

Follow the plan. Use the information you have collected
in Ex. 3 to prepare your presentation. You can use
phrases and the opening/closing techniques from the
Plan & Useful Language box. You can use visuals and a
quotation to make your presentation more interesting.

5

Read the conclusions (A and B) below. Which one uses a
quotation by the person being awarded in an
appropriate way? Can you explain why?

4

 B   Nicko Williamson pointed out the number of challenges he faced
as, at times, he couldn’t grasp the complexities of the situation
at hand. The man himself once said, “It’s easy to get stuck in a
rut and not see the bigger picture.” Let’s hear it for Nicko, who
will say a few words at this point.

 A   So not only did Edwin Broni-Mensah come up with a unique way
to prevent waste, he also donated his profits to help others in
need, and he managed to do it all while completing a PhD. It’s
clear he has mastered the art of time management; in the words
of the man himself, “I follow Parkinson’s Law: work expands so
as to fill the time available for its completion.” Now, shall we
have Edwin come up to say a few words?

Organising ideas

Research online about a young entrepreneur who has
achieved something extraordinary (e.g. has invented an
innovative product, has built/is leading a dynamic,
sustainable business, has created a new concept for the
market, etc.). Collect information about: the person’s
achievement, the challenge(s) they faced, the results of
their achievement, their plans for the future. 

3

Entrepreneur award 
Imagine you have been asked to present the Making Your Mark award 
to a young entrepreneur who has achieved something extraordinary 

(e.g. has invented an innovative product, has built a successful company,
etc.). Give a speech to present the award and explain why he/she

deserves it. (Module 3)

Checklist
When you have finished writing your
presentation, make sure you have:
•    introduced yourself/the award/the person

being awarded
•    mentioned all the points of your research
•    used appropriate opening/closing

techniques
•    used an appropriate quotation
Rehearse and give your presentation.

Your turn
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Good morning, job-hunters! I’d like to welcome you all
to the job fair. I’m Zachary Jefferson, and I have been
advising job-seekers as a career counsellor for the past
15 years. A friend gave me some excellent advice when
I had just completed university and was submitting
job applications all over the city. He told me that
there was no need for me to be irreplaceable in any
one position because I’d never get promoted if no
one could take my place! All joking aside, when it
comes to obtaining a well-paid, stimulating job in

your prospective field, it can be tough out there. I’m
here to give you a few tips on how to make yourselves distinctive to
potential employers. So let’s begin, shall we?

When looking for professional career opportunities, you need to
ensure that your CV is as eye-catching as possible. One way to make
certain of this is to do your research; be sure to tailor your CV in order to
meet the criteria listed in a job advert before you apply for the position.
For instance, you should include all relevant experience and qualifications,
as well as any skills you have that are related to the job in order to make
them more prominent. Also, double-check that the CV doesn’t contain
excessively complex jargon, gibberish or gobbledygook! The key thing
to remember is to keep the language in your CV down-to-earth, yet
vibrant. This should guarantee that it attracts the right kind of attention. 

Now, some people complain that the reward for a job well done is
even more work! Well, that may be true in some cases, but when you

bring creativity into your line of work, every task feels more like an
enjoyable hobby than a dull chore. Thinking outside of the box in this
way can really set you apart from the others in your field. For instance, if
your career interests lie in public relations, graphic design or even
advertising, you can make your imaginative expertise work for you by
developing your own website to promote your materials. It’s a brilliant
way to get recognised for your passion – and your abilities!

So after you’ve spruced up your CV and you’ve showcased your
talents in your field, the next step is to rejuvenate your social media
presence. And I’m not talking about posting more selfies! Your social
media accounts should represent your very best self. You can include
your interests, but try to highlight your best attributes. One method you
can employ to achieve this is to use key words or phrases from the
branding of the companies you’ve applied to in your profile. This will
assist you in marketing yourself to these specific companies, and it’s also
an approach that showcases the desired qualities which you possess.
To improve the chances of interviewers taking a second look at your
application, the tips I’ve given you are extremely beneficial. If you follow
these suggestions, you’re much more likely to get noticed in all the right
ways – and you’re more likely to get the job! Oh, and one last piece of
advice: if you find a job that seems too easy, you’re probably not doing
your best work!
All right, are there any questions at this point? … Thank you very much,
and happy hunting!

A

B

C

Model analysis

a)  Read the presentation. Where is the presentation taking place?
What is the type/purpose of the presentation? 

1

        b)  In which paragraph of the main body
paragraph (A-C) does the speaker describe
how to stand out: in your field? on social
media? on your CV? 

Tip!
When you prepare your presentation, keep the
WIIFM factor (‘What's In It For Me?’) in mind. Your
audience will listen to your speech attentively if
they feel that the information you are presenting
is both useful and beneficial for them and that
they will learn more about the topic. 

Tip!
Humour is a powerful tool that can help you
engage your audience. It grabs their attention,
makes them feel relaxed and ensures that they
remember you and your presentation for a longer
time. You can convey humour through tone of
voice, body language, a funny story or quote, a
humorous personal experience or an amusing
anecdote. Make sure that it’s related to the point(s)
of your presentation and doesn’t offend anyone.

Read the presentation again and complete
the table below.

2

What I expected to hear E

What I found interesting I

What else I want to know W

Your turn

Job hunting 
Imagine you are a representative from a job hunting

agency speaking at a job fair. Give a presentation about
how job applicants can make themselves stand out in job

interviews. (Module 4)

Using humour

Addressing the WIIFM factor

How does the speaker incorporate humour
in the model presentation? Underline the
part(s) that you find humorous.  

3

OnScr C1 PubSpeaSkills Ss.qxp_OnScr C1 PubSpeaSkills Ss  7/25/17  4:53 PM  Page 14



15

Plan & Useful Language

Introduction
• Greet the audience, welcome them and
introduce yourself/your role.

• Select an appropriate opening technique
to introduce the topic (e.g. narrating a
personal story: When I was first trying to
find a job, I felt the same way most of
you here today feel: … . But believe it or
not, you have a lot of control over the
situation. Let’s see how.)

Main body
Beforehand: When you’re looking to
attract attention from potential employers
over the course of the job interview
process, an invaluable habit is to prepare
beforehand by … .
During: Above all, standing out in person
is paramount, from the moment of
introduction to the moment of departure.
You can distinguish yourself from
competing candidates by … .
Afterwards: You’ll want to keep yourself
fresh in the interviewer’s memory after
your interview. An ideal approach to this is
to … .

Conclusion
• Summarise the main points of your

speech.
• Select an appropriate closing technique

to conclude your speech (e.g. use humour:
you can use an appropriate joke or
pun/make a statement: Whichever career
you decide to pursue, remember this:
success will only come your way if … .)

• Invite questions from the audience (e.g.
Has anyone got a question for me?)

• Thank the audience for listening.

4

  A   Picture this scenario: you’ve just sat down in an interview for the job
of your dreams. You look your best, you’ve come fully prepared with a
concise, well-worded CV and you are certain that you’re ready for any
question the interviewer might ask. But how are you going to make
yourself stand out amongst all the other candidates? That’s what I’m
going to give you some tips on today. So, let’s get started!

 B   British journalist Katherine Whitehorn once said, “Find out what you
like doing best and get someone to pay you for doing it.” Well, easier
said than done, right? Those of you with the ambition to find a
position in your preferred field would do well to listen up. That’s
precisely the reason I’m here: to describe a few unique strategies
for standing out from the crowd in the interview process.

 C   You might not have to work your fingers to the bone to land a good
job, but it doesn’t hurt to keep them crossed at your interview!
Seriously though, if you want to acquire – as well as retain – a top-
notch position in your desired field, it’s all about making yourself
distinctive from the rest of the crowd. That’s exactly why I’m here:
to give you some guidance in the matter.

Opening techniques

a)  Read the extracts (A-C) from the introductions of
presentations and identify the opening technique(s).

