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Introduction and Icebreaker (Page 1)

What are the key challenges professionals face when presenting or meeting in English? Discuss in pairs and
write your thoughts below:

1. What are the most common difficulties you face when presenting in English?

2. How do you think understanding the importance of business presentations and meetings can
motivate learners?

3. Complete the sentence: Effective business presentations are not just about conveying information;
they are about

Icebreaker Activity:

Introduce yourself and share one challenge you face when presenting or participating in meetings in
English.
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Understanding Effective Presentations (Page 2)

What makes a presentation effective? Discuss in groups and provide examples of successful presentations:

1. What are the key elements of a successful presentation?
2. Match the following terms with their definitions:
o Agenda
o Pitch
o Slide
o Facilitator
3. Provide an example of a successful presentation you have seen or given.

Structuring a Presentation (Page 3)

What are the main sections of a presentation? Work in pairs to match presentation sections with their
purposes:

1. Introduction
2. Body

3. Conclusion
4. Q&A

Activity:

Complete the sentence: A clear is essential for a successful presentation.
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Meeting Skills (Page 4)

What are the key skills required for effective meeting participation? Discuss in groups:

1. What are the most important skills for effective meeting participation?
2. How can you prepare for a meeting?
3. Role-play a meeting scenario and discuss what went well and what could be improved.

Group Activity:

Discuss the importance of preparation, active listening, and clear communication in meetings.
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Fluency Practice (Page 5)

What strategies can you use to improve your English fluency in presentations and meetings? Discuss in pairs:

1. What are some strategies for improving fluency in presentations and meetings?
2. How can you practice speaking clearly and using appropriate vocabulary?
3. Complete the sentence: Regular is essential for improving fluency.

Activity:

Participate in short presentations or meeting simulations and receive feedback on content, structure,
and language use.

Vocabulary Building (Page 6)

Match the following vocabulary terms with their definitions:

1. Action Iltem
2. Icebreaker
3. Visual Aid
4. Feedback

Activity:

Use the vocabulary terms in a sentence.
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Case Study Discussion (Page 7)

Read a real-world business case study related to presentations or meetings and discuss in groups:

1. What were the key factors that led to success or failure in the case study?

2. How can you apply the lessons learned from the case study to your own presentations and
meetings?

3. Complete the sentence: A successful presentation or meeting requires careful

Group Activity:

Presentation your findings and recommendations to the class.
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Role-Play Meeting (Page 8)

Participate in a simulated meeting and take on a role (e.g., chair, presenter, or participant):

1. What were the key challenges you faced during the meeting?
2. How can you improve your meeting participation skills?
3. Complete the sentence: Effective is crucial for a successful meeting.

Activity:

Reflect on your performance and identify areas for improvement.

Reflection and Evaluation (Page 9)

Reflect on your progress and challenges in improving your presentation and meeting skills:

1. What have you learned about presentations and meetings?

2. What challenges do you still face?

3. Complete the sentence: Regular is essential for improving presentation and
meeting skills.

Activity:

Write a reflective journal entry on your experiences with presentations and meetings.
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Final Project (Page 10)

Prepare and deliver a 10-minute business presentation on a topic of your choice:

1. Choose a topic for your presentation.
2. Prepare a clear and concise presentation.
3. Deliver your presentation to the class.

Activity:

Receive feedback on your presentation and reflect on your overall progress.

Copyright 2024 Planit Teachers. All rights reserved.



Advanced Presentation Techniques

To deliver effective presentations, it's essential to understand advanced techniques such as storytelling, using persuasive language,
and handling questions and answers. Storytelling can help engage the audience and make the presentation more memorable. Using
persuasive language can convince the audience of your point of view. Handling questions and answers requires confidence and
preparation.

Example: Storytelling in Presentations

A good story can make a presentation more engaging and memorable. For example, instead of just presenting data, you can tell a
story about how the data was collected and what it means.

Group Activity:

Prepare a short presentation using storytelling techniques and deliver it to the class.

Meeting Management

Effective meeting management is crucial for productivity and achieving goals. This includes setting clear objectives, preparing an
agenda, and managing time effectively. A clear objective helps to focus the meeting and ensure that all participants are on the same
page. A well-prepared agenda helps to keep the meeting on track and ensures that all topics are covered. Managing time effectively is
essential to avoid wasting time and to ensure that all topics are discussed.

Case Study: Meeting Management

A company implemented a new meeting management system, which included setting clear objectives, preparing an agenda, and
managing time effectively. As a result, meetings became more productive, and decisions were made more efficiently.

Reflection:

Reflect on your own meeting management skills and identify areas for improvement.

Cross-Cultural Communication

In today's globalized business environment, cross-cultural communication is essential for success. This includes understanding
cultural differences, using appropriate language, and being sensitive to nonverbal cues. Understanding cultural differences can help
to avoid misunderstandings and ensure that messages are conveyed effectively. Using appropriate language can help to build trust
and rapport with people from different cultures. Being sensitive to nonverbal cues can help to avoid misinterpretation and ensure that
messages are conveyed effectively.

Example: Cross-Cultural Communication

A company operating in a multicultural environment implemented a cross-cultural communication training program, which included
understanding cultural differences, using appropriate language, and being sensitive to nonverbal cues. As a result, communication
improved, and relationships with clients and partners were strengthened.
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Prepare a short presentation on cross-cultural communication and deliver it to the class.

