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Could you be an expert presenter

1-what is the idea length of a
presentation?

a.30 minutes

b.50 minutes
.90 minutes
d.120 minutes
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2-How much time should you
Spend on preparation? for each
Minute of presentation?
a.5minutes of preparation
b.20minutes

c.30minutes

d.60Ominutes
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3-which of the following do you
Need to know about your
Audience?(choose one or more)
a. Why they are there
b. their age

c. their business background
d. their cultural background
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4-Which element of a presentation Has
the greatest impact on the audience?
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a. the way they see you as a presenter
b. your visual aids

C. your voice

d. The content itself
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5-Dopeopleretaininformation

Best if they:
a. Hear it?

b. Read it?

C. see it?
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6-At which point/s in a Presentation do
people Remember most effectively?

a. At the beginning
b. the middle
c. the end

d. the beginning and end
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7- How many points should you Make?

a. as many as you can

b. Between 5 and 10

c. Only those key points that are
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absolutely essential
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8- In a short presentation is it best to:
a. present a board-based area?
b. Focus on a narrow specific subject?
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9- How many visual aids should you

use?

a. One every minute

b. One every 2 minutes
c. 5 minutes

d. 10 minutes

QaMQi%ﬁ'&f}@l‘:&ujpé'g




slaall o S8 Gl e g 33

Aady 4o Al a
s Y& Ay D
&ilsa O .C

&y 10 .d

10-which is the most important for an
effective presentation?

a. Rehearsal
b. a positive approach
c. Not feeling nervous
d. Audience management
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Vocabulary

-impact :influence
-monotonous: dull ,boring

-visual aid: photos
,video

-content(n): the things that are included in
something

-Retain(v): keep in someone's memory

-space out: to become distracted or
mentally spaced out half way through the
lecture.

- Essential(ad)):
extremely important

- Rehearse (v):
practice

- Approach(n): way of dealing with
things
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(Email)

Look at the following different kinds
business correspondence which would you
not send by email?

a) a price estimate

b) a job application

c)a formal complaint

d) confirmation of a contract

e)request to arrange a
meeting

f) an enquiry about a
product
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2-match the formal words 1-7 with the
less formal equivalents a-g as in the

example:

l-ascertain a-use
2-commence b-start

3-particulars c-payment

4-prior to d-find out

5-remittance e-end

o6-terminate f-details

7-utilize g-before

(1-d) (2-b) (3-f) (4-g) (5-c) (6-e) (7-a)
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Note:

‘a9 206 informal clus w5 ks
1)commence(formal)=begin(informal)

2)ascertain(formal)=discover(informal)

Note:
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"I was wondering if you could ........ instead of

simply could you"

Like this email it's formal email.:

I wonder if vou could be of assistance with
a problem I am having with the CD ROMS 1

received with your software package. I would

be grateful if vou could inform me what
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steps I should take and any further information

I might require. Also ,could you provide me

with an updated version of the manual. Reply

soon as possible to the above address as I

urgently need to start using the software.
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Formal

Assistance |:>
Received I:>

informal

Grateful |:> thankful
Inform me :> tell me
Further |:> more
Provide me |:> give me
V.maktabeh Yel: ©11.21365 12 sl s Julio — oyl
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Reply as soon as possible :> answer me fast

Require|:> need or ask for...

... dpalanll dulai
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