5

Tip!

You can start your presentation using a hook statement, i.e. catchy,
interesting sentences/phrases, that will attract (hook) the audience’s
attention, establish an idea they can relate to and show them that
they will gain something by listening. 

e.g. Struggling to secure job interviews? Frustrated with the lack of
callbacks from prospective employers? Well, I’m here to tell you that it’s all
in your hands to change this situation. How? … Prepare, prepare, prepare!

        b)  Read the extracts (A-C) again and underline the hook
statements in each one. What do they all have in common?

Preparing & Presenting

Follow the plan. Use the information you have collected
in Ex. 4 to prepare your presentation. You can use phrases
and the opening/closing techniques from the Plan &
Useful Language box and Ex. 5. Remember to incorporate
the WIIFM factor and a hook statement. You can also use
humour to make your speech more memorable.

6

Using a hook statement

Organising information

Research online about how job applicants can make
themselves stand out during a job interview. Collect
information about: what job applicants should do before the
day of the interview, during the interview, after the interview.

4

Checklist
When you have finished writing your
presentation, make sure you have:
•    introduced yourself/the topic
•    mentioned all the points of your research
•    used appropriate opening/closing

techniques
•    used a hook statement
•    (used humour)
•    addressed the WIIFM factor
Rehearse and give your presentation.
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Thank you, Professor Jones, for the kind invitation to speak to
your class on World Environment Day. It truly is an honour for
me. The English anthropologist Gregory Bateson once said, "The
major problems in the world are the result of the difference
between how nature works and the way people think." Well,
fortunately, people are beginning to acknowledge how our
actions affect nature, and that ‘green jobs’ are becoming
increasingly common, and even popular. As Professor Jones has
already mentioned, I am Joel Barnes and today I’m here to
describe the responsibilities of my own ‘green job’, take you
through my daily routine and describe a few of the advantages
and disadvantages of a career in this field. 
As an environmental crime officer with the Hamilton city
council, my responsibility is to uphold environmental laws and
solve related crimes. The assortment of problems I deal with
range from relatively minor crimes, like littering or graffiti to
considerably more serious ones, such as chemical dumping. By
outlining what occurs in a typical day for me, you may be able
to get a better sense of what my career is like. I act on tip offs
from people in the community who call our offices to report
environmental crimes being committed in their neighbourhood.
I might end up wading through a stinking pile of oozing,
unidentifiable waste, or climbing onto a dangerously unstable
heap of unwanted furniture. A) From gathering evidence and
identifying suspects to presenting fixed-penalty notices to people
who have broken environmental laws, my job keeps me extremely
busy.
Surely the reasons why my job benefits the environment are
obvious; I track down people who have committed environmental
crimes and with each successful prosecution of, say, a shop

that’s been dumping packaging in the incorrect bins or a resident
that hasn’t been cleaning up pet waste properly, this aids in
ensuring people take responsibility for their actions. B) They’ll
be less likely to commit these crimes again subsequently, and
others will be deterred from perpetrating them in the first place.
What I appreciate most about my career is the difference I’m
making in reducing contamination, pollution and ultimately
devastation to the planet. I used to be bothered by even the most
insignificant issues like abandoned shopping trolleys. It seemed
that no matter how many I returned, nothing would ever change,
C) and the abandoned shopping trolleys were inconsequential;
imagine how I felt about more serious violations! But now, I can
ensure that people obey environmental laws because otherwise,
they may be facing penalties ranging from fines to prosecution.
Of course, it’s not always easy. It’s a job that certainly requires
a strong stomach. The smells associated with my job aren’t
exactly pleasant, and digging through a rubbish bin in a dark
alley isn’t an ideal way to spend an afternoon. But I know it’s all
worthwhile in the long-term.
Life as an environmental crime officer may have some
specifically nauseating challenges, but armed with the
knowledge of what my work does for the planet I feel
encouraged. What if, as a result of my efforts, people stopped
polluting the earth and started caring for it more? This is one of
my greatest hopes for the future. 
Are there any questions for me about my job? … I appreciate
your attention. Thank you again for inviting me.

Model analysis

a)  Read the presentation. Who is the speaker? What is the
topic of his speech? What is the purpose of the speech?

1

        b)  Rewrite the introduction OR conclusion of the model
presentation by using the technique: stimulating emotions.

Tip!
Discourse markers:words/phrases used to manage the flow and
make points stronger (on the contrary, frankly, as a matter of fact,
indeed, etc.) (e.g. As a matter of fact, I have observed a substantial
reduction in rubbish since the recycling plan was implemented.)
Fronting: placing words at the beginning of a sentence for
emphasis or clarification. (e.g. I hope to ensure that eventually
chemical run-off becomes a thing of the past. ➝ Eventually, I hope
to ensure that chemical run-off becomes a thing of the past.)
Pronominal linking: the use of reference words, such as this, these,
such, it, they, his, etc. (e.g. I collect recyclable items from the street.
The recyclable items are taken to a recycling centre to be sorted and
processed. ➝ I collect recyclable items from the street. These are
brought to a recycling centre to be sorted and processed.)

Your turn

Green jobs 
Imagine you have a ‘green job’ (e.g. urban

farmer, organic farmer, recycler, green
builder, clean car engineer, etc.). Present

your job to a group of university/college
students on World Environment Day.

(Module 5)

Linking ideas

Read the presentation again.
Rewrite the underlined items
(A-C) using formal linking
devices. For A, use a discourse
marker. For B, use fronting. For
C, use pronominal linking.

2
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5
Plan & Useful Language

Introduction
• Greet the audience, welcome them and
introduce yourself/your role.

• Select an appropriate opening technique
to introduce the topic (e.g. narrate a
personal story: Ever since I first learnt
about … when I was …, I’ve felt the
powerful urge to …and now I spend my
days … .)

Main body
Type of job/What it entails: A career in
… can be fairly demanding due to the work
it entails. I manage/oversee/produce/create/
administer, etc. … .
Daily routine: My day-to-day schedule
involves … . 
How it helps the environment: I think
that the benefits of my environmental
labours are obvious to all ... .
Benefits: Quite frankly, I’ve always been
grateful for my career in [job] as it has
granted me an opportunity to … .
Challenges: Regardless of how passionate I
have been about the environment
throughout my career, it’s a decidedly
demanding job. Some of the challenges of a
career in [job] are … . But in spite of this, it’s
always been … .

Conclusion
• Summarise the main points of your

presentation.
• Select an appropriate closing technique

to conclude your presentation (e.g. use a
quotation: In the words of …, “…”.
These wise words certainly provide food
for thought.)

• Invite questions from the audience (e.g.
Has anyone got a question at this point?)

• Thank the audience for listening.

Organising ideas

Research online about a ‘green job’ (e.g. urban farmer,
organic farmer, recycler, green builder, clean car engineer,
etc.). Collect information about: the type of job,what it
entails, daily routine, how it helps the environment,
benefits and challenges.

3

Read the excerpts from presentations about organic
farming (A) and urban farming (B) and rewrite them using
formal linking devices and complex, descriptive language. 

4

Using complex language

Preparing & Presenting

Follow the plan. Use the information you have collected
in Ex. 3 to prepare your presentation. You can use phrases
and the opening/closing techniques from the Plan &
Useful Language box. Remember to use visuals to make
your presentation more interesting.

5

Organic farming is good for the planet, but it also gives people
healthier food. Organic food doesn’t have chemicals or genetic
changes, so people who eat organic food know they are eating the
best food.

Useful Language – Descriptive Language
Adjectives: admirable, outstanding, excellent, complex, striking,
productive, fantastic, harmful 
Adverbs/Intensifiers: particularly, potentially, possibly, really, quite,
substantially, exclusively, increasingly, extremely, overtly, utterly,
exceedingly 
Verbs: offer, provide, contain, consist of, consume, ingest, recognise,
define, integrate, distinguish, contribute 
Nouns: produce, modification, consumer, feature

Tip!
You can use complex, descriptive language, including a variety of
appropriate adjectives, adverbs and intensifiers, to add emphasis,
attract the audience’s attention and enhance your main points. 
e.g. To follow this career path, you will be required to possess
exceptional observation skills. (NOT: To do this job, you’ll need a good
eye.)