Technology in Presentations and Meetings

Technology can enhance presentations and meetings by providing interactive tools, facilitating communication, and increasing
productivity. Interactive tools such as polls, quizzes, and games can engage the audience and make the presentation more
interactive. Facilitating communication through video conferencing and instant messaging can help to build relationships and ensure
that all participants are on the same page. Increasing productivity through automation and organization can help to save time and
ensure that all tasks are completed efficiently.

Case Study: Technology in Presentations and Meetings



A company implemented a new technology system, which included interactive tools, video conferencing, and instant messaging. As a
result, presentations and meetings became more engaging, and communication improved.

Reflection:

Reflect on your own use of technology in presentations and meetings and identify areas for improvement.

Handling Difficult Situations

Handling difficult situations in presentations and meetings requires confidence, preparation, and effective communication.
Confidence can help to build trust and rapport with the audience. Preparation can help to anticipate and handle difficult questions and
situations. Effective communication can help to resolve conflicts and ensure that all participants are on the same page.

Example: Handling Difficult Situations

A presenter handled a difficult question by staying calm, listening actively, and responding confidently. As a result, the situation was
resolved, and the presentation continued smoothly.

Group Activity:

Prepare a short presentation on handling difficult situations and deliver it to the class.

Final Project Preparation

The final project requires you to prepare and deliver a 10-minute presentation on a topic of your choice. You will be assessed on
content, structure, language use, and delivery. It's essential to prepare thoroughly, practice your presentation, and seek feedback from
your instructor and peers.

Case Study: Final Project

A student prepared a final project presentation on a topic of their choice and delivered it to the class. The presentation was well-
structured, and the language use was clear and concise. The student received positive feedback from the instructor and peers.

Reflection:

Reflect on your progress and identify areas for improvement before the final project.
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Introduction and Icebreaker (Page 1)

What are the key challenges professionals face when presenting or meeting in English? Discuss in pairs and
write your thoughts below:

1. What are the most common difficulties you face when presenting in English?

2. How do you think understanding the importance of business presentations and meetings can
motivate learners?

3. Complete the sentence: Effective business presentations are not just about conveying information;
they are about




Icebreaker Activity:

Introduce yourself and share one challenge you face when presenting or participating in meetings in
English.
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Understanding Effective Presentations (Page 2)

What makes a presentation effective? Discuss in groups and provide examples of successful presentations:

1. What are the key elements of a successful presentation?
2. Match the following terms with their definitions:
o Agenda
o Pitch
o Slide
o Facilitator
3. Provide an example of a successful presentation you have seen or given.

Structuring a Presentation (Page 3)

What are the main sections of a presentation? Work in pairs to match presentation sections with their
purposes:

1. Introduction
2. Body

3. Conclusion
4. Q&A

Activity:

Complete the sentence: A clear is essential for a successful presentation.
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Meeting Skills (Page 4)

What are the key skills required for effective meeting participation? Discuss in groups:

1. What are the most important skills for effective meeting participation?
2. How can you prepare for a meeting?
3. Role-play a meeting scenario and discuss what went well and what could be improved.

Group Activity:

Discuss the importance of preparation, active listening, and clear communication in meetings.
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Fluency Practice (Page 5)

What strategies can you use to improve your English fluency in presentations and meetings? Discuss in pairs:

1. What are some strategies for improving fluency in presentations and meetings?
2. How can you practice speaking clearly and using appropriate vocabulary?
3. Complete the sentence: Regular is essential for improving fluency.

Activity:

Participate in short presentations or meeting simulations and receive feedback on content, structure,
and language use.

Vocabulary Building (Page 6)

Match the following vocabulary terms with their definitions:

1. Action Iltem
2. Icebreaker
3. Visual Aid
4. Feedback

Activity:

Use the vocabulary terms in a sentence.
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Case Study Discussion (Page 7)

Read a real-world business case study related to presentations or meetings and discuss in groups:

1. What were the key factors that led to success or failure in the case study?

2. How can you apply the lessons learned from the case study to your own presentations and
meetings?

3. Complete the sentence: A successful presentation or meeting requires careful

Group Activity:

Presentation your findings and recommendations to the class.
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Role-Play Meeting (Page 8)

Participate in a simulated meeting and take on a role (e.g., chair, presenter, or participant):

1. What were the key challenges you faced during the meeting?
2. How can you improve your meeting participation skills?
3. Complete the sentence: Effective is crucial for a successful meeting.

Activity:

Reflect on your performance and identify areas for improvement.

Reflection and Evaluation (Page 9)

Reflect on your progress and challenges in improving your presentation and meeting skills:

1. What have you learned about presentations and meetings?

2. What challenges do you still face?

3. Complete the sentence: Regular is essential for improving presentation and
meeting skills.

Activity:

Write a reflective journal entry on your experiences with presentations and meetings.
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Final Project (Page 10)

Prepare and deliver a 10-minute business presentation on a topic of your choice:

1. Choose a topic for your presentation.
2. Prepare a clear and concise presentation.
3. Deliver your presentation to the class.

Activity:

Receive feedback on your presentation and reflect on your overall progress.
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