
1   Introduce yourself 

•

 

Good morning / afternoon / evening!

•

 

Hello everyone, I am….

•

 

Welcome everybody! Today, I am going to talk about…

•

 

My name is (your name) and I am here today to talk to you about…

•

 

The purpose of my presentation is to...

2   Structure your presentation

•

  

I’ll start with… / Firstly, I will talk about… / I’ll begin with… / To start, I will 

describe...

•

  

Then, I will look at / focus on… / Next, I will deal with…  / After that, I’ll 

consider...

•

  

And finally, I will end with…

3   Draw attention to slides  and use singposting language

•

  

This chart / graph / table / picture illustrates...

•

  

I would like to show you this...

•

  

If you could draw your attention to...

4   Sum up the presentation

•

  

To sum up what has been said...

•

  

Just a quick recap of my main points…

•

  

In conclusion… / I’d like to conclude by…

5   Invite questions and answer them

•

  

Does anyone have any questions? / Are there any questions?

•

  

If you have any questions, please don’t hesitate to ask…

•

  

I will be happy to answer your questions now…

6   Thank your audience and take your leave

•

  

Many thanks for your attention!

•

  

Thank

 

you

 

all

 

for

 

listening

  

So

 

we’ve

  

covered

 

all

 

the

 

topics

 

I

 

wanted

 

to

 

discuss.

Let's

 

begin

  

by

 

+

 

BV-ing

 

Moving

 

on,

 

let's

 

look

 

at

 

______

To

 

sum

 

up,

 

we

 

need

 

to

 

______________

l'd

 

like

 

to

 

end

  

by

 

thanking

 

you

 

all

 

for

 

your

 

attention

 

today.

• Good morning everyone. 
For those who don’t know me, my name’s Simon, and I work in the marketing department. 
• Hello everybody.  Before we begin, let me introduce myself briefly: I’m Reese and I’m the head of HR. 
• Hi guys; if you don’t know me, I’m Sylvia and I work in digital marketing. 
• Hello! I see some new faces, so I’ll introduce myself first: I’m Julia and I’m one of 
our customer service team. 

1   Introduce your topic
Today, I’m going to be talking about ….
I’d like to talk to you today about ….

I’ve divided my presentation into three parts

I’ll begin by…..
then I’ll go on to highlight what…..
Finally, I’ll briefly discuss why …

This means using words and phrases to show the audience where your points begin and end, 

Next, I’d like to talk about…/  Let’s move on and discuss…
 At this point, I’d like to turn to…
 Let me go into some more detail about… 
Let’s examine … 
 Let’s review the key points from this session.
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EXTRA TIPS AND ADVICE

•  A mind map can help you to prepare your presentation. You can also make a cue card with your key points.
•  Use as many words and expressions related to the topic.

•  Always use keywords, no whole sentences. Don’t read sentences!

•  Make sure you are clear when speaking. Don’t speak either too slowly or too 

fast and loud enough.

•  Make sure you’ve been complete. Keep to your structure.

•  Look at people when you speak.