A

Urban farming is the growing of plants and the raising of animals in
cities. Its most interesting characteristic – compared to rural
agriculture – is that it is part of the urban economic and ecological
system. Urban farming supports the local economic development,
and helps alleviate poverty, make the city greener and reuse urban
wastes.

B

Checklist
When you have finished writing your
presentation, make sure you have:
•    introduced yourself/the topic
•    mentioned all the points of your research
•    used appropriate opening/closing

techniques
•    used complex language
•    used appropriate linking devices
Rehearse and give your presentation.
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Hello, and welcome to the annual Fairtrade
Festival! I’d like you to close your eyes and
picture this: a farmer is labouring in a field
harvesting coffee beans. But he’s not alone; there
are two young children alongside him, working
with just as much determination. Instead of
attending school, the farmer’s children must work

at his side because without their assistance, he will be unable to earn
enough money to provide for the family. Now, please open your eyes.
Do you think this story is one from the distant past? Not really. Millions
of people around the world are living out this exact story every day of
their lives. Millions of people are struggling daily to make ends meet.
However, companies like mine are attempting to improve the situation
for farmers like the one I just described. I’m Henrietta Perkins, and I’m
here to tell you more about what we do and why we do it. 

My company, Upstanding Coffee, is a fair trade business, so we
exclusively support and cooperate with sustainable and principled
coffee plantations. There is cooperation between producers, exporters
and vendors which ensures that our values are upheld. But why is this
necessary, you may ask? Well, in the case of many large, powerful
coffee companies, their supplying farmers receive low and fluctuating
prices that do not allow them to meet their basic human needs. The
effects of this can be dire, resulting in a range of negative outcomes,
from poor nutrition to children being taken out of school. Some of these
farmers have even had to relinquish their farms because of debt. In
addition, the fluctuations in price mean that there is no guarantee of a
stable income for coffee growers.

So how does fair trade coffee assist in solving these problems? Well,
coffee producers receive a guaranteed price which removes the
guesswork for farmers. They know exactly how much they will earn
for their product, and when coffee prices increase, we pass the profits
on to the producers so that they get a pay rise. We also offer premiums
to fund social, environmental and community projects. The
communities decide for themselves how to distribute these funds, and
it makes a massive difference in their lives. For instance, one coffee
cooperative in Papua New Guinea took advantage of their profits to
stock schools with textbooks, and health centres with mattresses. They
were also able to repair local roads, which resulted in more efficient
transport for their product and will, in effect, lead to an increase in
productivity, perpetuating the cycle of growth.

Ultimately, buying fair trade coffee is the right thing to do because it
means that the farmers who produce coffee are given a fair price for
their product and their families and communities are given a chance
to thrive. Our customers not only love the taste of our coffee, they also
feel great for buying fair trade. After all, you can’t put a price on a good
deed!

Are there any questions for me?
… Thanks everyone!

Model analysis

Read the presentation about fair trade
coffee. Who is the speaker? What is the
purpose of the presentation?

1 Tip!
You can use presentation software to create an
electronic presentation to attract the audience’s
attention and make your presentation more
appealing. There are various programs you can
use (Powerpoint, Keynote, Prezi, Impress, etc.).
These programs allow you to create a number of
slides with text and/or images and display them in
a slide show. Under each slide, you can also write
notes with the key points of your presentation.
(See more on p. 29)

Look at the slides the speaker has prepared
for her presentation on fair trade coffee.
Write notes under each slide. 

2

A B

C D

..........................................

..........................................

..........................................

..........................................

..........................................

..........................................

..........................................

..........................................

..........................................

..........................................

..........................................

..........................................

Your turn

Fair trade products
Imagine you are a representative from a company that sells

a fair trade product/produce (e.g. bananas, tea, cocoa,
cotton, sugar, honey, rice, spices/herbs, etc.).

Give a presentation about your company’s product/
produce at the Annual Fairtrade Festival. 

Using presentation software/Speaker notes
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Plan & Useful Language

Introduction
• Greet the audience, welcome them and
introduce yourself/your role.

• Select an appropriate opening technique
to introduce the topic (e.g. address the
audience: Think about what life is like for
farmers in … . Think about how they feel
every single day when … .)

Main body
Type: Specialising in [product], our company
belongs to ... which guarantees that ... . 
Problem with non-fair trade: So why buy
fair trade [product]? Well, the producers of
non-fair trade [product] struggle with/face … .
Effects of problem: When we consider
these problems affecting non-fair trade
producers of [product], we can see that the
results are … . 
Benefits of fair trade: Fortunately,
organisations that promote and participate in
fair trade create changes in the communities
of [product] growers such as … .

Conclusion
• Summarise the main points of your

presentation.
• Select an appropriate closing technique to

conclude your presentation (e.g. use a
quotation: As the  … once said, “…”. Well,
let’s all hope that starting now, fair trade
practices will help … .) 

• Invite questions from the audience (e.g. Is
there anything you would like to ask me?)

• Thank the audience for listening.

6
Organising ideas

Research online about a fair trade product (e.g. bananas,
tea, cocoa, cotton, sugar, honey, rice, spices/herbs, clothes,
jewellery, etc.). Collect information about: the type of
product, problem(s) with non-fair trade products, effects of
problem(s) and benefits of fair trade products.

3

Using emotional language

Tip!
When you give a presentation about a social or controversial issue, you
can use emotional language to influence the members of the audience
by appealing to their emotions and triggering specific reactions to
the topic you are presenting. For example, in the model presentation
(Ex. 1), the speaker begins her speech with an emotionally charged
story about a farmer – with his two young children – struggling in the
fields. The story aims to stress the value of buying fair trade products.
Other examples of emotional language include:
• rhetorical questions, e.g. Can you imagine what it would be like to
be unable to support your family and provide them with the basics?
Honestly, I can’t.
• repeated phrases, e.g. “let freedom ring” and “Free at last!" (from Dr.
Martin Luther King’s civil rights speech in 1963 ‘I Have a Dream’)
• sophisticated, strong adjectives/adverbs (both positive and
negative), e.g. awe-inspiring, overwhelming, outstanding, outrageous,
shameful, shocking.
• quotations by famous people/sayings/proverbs, e.g. In the words of
Mother Teresa, “We must be the voice of those who have none”.
• imagery, e.g. Imagine waking up to the strong smell of a freshly
brewed coffee.

Using the appropriate tone of voice

Tip!
“It’s not what you say; it’s how you say it.” Your voice is a powerful
instrument that you can use to your advantage as your tone of voice
expresses a lot more than the spoken word. When using emotional
language, it is important to vary your tone of voice to express
specific emotions (e.g. if you want to express joy, your voice needs to
be more melodic, whereas sadness is with a flat, monotonous voice).

Identify and underline examples of emotional language
in the model presentation (Ex. 1).

4

Preparing & Presenting

Follow the plan. Use the information you have collected
in Ex. 3. You can use phrases and the opening/closing
techniques from the Plan & Useful Language box. You can
prepare an electronic presentation to make your speech
more interesting.

6

Read the introduction of the model presentation (Ex. 1a)
out loud using the appropriate tone of voice.

5

Checklist
When you have finished writing your
presentation, make sure you have:
•    introduced yourself/the topic
•    mentioned all the points of your research
•    used appropriate opening/closing

techniques
•    used emotional language
•    used presentation software
Rehearse and give your presentation.
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Model analysis

Read the presentation. Who is the speaker?
What is the topic of the presentation?

1 Tip!
You can help your audience remember key points of
your presentation by recapping or repeating them
before you move on to the next one. For example:

• So I’ve given you some information about ... ; now
let’s discuss ... .

