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Part I







Part II



Task 1  
Here are some statements about the above companies. Listen and fill in the 
blanks with the exact words you hear.

products 1 billion 

global 60,000
13,000 8 million 
1987 digital 

connecting
China

car 100



Script



Task 2



1. You will hear a presentation delivered by the PR Department Manager of 
Oracle China. Listen to the first part of the presentation and fill in the blanks.

address audience 
PR Department 

information China 

5 minutes

2



Script



2. Listen to the second part of the presentation, take notes and then complete a 
chart for the company profile.

enterprise software 
global 
1977

California 
42,000

11 billion dollars 
1989

1991
Chengdu 

education



Script



Part III





1. Complete the introduction to the presentation with words from the list. 
Then listen to Rachel Rawlins and check your answers.

Follow-up Practice

effort 
talk about 

brief act as 
look at points of view 

finally 
questions go along 

hear



Script



Follow-up Practice
2. You will hear 12 extracts from the introductions to two presentations, one 
internal, the other external. Decide which presentation each extract comes from 
and complete the table. The first one has been done for you. 

d,     f, g,     i,      l 

b,    c,     e,      h,     j,      k



Script



Part IV





Pre-viewing

1. Work in groups. Discuss the following questions with your group members.



2. Look at the following pictures to have a rough idea of the video.



Viewing

1. Watch the video and put the items in the correct order according to Geoff 
Bolton’s introduction.

b → a → d → e → c



Script
Making a start

Hello, and welcome to Standard Electronics. I’m Geoff Bolton, the Factory Manager 
in charge of the plant you’ll be seeing today. I know you have come a long way today, 
so we aim to make your tour both interesting and worthwhile. Before we start the tour, 
I’d like to give you a brief presentation about the company. It will last about 15 
minutes and I’ll be using the flip chart. Since there’s quite a lot to cover, I’d be 
grateful if you’d hold any questions until the end of my talk.

As you can see, I’ve divided up my presentation into three main parts. First of all, 
we’ll run briefly through the history of the company. Secondly, I’ll tell you something 
about our main markets—this is important in understanding the production process. 
And finally, I’ll come to the people—our most important asset.

OK! Let’s start with the history. Standard Electronics started out as a private limited 
company when it was first established in 1985.



Post-viewing

Work in small groups. Prepare and give a one-minute introduction to 
each of the following presentations.



Part V



Talking about company profile



Follow-up Practice

1. Listen to the presentation and complete the notes about the presentation.

business software 

Seattle 
4,000

90
2000 29 

Malaysia



Script



Follow-up Practice

2. Work in pairs. Take turns and give the presentation referring to your 
notes.



Part VI





Pre-viewing

1. Work in groups. Here are several aspects about ingredients of failed 
presentations. Rank the severity and exchange ideas in your group.



2. Look at the following pictures to have a rough idea of the video.



Viewing

Watch the video. Note down what Joan Cooper does badly. Use this checklist to 
help you.

00:05 / 03:00



Script
What is the point?

I’m sorry I’m a bit late... um... I’m not exactly sure how to start this... um... 
I suppose I should start by telling you something about the brewery... It’s old of 
course, very old, and... it was founded in 17... 1778. Yes, I think that’s right. So it’s a 
very old brewery and... um... we use traditional production methods and our products 
are very, very old... um... very traditional. Um... oh, we also do European type beer 
and, well, sales have increased a lot over the last year.

Of course, we were a family firm. Well, in fact, we still are a family firm. 
As you know the present owner is Ralph Barrald... um... we continue to run as a 
family firm and this is important to the corporate image. Well, in fact, this is why 
we’re here today to discuss the corporate image and decide if we... well, if it needs to 
change. We also have horses... You may have seen them delivering the beer to the 
local pubs? Yes? 

Yes, yes... um... production has actually dropped a little over the last few 
years, although profits have actually gone up and that’s something we need to 
discuss... I mean can we continue as a small, independent brewery?

Anyway, that’s about it. So... um... that’s the main question today. So I 
don’t know whether that helps at all, but it’s all I can think of really, so I, I’ll leave... 
I’ll leave... I think that’s that, so I’ll leave it there, OK? Right?



1. Work in small groups. One of the worst things about the presentation is its 
lack of organisation. Look at the flow chart below and your notes. Try to work 
out a well-organised framework of Joan Cooper’s presentation.

Post-viewing



Sample



2. Work in small groups. First, read the cards below and then choose Role A or 
B. Prepare a two-minute introduction to a presentation about yourself, the 
company and its plans. Then choose the best presenter in your group to give a 
whole presentation.

Post-viewing
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