• I’ve already covered ... . Next, let’s move on to ... .

• Now that we’ve discussed ..., let’s talk about ... .

Underline the sentences the speaker uses to
recap his/her main points in the model
presentation. Then, rewrite them in your own
words using ideas from the tip box above. 

2

Find and underline three uses of cohesion
techniques in the model presentation. 

3

Using cohesion techniques

Recapping main ideas

Tip!
To ensure that your presentation flows smoothly,
you can use cohesion techniques. These include: 
– linking words & phrases: e.g. Climate change is
a serious concern; namely, increasing global
temperatures foreshadow a reduction in the size of
glaciers worldwide.
– referencing: e.g. As I mentioned earlier, glaciers
provide a steady supply of freshwater to streams and
rivers.
– repetition: e.g. What could be more exciting than
exploring the polar ice regions? What could be more
wondrous than standing on a massive glacier?
– synonymy: e.g. Ships are careful to avoid glacial ice
shelves since, if they don’t steer clear of (NOT avoid)
them, breaking ice could cause massive waves to
damage the vessel.
– antonymy: e.g. Unfortunately, in spite of a few
record-breaking temperature drops in recent years,
the rate of temperature increase has almost doubled
in the last 50 years.
To avoid using too much repetition, you can use: 
– substitution: e.g. Glaciers are shrinking at an
alarming rate due to global warming and the only
way to stop this is to eliminate it (NOT: ...to eliminate
global warming).
– ellipsis: e.g. Scientists who study glaciers feel excited
and (they feel) passionate about discovering new
information through their research.

20

I’d like you to close your eyes for a moment. Picture standing in a deep
valley between two mountains that tower above you. The air is bitterly cold,
burning your lungs as you inhale, and wisps of vapour waft away as you
exhale. But the main feature of the location isn’t what’s around you or over
you, but what’s beneath you. You’re standing on a giant sheet of ice which
sparkles in the afternoon sun. What is it? A glacier, of course! Amongst
the polar regions’ most iconic and impressive features, these masses of
ice are the topic of today’s lecture.
Were you aware that glaciers are sometimes called ‘rivers of ice’? This may
seem surprising to most of you as glaciers don’t seem to move at all! But
actually, gravity and the weight of the glacier itself carry it downhill, just as
a river carries water downhill – only a lot more slowly. But the question is
how do glaciers form? Well, they are thick layers of ice that form over
thousands of years, as layer after layer of snow falls in the polar regions of
the Arctic and Antarctica. Eventually, these masses either flow towards
warmer areas where they melt to create rivers, lakes and wetlands, or, they
move towards the ocean, where they break off into icebergs or simply melt
away into the seawater.
So, now that we’ve discussed formation, let’s have a look at the
classification of glaciers. There are two main types: the continental, which
generally remain unaffected by the topography of the region, and the alpine,
which are located in between mountains. These are categorized into
piedmont and valley glaciers. The piedmont glaciers flow towards the ocean
and form ice shelves over the water, and the valley glaciers are trapped
between mountains and cannot flow out of the region. Another variety of
glacier is the ice caps, the ice sheets that form on top of mountains. 
Now that we’ve covered the different classifications as well as where
glaciers originate, let’s discuss the influence they have on the environment.
It seems that the surrounding ecosystem is affected by them in both
positive and negative ways. On the positive side, these large sheets of ice
reshape the landscape as they move across a region, creating fjords and
valleys and redistributing rock debris from adjacent mountains. Not only
that, but glaciers also provide freshwater to the local flora and fauna as
runoff forms rivers, lakes and other water bodies. And, surprisingly, the
appropriately named ice worms have made glacial ice their home. This is
just one of the species that take advantage of the ice for food and habitat!
Nonetheless, glaciers do create significant problems for both wildlife and
humans living in these extreme environments, especially due to global
warming, which is causing glaciers to melt faster than they can form, and
that leads to flooding, an increase in the number of icebergs, ice avalanches
and rising sea levels.
Recapping everything we discussed today, glaciers are awe-inspiring,
dynamic features of nature and while they pose a threat to the environment,
they do provide conclusive benefits as well. Let’s just remain optimistic
that global warming doesn’t make glaciers a thing of the past!
Now does anyone have a question about glaciers? ...
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Plan & Useful Language

Introduction
• Select an appropriate opening technique

to introduce the topic (e.g. use visuals: I’d
like you to look at this photograph. Isn’t it
magnificent?/make a statement & address
the audience: I’m certain you are all
familiar with the phrase “the tip of the
iceberg”. But do you know what it means?
Today, I will attempt to take your
knowledge of … above and beyond the
basics.)

Main body
Origin: In spite of being located in the ocean,
icebergs are actually made up of ... . This is
because they originate in … .
Life cycle: The life cycle of an iceberg
normally lasts for … and they break down in
a variety of ways, from … to … . 
Classification: Researchers classify icebergs
into ... . The classifications by size include …
whereas the classifications by shape are
called … .
Benefits: So now that I’ve covered the
categories of icebergs as well as where they
come from, let’s discuss what they do for ... . 
Dangers: But, ... despite these advantages,
there are also dangers associated with
icebergs to both humans and wildlife,
including … .

Conclusion
• Summarise the main points of your

presentation.
• Select an appropriate closing technique to

conclude your presentation (e.g. asking a
rhetorical question: Icebergs are unique/
formidable/impressive, etc. natural works
of art, don’t you all agree?) 

• Invite questions from the audience (e.g.
Any questions about icebergs at this point?)

7
Your turn

Natural formations 
Imagine you’re a Geography lecturer. Give a presentation 

about icebergs to your students. (Module 7)

Organising ideas

Research online and collect information about icebergs
using these key words: origin, life cycle, classification,
benefits, dangers.

4

Using cohesion techniques

a)  Read the extracts from a presentation about icebergs.
Fill in the gaps with the appropriate words/phrases from the
list below. The cohesion techniques in bold will help you.

• Additionally  • rising  • them  • categories  • As previously stated

5

  A   There are different categories which icebergs belong to according to their shape.
The four most common 1) .......................... (repetition) of icebergs by shape are:
tabular icebergs, which have a flat top; dome icebergs, which are rounded on
top; blocky icebergs, which have long, vertical sides; wedge icebergs, which have
a sloped pyramid shape. 2) .......................... (linking word/phrase), there are
some types of icebergs with more unusual shapes, such as drydock icebergs,
which have a channel melted through 3) .......................... (substitution) and
pinnacle icebergs, which have pointed spires. 

 B   4) .......................... (referencing), there are always some dangers related to
icebergs, but did you know that climate change is intensifying those dangers?
It’s true. In fact, as temperatures are increasing, the number of icebergs that
are released into the ocean is 5) .........................., too. (synonymy)

       b)  Read the excerpts again and find an instance of
repetition which could be avoided using ellipsis.

Preparing

Follow the plan. Use the information you have collected
in Ex. 4 to prepare your presentation. You can use phrases
and the opening/closing techniques from the Plan &
Useful Language box.

6

Presenting & Getting speaker feedback

a)  Rehearse your presentation in front of your friends and
ask them to give you feedback using the Assessment Form
on p. 5.

       b)  When you give your presentation, give a copy of the
Assessment Form (p. 5) to each member of the audience. Ask
them to evaluate your presentation and give you feedback.

7

Tip!
Getting feedback from your audience will help you improve your
public speaking skills by identifying your strengths as well as any
areas which need improvement. 

Checklist
When you have finished writing your
presentation, make sure you have:
•    introduced the topic
•    mentioned all the points of your research
•    used appropriate opening/closing

techniques
•    recapped your main ideas
•    used appropriate cohesion techniques
Rehearse and give your presentation.
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Hello! I’m Mark Irving
and I’ll be your guide
on a journey back
through time as we
explore the Cutty Sark,
a historical vessel! The
ship we’re standing on
today is one of the last
of its kind still intact at
this point; ‘tea clippers’, as these ships are called, were small, fast
vessels used for transporting lightweight cargo like tea, hence
the name. But although this particular ship no longer sails the
seven seas, she is very popular with tourists, especially since the
opening of the studio theatre inside! Before we take the tour, I'd
like to take a few minutes to familiarise you with her historical
background. If you have any questions, I’ll be happy to answer
them at the end, OK?

As I mentioned earlier, the Cutty Sark is a 19th century tea
clipper. She was built in 1869 and, interestingly enough, she got
her name from a Robert Burns poem. She was one of the fastest
ships of her time, and she picked up cargo all over the world! She
hasn’t sailed since 1954, when she was put on display in a dry
dock in Greenwich. Disaster struck in 2007 when the Cutty Sark
was badly damaged in a fire, but thankfully it was decided that,
despite the exorbitant price tag of £50 million, she would be
restored, and was finally reopened as a museum in 2012. Ever
since then, visitors like yourselves have been enjoying the
experience of exploring the ship and getting a taste of 19th
century life. 

The Michael Edwards Studio Theatre opened on 29 January 2014,
and became another incredible feature of this tourist hotspot. At
night, the cargo hold of the ship is transformed into a theatre
space which seats 110 people and hosts a wide variety of
performances from comedies and music concerts to dramas.
Past performances include cabaret, comedy, one-man shows,
lectures, musical performances and small-scale dramas. But
we’re here in the present, not the past! This year, you can enjoy
a host of performances by popular comedians almost every
evening. There’s more information about these on our webpage,
or you could have a look at one of the brochures by the entrance.
You’re welcome to pick one up after the tour!

A visit to the Cutty Sark not only offers a step back into the past,
but also the chance to experience all the pleasures the theatre arts
have to offer with the purchase of a single ticket to one of the many
fine performances at the Michael Edwards Theatre! There is no
doubt that watching one here will transport you to another time
and place. Who wouldn’t want to experience that? 

Would anyone like to ask me a question at this point? … All
aboard now!

Model analysis

Read the presentation. Who is the speaker?
Where is the presentation taking place? 

1

Using transition techniques

Asking & Answering questions

Tip!

When you give a presentation, you can move from
one point to another smoothly and keep the
audience’s attention by using transition techniques,
such as: 

– openers, which lead into key points by introducing
them. (e.g. The Cutty Sark has a long, rich history. She
was first built… .)

– transition words/phrases, which connect one
idea to another. (e.g. not only…, but also, similarly,
on the other hand, another example would be, on the
grounds that, etc.)

– summaries, which review key points. (e.g. Now
that I’ve explained a bit of the historical context of the
Cutty Sark to you, let’s move on to… .)

– signposts, which clarify that the speaker is moving
from one point to another. (e.g. The first aspect I’d
like to discuss is..., Let’s now turn to a bit more
information about… , Moving on, there’s… , etc.) 

Tip!
When giving a presentation, you can include a
question-and-answer (Q & A) session, but you will
need to prepare beforehand. Think about what you
haven’t covered in your presentation and, therefore,
what questions your audience might ask. You may
need to do some research in preparation for the
questions they are most likely to ask. Prepare short
and simple answers. (See more on p. 30)

Identify and underline three transition
techniques in the model presentation (Ex. 1).

2

Read the model presentation again. Then,
read the possible questions the speaker
thought of while preparing for his
presentation below. Do your own research
to find the answers to the questions.

        A   What was the first show performed at the
Michael Edwards Studio Theatre?

        B   What was the cause of the 2007 fire on the
Cutty Sark?

        C   Who is the Michael Edwards Studio Theatre
named after?

3

OnScr C1 PubSpeaSkills Ss.qxp_OnScr C1 PubSpeaSkills Ss  7/27/17  5:00 PM  Page 22



23

Plan & Useful Language

Introduction
• Greet and welcome the audience, and
introduce yourself/your role.

• Select an appropriate opening technique
to introduce the topic (e.g. address the
audience: What comes to mind when you
hear the word ‘theatre’? … All great
answers! But the theatre you’re about to
visit today is unlike any other because … .)

Main body
Name: The [name] theatre is unique due to
its ... .
History: Over time, [theatre] became quite a
significant part of [country]’s history.
Originally, it was built in … and became well-
known for … .
Past performances: No matter how
glamorous/decorative/ornamental, etc. the
theatre, what makes it truly outstanding are
the performances. In the past, such
performers/plays as … have been featured in
this unique space.
Current performances: For the upcoming/
current season, depending on what tickles
your fancy, you have the opportunity to be a
spectator to … .

Conclusion
• Summarise the main points of your

presentation.
• Select an appropriate closing technique to

conclude your presentation (e.g. use a
quotation/saying: It’s just as the saying
goes: “On with the show!”) 

• Invite questions from the audience (e.g.
Would anyone like to ask me anything at
this point?)

• Thank the audience for listening.

8
Your turn

Unique theatres 
Imagine you are a tour guide leading a group of people on a tour of a
unique theatre in an unusual setting/location (e.g. the Minack Theatre,

Cornwall, UK; the Odeon of Herodes Atticus, Athens, Greece; the Watermill
Theatre, Newbury, UK; Thang Long Water Puppet Theatre, Hanoi, Vietnam,
etc.). Give a presentation describing the theatre to the group. (Module 8)

Organising ideas

Research online and collect information about a unique
theatre in an unusual setting/location using the headings:
name, history, past performances, current performances.

4

Using transition techniques

Read the extracts from a presentation about a unique
theatre and match the words/phrases in bold (A-D) to the
transition techniques (1-4).

5

So now that I’ve talked about the fact that the Odeon of
Herodes Atticus once played a major role in the Panathenaea
festival, let’s move on to how it’s currently used.

The Odeon of Herodes Atticus is a major Athens hot spot
where a wide range of performances are held every summer.

Primarily, there are captivating musical performances, from
concerts by orchestras and pop singers to traditional folk music. 

Furthermore, you’ll love the opera performances which combine
the beauty of music with the pleasure of drama.  

A

B

C

D

  3   summary   4   signpost

Asking & Answering questions

Tip!
If you don’t know the answer to a question, don’t be afraid to say
so. You could offer to find the information or inform the audience
member about where they can find the answer. e.g. I’m afraid I’m
not sure. Let me check that and get back to you later.

Preparing & Presenting

Follow the plan. Use the information you have collected
in Ex. 4 to prepare your presentation. You can use the
phrases and the opening/closing techniques from the
Useful Language box. Prepare for a Q & A session.

7

  1   opener   2   transition word/phrase 

Imagine that an audience member has asked you the
following question and you don’t know the answer.
“Was Rowena Cade – the creator of the Minack Theatre –
ever involved in the theatre performances herself?”Which
response (A or B) is more appropriate? Explain why.

        A   I’m not exactly sure, but I would be happy to find that out for
you and let you know later.

        B   That’s a good question, but I’m afraid I have no idea.

6

Checklist
When you have finished writing your
presentation, make sure you have:
•    introduced yourself/the topic
•    mentioned all the points of your research
•    used appropriate opening/closing

techniques
•    used appropriate transition techniques
•    prepared for a Q & A session
Rehearse and give your presentation.
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Ceremonial
Speeches

I’d like to extend my sincere gratitude to you all for being here today at
this memorial ceremony held in honour of Mr Francis Kurtz. My name
is Jillian Maloney and, as many of you know, I’m the head of the board
at the Kurtz Education Foundation. The American writer Christian Nestell
Bovee once said, “Kindness is the language which the deaf can hear and
the blind can see.” Well, I know you’d all agree that everyone who knew
Francis Kurtz, the founder of this organisation, witnessed his kindness
at one time or another.  

When Mr Kurtz passed away earlier this year, it was a devastating
shock to everyone who has experienced the joy of knowing him, either
on a personal or a professional level. He was not only a charismatic and
insightful leader, but also a compassionate philanthropist who dedicated
his life to helping others.

Since the inception of the Kurtz Education Foundation more than
a decade ago, his primary objective was to assist in making university
substantially more affordable for young people in financial difficulty,
regardless of their background. Over the years, he helped over 1,000
students achieve their dream of attending university without becoming
hampered by crippling debt in the process. In fact, many of the people
here today are among those who have benefitted from Mr Kurtz’
foundation, including myself! I am certain that if Mr Kurtz were here
now, he would be extremely proud of us all.

We, the board of the Kurtz Education Foundation, can think of no
better way to honour Mr Kurtz’ contributions to society than to establish
this new scholarship, the Kurtz Fund. It will be awarded to a student
who is an active leader in his or her community and embodies the
kindness and generosity of spirit that we saw in Mr Kurtz. 
So on behalf of everyone at the Kurtz Education Foundation, although
we mourn the loss of an exceptionally great man, we are also able to
celebrate his many impressive achievements and his truly remarkable

selflessness. I would also like to express my
own genuine thanks to the many people who’ve
helped to keep this organisation running. Your

generous donations have meant the
world to us; from the bottom of our hearts,

we want to express our deep appreciation. I feel
confident that Mr Kurtz would be pleased to

know his life’s work is continuing. Thank
you.

1

2

3

Plan & Useful Language

Introduction
• Greet and welcome the audience, and introduce

yourself/your role.
• Select an appropriate opening technique to introduce the

topic (e.g. use a rhyme/poem: I’d like to begin by sharing
a …with you: Someone dear to us has gone; …and yet
his/her efforts will go on … .)

Main body
About the person: Although [person]’s death was truly
heartbreaking, I believe that we can all appreciate … .
About the person’s character: There are so many words I
could use to describe [person]’s character; he/she was such
a(n) ... person and I don’t think any of us are likely to forget
how ... he/she was in his/her heart.
About the organisation: For those of you who are
unfamiliar with the work of [organisation], it was [person]’s
core ambition in life to … .
About the memorial fund: The best way we could ever
hope to honour the memory of [person] would be to … .
This is the reason why the [organisation] has created  … .

Conclusion
• Summarise the main points of your speech.
• Select an appropriate closing technique to conclude your

speech (e.g. make a statement: We couldn’t feel prouder
that this fund will further his/her legacy.) 

• Thank the audience for listening.

Model analysis

Ceremonial speeches are delivered to mark the importance of a ceremony, festivity or special event:
weddings, award ceremonies, anniversaries, commemorations, memorials, formal or informal dinners, etc. Just
like any other presentation, a ceremonial speech should be well-organised with a clear introduction, main body
and conclusion. You need to keep in mind, though, that since their goal is to celebrate an event, person or idea,
the language should be expressive and emotional rather than informative or persuasive.

Your turn

a)  Think about a scholarship funded by a
charity organisation: Who started the
organisation? What characteristics did they
have? What is the organisation’s purpose?
What kind of memorial funds does the
organisation offer?

        b)  Practise and give the tribute speech from
Ex. 1 or write your own using phrases from
the Plan & Useful Language box and your
ideas from Ex. 2a. 

2

        b)  Label the paragraphs (1-3): about the
memorial fund, about the person, about the
organisation.

a)  Read the speech. What type of ceremony
is it? 

1

A tribute speech
Imagine you are a member of a charity organisation and

you have been asked to speak at a memorial service. Give a
speech about the founder of the organisation announcing

a memorial fund being started in his/her name.
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2 Ceremonial
Speeches

Your turn

a)  Imagine you are graduating from
university. Think about: memories of your
time at university, the people who influenced
you, your plans for the future. 

        b)  Practise and give the valedictorian
speech from Ex. 1 or write your own using
phrases from the Plan & Useful Language
box and your ideas from Ex. 2a. 

2

        b)  Read the speech again. Underline the
part(s) that you find humorous.

Good evening, ladies and gentlemen. I’m truly honoured to be standing
before all of you today. But I’m especially proud to be standing here in
front of our graduating class and those remarkable educators who
assisted us in achieving our success. Graduates, we made it! Think of
how far we’ve come! It seems like only yesterday we were all fresh-faced
new students at Edmond University, but now, here we stand together
graduating!

Let’s begin by doing what comes most naturally in a valedictorian
speech: looking to the past. Millions of years ago, dinosaurs roamed the
earth… Oh dear, I’ve gone too far into the past! Seriously now, do you
remember our very first day of orientation? We were all terrified at the
thought of trying to make new friends, weren’t we? But we didn’t need to
worry about that! When the university organised an ‘ice breaker’
scavenger hunt for us to get to know one another, we ran all over campus
finding items on our lists. And we did get to know each other, didn’t we?
In the weeks that followed, we found ourselves making new friends quite
easily as we joined sports teams, committees and a variety of other clubs,
following our lecturers’ advice who said that university life is not only
about formal education but about being socially educated, too. I myself
participated in a number of different clubs, and I am certain that the
friendships I made within each of them will last a lifetime! 

But in addition to the strong friendships we’ve made, we’ve also
had a fantastic group of lecturers leading us, haven’t we? There have been
so many people – most of whom are here today, so I guess I’d better say
something nice soon! – so many wise people that definitely inspired me
personally, but I think the most influential of them all was Professor
Gordon. Professor, we all have to admit that your lectures were most
inspiring. And we all still remember your science puns that became
running jokes among the students. I am certain that every student in the
Science programme joins me in saying thank you, Professor Gordon.

And yes, we finally made it! We are about to graduate, but this, my
fellow students, is not the end. This is the beginning. There are so many
more things yet to come our way. Some of my fellow graduates here are
headed for postgraduate programmes, others directly into the workforce.
And some of you are not exactly sure what’s ahead, are you? But no matter
what challenges we may face, we can all be certain that we’ve obtained
the necessary skills through the comprehensive education system of
Edmond University that will carry us through the coming years.
At the end of the day, our time here has been brimming with countless
memories and inspiration, and I am convinced that each of our futures
shines bright as a result. Aren't we all eager to see what wonderful
professional opportunities present themselves as we now embark on a
more enlightened journey? I'm sure we're all eager to become the next
researchers who develop a cure for a serious disease or the next scientists
who discover the secret of longevity or the end of world hunger. I know I
am ready for this new challenge! So, my fellow graduates, congratulations
and good luck to you all!

1

2

3

Model analysis

a)  Read the speech and label the paragraphs
(1-3): future plans, memories, influences. 

1

Plan & Useful Language

Introduction
• Greet and welcome the audience.
• Select an appropriate opening technique to introduce the

topic (e.g. stimulate emotions: I’m absolutely thrilled/
excited/happy to be here looking out at … and seeing your
smiling faces on this momentous/unique/once-in-a-
lifetime occasion.)

Main body
Memories: I’d like to open with just a few of the many
fantastic memories I’ve made here at … University. Can you
recall our first day at … University? … Well I remember it as
if it was only yesterday: ... One amazing moment I’ll never
be able to forget is … .
Influences: There are so many incredibly inspirational people
here at … University, but the one who stands out the most
in my memory is … . You have motivated us all by … .
Future plans: In addition to the many special memories and
people that we all hold dear, we must also consider our future
as we set forth into adulthood.

Conclusion
• Summarise the main points of your speech.
• Select an appropriate closing technique to conclude your

speech (e.g. use a quotation: And I would like to leave you
with the words of …, “…”. I hope we all succeed/achieve/
make true, … .) 

• Congratulate your fellow graduates.
• Thank the audience for listening.

A valedictorian speech
Imagine you are the valedictorian of your university’s

graduating class. Give a speech to your fellow graduates,
the university professors and lecturers and the guests

attending the graduation.

Tip!
You can use humour in your valedictorian speech
to make it more entertaining and memorable.
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3Ceremonial
Speeches

Your turn

a)  Think about what a motivational speaker
might say to first-year university students at
an orientation ceremony (e.g. positive
thinking, the pursuit of ongoing learning, the
key to success, learning from mistakes, etc.).

        b)  Practise and give the speech from Ex. 1 or
make your own using the plan/phrases from
the Plan & Useful Language box and your
ideas from Ex. 2a.

2

        b)  Find examples of powerful, emotional
language in the motivational speech (Ex. 1a).

Hello! Welcome new students! I’m Clarice
Morgan. You might not believe it, but not
so very long ago, I was in your shoes on
my first day of university. And now, as a
motivational speaker, I have the opportunity
to help students like you succeed in life.
Standing here before you delivering a
speech on Orientation Day is an incredible
honour, but it’s also a great responsibility.

You are currently poised on the edge of a significant life change, and I
hope my words will give you the confidence to pursue your aspirations,
the courage to face your anxieties and the wisdom to find solutions to
your problems. 

Everybody has the desire, deep down inside, to create a good life for
themselves, don’t they? We may each have different expectations of what
a good life means, but no matter what that definition might be, I think we
all sometimes mislead ourselves into believing it can simply fall from the
sky into our laps. In fact, sometimes we wish we could achieve our goals
without facing any difficulties, don’t we? The problem is, a difficulty-free
life isn’t beneficial because it doesn’t contribute to our development in a
way that will allow us to reach our full potential. 

We all feel at times that life isn’t easy, especially in terms of academic
study. You’ll face a lot of challenges along the way. Take my story, for
example. When I was a student, I had to deal with a learning difficulty: I
couldn’t evaluate texts and express information in writing. That obviously
made researching, studying, writing papers and even test-taking extremely
demanding. You can’t imagine how hard I had to work to simply keep up
with the other students in my class. It was an ever-present struggle in my
life, but I’m so glad I didn’t give up because those struggles are what made
me the resilient and determined person I am today. 

What I learned during my years in university is that you always, always
have a choice. Don’t let yourself become overwhelmed and, as a result,
feel immobilised because when it comes down to it, you are the only one
who can prevent yourself from succeeding – and you are the only one
who can make yourself succeed. As American businessman Henry Ford
once said, “Whether you believe you can do a thing or not, you’re right.”
Not every choice you make will be easy, but if you’re striving for
excellence, you’ll always know which decision is best for your future.

So now, at the beginning of your university years – which may well be the
best years of your life – I hope you will all find the strength to face your
challenges, overcome them and make your dreams come true. Thank you. 

Plan & Useful Language

Introduction
• Greet and welcome the audience, and introduce yourself.
• Select an appropriate opening technique to introduce the

topic (e.g. use humour – find an appropriate joke/a
humorous story/a pun related to the topic: Today marks
the beginning of what may be one of the best periods of
your life – even though to some of you it might also feel
like the longest!)

Main body
Core theme(s): Remember, you – and you alone – have the
power to determine the direction and the plot of your story./
Your choices may seem daunting yet exciting, challenging
yet empowering./One of the great things about university
life is that if offers you ample opportunities to flourish both
as a student and as a person.
Supporting (real-life/personal story, facts/statistics): Every
time I think of this, I find myself transported back to the
years when … ./Many of you must be wondering – I know
I did when I went away to university – what life will be
like… ./I was very struck by the story about … ./I remember
very well, like it was yesterday, the day when … ./Did you
know that …% of university students feel/experience …?

Conclusion
• Summarise the main points of your speech.
• Select an appropriate closing technique to conclude your

speech (e.g. use a poem: I would like to leave you with
some lines from my favourite poem … .) 

• Thank the audience for listening.

Tip!
A motivational/inspirational speech uses powerful,
emotional language to get an important message
across and inspire the audience to adopt a
viewpoint or take a particular action. (Also see Tip
box about using emotional language on p. 19).

Model analysis

A motivational speech
Imagine you are a motivational speaker. Give a

motivational speech to a group of first-year students at a
university orientation ceremony.

a)  Read the motivational speech. What are
the main topics it deals with? 

1
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Toasts

a)  Study the toasts below (1-5) and match them to the occasion (A-E).  1

Toasts are short speeches given in order to
congratulate, show appreciation or remember.
These are delivered at times of celebration or
commemoration, including holidays such as New
Year’s Eve, graduation days, weddings, retirement
celebrations, housewarming parties, etc.
The most important thing to remember when toasting
is to keep it short. Secondly, always remember that

the aim of the toast is to focus attention on the
person(s) being toasted, so make frequent eye-
contact with them. Also, make sure the toast is all
about them. If your toast is about an event rather than
a person, it should be more formal. To finish a toast,
you can say something like, “Please join me in a round
of applause for…” and raise your glass.

It certainly has been a long time since we were all in the same city, let alone in
the same room together, hasn’t it? If my memory serves me well, it has been
six long years. But, that doesn’t matter now, because today we have come
together, four generations of our family, from near and afar to enjoy each other’s
company, to share stories, to catch up and build upon our already strong bonds.
As the American author Anthony Brandt once said, “Other things might change,
but we start and we end with the family,” and everyone here knows how true
this is for our family. So, please raise your glasses to our reunion. To us!

My wife Emma and I have been looking forward to this day for a long time. It
seems like just yesterday that our son was so tiny, but now he’s already a year
old! As you all know, a child’s first birthday is an important milestone in our family,
and we couldn’t be more excited to celebrate it with you all. Will you please join
me in raising a glass to our precious son, Jamie? A toast to his bright future!

So here we are together at the end of another year; we’ve exchanged red
envelopes, we’ve set off fireworks and we’ve eaten this exceptionally delicious
meal together. There have been some incredible experiences in our lives in the
past 12 months; some minor struggles, but a majority of triumphs. I’m
overjoyed to be here celebrating with you, my dear family. In the coming year,
I want to wish each of you good fortune. Let’s all drink to health and happiness
for the year to come. Happy New Year!

Dad, I’m so pleased to be here today celebrating
you and everything you’ve done for this family.
You supported us, you provided for us and you
gave us excellent advice. I’ll never forget what
you said to me the day I turned 18: “You’re a
man now, son, and a man is someone who
thinks before he acts.” I’ve taken that wisdom
to heart and it’s guided me through every major
life choice so far. I hope that when I become a
father I will teach my children to be as strong
as you’ve taught me to be. Here’s to you, Dad! 

5

1

2

3

         b)  Now match the photos (1-3) to the occasion.

Chinese New Year

Father’s Day

First birthday

Thanksgiving

A family reunionA

B

C

D

E

You know, here in Canada we certainly have a
lot to be grateful for, but what I’m most thankful
for is the people here at this table. Mom, Dad,
you’ve given me so much since the day I was
born, and you continue to share your kindness
and generosity with me. I’m also thankful for
you, Grandma and Grandpa. You have given me
some excellent pearls of wisdom over the years
and I love spending time with you, taking in
your wisdom and thoughtful advice! Finally, I’m
so thankful for you, Dave. I couldn’t ask for a
kinder, more generous brother! So I’d like to
raise my glass to all of you. Thank you!

4

1
3

2
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Extra Material

1 Influential families The extracts below give information on the
Kennedy family. Which come(s) from
reliable sources? Explain why/why not.

1
Researching online
The Internet is an invaluable research tool. However,

locating appropriate information can be quite challenging

because of the volume of online sources available. For

this reason, you should go through these sources

carefully and only select information necessary for your

presentation.

How to research
  •   To narrow your online search, use specific key

words or phrases about your topic. For instance, if
you are collecting information on the legacy of the

Kennedy family, the key phrase ‘Kennedy family’ will

probably produce thousands of results. To limit your

search, type more specific key words/phrases in a

search engine. (e.g. ‘legacy of Kennedy family’). This

will help you locate the specific information you

need easily. 

  •   Remember to take notes of all relevant information
you find and keep a record of where you found it.

  •   Do not copy someone else’s work word for word.
Always use your own words (paraphrase).

Evaluating online sources
Online research is fast and convenient, but when

researching, make sure the information is up-to-date.
You should also bear in mind that some sources may be

biased due to the circumstances under which they were

written or the point of view of the person who wrote them.

Think critically when evaluating sources to determine
which provide factual data based on evidence so that
your presentation is as objective as possible.

Think about the following:

  •   Who is the author? Is he/she an expert on the topic?

  •   Is the website trustworthy? (e.g. associated with a

university or other accredited institution?) 

  •    Is the information up-to-date? When was it published?

  •   Is the information supported by facts and evidence,

or is it based on personal opinion?

You could use academic resources (e.g. online

encyclopaedias and dictionaries, scientific or scholarly

journals, official university sites). Also, look at a number

of different websites to cross-check information before
you use it.

Underneath an image of perfection and glamour, America’s
“royal family” has experienced more than their fair share
of tragedies, in what some claim to be a result of the
Kennedy Curse. From the assassination of President John
F. Kennedy in 1963 and a ski accident involving Michael
Kennedy in 1997, to a plane crash which claimed the lives
of John F. Kennedy Jr., his wife and sister-in-law – the
Kennedy family have endured many misfortunes. Is there
really a curse surrounding this family? Brought
EXCLUSIVELY to you in tomorrow’s issue, a Tell-All interview
with a source close to the family. Don’t miss it!

The Voice – 18 July 2017

Reporter: There’s no royal family in the US, but the
Kennedys are the only family that has ever come close to
that. How do you explain that?
Edwards: Well, from a political aspect, America has seen
at least one Kennedy in federal elective office since 1947.
From JFK’s leadership and commitment to social justice to
numerous laws introduced by Ted Kennedy, their political
legacy is closely interwoven with American life. And don’t
forget that there’s also the dark side to this family that
draws people in: assassinations, accidents and tragic
deaths. It’s exactly like the author Vincent Bzdek puts it in
his book: the Kennedy’s are "a brotherhood in three acts".
It’s an ongoing saga …

Interview with Vicky Edwards, Professor of History 
Channel 7 – 12 March 2017 

Read the extracts from the reliable source(s)
again and underline the information about
why the Kennedys are still considered by
many an influential family. Then rewrite the
information paraphrasing it.

2

The Kennedys: An American Dynasty
by Lucas Davis
On the 40th anniversary of the assassination of John F.
Kennedy, this new book by historian Lucas Davis aims to
shed more light on America’s most prominent family in
politics, public service and business during the 20th
century. Beginning with the story of an Irish couple who
sailed from Ireland to East Boston in 1849 to flee the
potato famine, Davis unravels the story of a close-knit
family with a strong tradition in the political arena and
illustrates the defining role they played in it.
Following a lengthy, in-depth research process, Davis –
through a brilliant narrative – brings to life the people who
left an indelible impression on the country’s history.

Hardcover, 704 pages
Published 22 November 2003 by Good Books

A

B

C
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Extra Material

6 Fair trade products
Using presentation software & speaker notes
Presentation software (PowerPoint, Prezi, Keynote, Impress, etc.) allows you to create a number of slides with text

and/or images and display them in a slide show. Look at p. 7 of this booklet for general information about how to create

an attractive layout for your electronic presentation that will enhance your message.

Most presentation software programs offer the option to include notes under each slide to help you remember the key

points of your speech when you rehearse or when you deliver it in front of an audience.

When writing your notes:

  •   Don’t write your entire presentation under the slides. 

  •   Write key words or short phrases instead of long, complete sentences.

When using your notes during the presentation:

  •   Don’t read directly from your notes. Glance at them briefly to remember what you want to say next.

  •   You can print out copies of your slides with your notes below, or you can view the slides and notes on a computer

or tablet PC.

a)  Look at the slide (1) from a presentation on fair trade sugar and the speaker notes for it. Which
note (A or B) is more appropriate? Can you explain why?

1

       b)  Now look at the slides below from the same presentation about fair trade sugar. Research online
and collect information about the topic. Write appropriate speaker notes under each slide.

Prepare an electronic presentation to use in your speech about the fair trade product you have researched.
Make sure you include speaker notes under each slide to help you when you deliver your speech.

2
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A

Our company, among
others, is striving to
create and support ways
for small-scale farmers
to sell their produce on
fair trade terms. We are
committed to helping
them source sugar in a
fair and sustainable way.

B
   •   strive to support

small-scale farmers
   •   farmers sell

produce on fair
trade terms

   •   help farmers
source sugar in
fair/sustainable
way
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Extra Material

8 Unique theatres
Asking & Answering questions
Presentations can often include a question-and-answer

(Q & A) session. This can take place during a

presentation in specific situations (e.g. job interviews, TV

talk shows), but we normally hold a Q & A session

towards the end of the presentation to avoid disrupting
the flow. Remember to keep your answers short and
simple, and to smile, respond calmly and address the
whole audience rather than just the person who asked

the question. Here are some tips to help make the most

of your Q & A session! 

Before your presentation:
Prepare for the Q & A session by:
  •   brainstorming for questions the audience might ask.

  •   writing down possible questions the audience

might ask and preparing your answers in advance.

  •   researching more about the topic by entering key
words into an Internet search engine in case you are

asked about something not already mentioned in

your presentation.

During your presentation:
  •   It is a good idea to inform the audience at the

beginning of your presentation about when the
Q & A session will happen, however this isn’t always

necessary. e.g. Welcome to the Thang Long Water

Puppet Theatre. You are about to experience a

unique traditional art form that represents Vietnam’s

cultural identity. Let me tell you all about it as we tour

the area and afterwards you can ask me any

questions you may have.

  •   You can invite questions with a general question
e.g. Are there any questions? or refer to a specific
part of your presentation e.g. Does anyone have any

questions about the Thang Long Water Puppet

Theatre or water puppetry?

  •   You could repeat the question to give yourself time
to think and to ensure everyone in the audience has

heard the question. e.g. Q: What are the main
themes explored in these water puppetry

performances? A: OK, so you want to know about
the themes of the performances. / The young

woman over here has a question about the themes

of the performances. Well, these are usually inspired

by Vietnamese ancient legends and myths.

  •   Avoid answering questions that are off topic or
irrelevant by referring the member of the audience
to a source of information, or offering to discuss the

topic with them later. e.g. Q: What can you tell us
about other Vietnamese traditional art forms? A:
Well, there are various examples as Vietnam has a

long and rich history, but unfortunately, there is no

time to discuss it now. Perhaps we will have more

time after the performance.

  •   Don’t panic if you don’t know the answer to a
question and don’t be afraid to admit it. You can
offer to find out the information the member of the

audience has asked for and make sure you follow it

up, or you could inform them about where they can

find that information. e.g. Q: Do you know whether
puppet theatre travels to other countries? I would

like to know when they are visiting [country]. A: I
know for a fact that water puppetry art travels to

many countries through performance tours and

puppetry festivals, but I’m afraid I don’t know exactly

which countries and when. I’ll be happy to find that

out for you and let you know later. Or Unfortunately,

I don’t have that information at hand. However, after

the performance, I’ll check it out and get back to

you.

  •   When you see there are no more questions or if

there is a set time limit to your Q & A session, you

can finish with a phrase such as: Thanks for all your
great questions. Or It’s been a pleasure to answer

your questions.

a)  Imagine you’ve just finished touring the
Thang Long Water Puppet Theatre, when a
member of the group asks the following
question: I read somewhere that the most
popular water puppetry show is the Legend of
the Restored Sword of King Le. What is this
legend about? How would you avoid
answering this question?

       b)  Another group member asks the
following question: In which Vietnamese
villages could we watch original outdoor
water puppet shows? and you don’t
remember the answer. How would you
respond?

1

30
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