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          PREFACE 

 

   The aim of writing this module is to provide the students with a course related 

to economics as their major. This module is written for the lecturers who want to do 

community service program at Pertiwi School of Economics on jalan Dewi Sartika, 

Jakarta.  

 There are 10 units in this module that can improve the students’ proficiency in 

English and encourage them to speak. By practicing the dialogues, the students are 

expected to be able to communicate and deliver a presentation. Besides, the 

students are expected to have self-confidence to interact in English to promote their 

future career. 

 Some units of this module discuss about presentation delivery because this 

skill is very important for the students when they plunge into business later.   

 The writer would like to express her gratitude to the Head of Pertiwi School of 

Economics who has given her the opportunity and trustworthy to write this module. 

Her gratitude also goes to the Head of Pertiwi School of Foreign Language and his 

staff for their supports. 

 

 

               Januari 2021 

     

          Susiyati 
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UNIT  I  

BUSINESS AND BUSINESSMAN 

A. What is a business? 

There are many activities for people in the world today, some people like to be 

employers and others do not. Actually, all activities are businesses, but now if 

someone talks about business, it must be economic activities which have correlation 

with profit and loss. 

Some people define business as an activity or venture to provide profit. Profit is 

gained after people doing something in economic activities such as: trading, 

producing, negotiating, exploring, etc. 

When people doing a business, we can call him as a businessman. There are many 

things that one has to do to be a businessmen. Before running a business, he has to 

prepare himself and the following questions may help him: 

a. What is a good business for us? 

b. How much money should be invested? 

c. Where will the business be done? 

d. What kinds of people do we need? 

Discussion 

- What business that you are interested to run? 

- What do you prepare to run the business? 

- What do you prefer, being a businessman or a government employee? 

B. Reading 

A businessman should possess the quality of leadership. The success of 

business depends upon loyalty and cooperation of employees. The cooperation of 

employees depends on enthusiasm and interest about the work they are doing. 
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Another notable quality of the businessman is business morality, which means 

honest dealings. Honesty, straight forwardness fair dealings dependability and moral 

character are also important qualities for success in business. Today, business has 

become so complex and competitive that it is full of danger to start a business 

without knowing its problems. It is through training and education that the 

businessman can properly understand the problems of his business and find 

solutions for them. 

Modern business is subject to fast changes. It requires a businessman to 

appreciate time. He must always think in terms of time. Businessman must have 

consistent mind so as to be able to exercise firmness in his dealing with others. A 

businessman has to deal with many persons every day and to take important 

decisions. It is necessary that the businessman must use proper skill and fact to 

make best use of the business opportunities. 

Exercise 

Write True or false based on the text above! 

1. Loyalty and cooperation determine the success of business 

2. Moral character of a businessman is not necessary in business world 

3. Knowing the business problems is very dangerous in starting a business 

4. In understanding the problems in business, ones can join trainings and education 

5. A businessman should appreciate time, be consistent, and have proper skill 
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UNIT 2 
 

A SUCCESSFUL BUSINESSMAN 
 

Sunder Ramachandran gives 7 lessons to become a successful businessman, here 

are the 7 lessons: 

Lesson one -- Believe in your idea. Never underestimate what you can do. You may 

surprise yourself 

Lesson two -- Build your team with people possessing complementary skills, not 'yes 

men' who are always showering praise. You need employees, partners and mentors 

you trust, who will give you honest feedback and take your company to the next 

level. 

Lesson three -- It's tempting to dream of a corner office, a pool table and expensive 

chairs. Start small and start efficient. Being better is more important than being 

bigger 

Lesson four -- Marketing a start-up business is an important activity and you need to 

pay attention to the message you're sending out to existing and prospective clients. 

Your message has to be tailored to meet the customer's expectations. 

Lesson five - - Be a coach, rather than the star player. 

Lesson six -- The worst mistake is the one that gets repeated mistakes. Create a 

culture of learning and experimentation right at the start of the business. This will 

become a powerful value with the growth of the business 

Lesson seven -- If you are doing something and the day flies by, and you are 

surrounded with people you like to work with, then you have most of the ingredients 

for entrepreneurial success. 

 

A.  Answer the following questions based on the text! 

1. How many lessons are there for being a successful businessman? 

2. What does “yes men” mean? 

3. What is marketing a start-up business? 

4. What is the worst mistake in business according to Sunder? 

5. What does the word “this” (in lesson 6) refer to? 
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B.Speaking 

 

 Respond to the following opinions 

1. A: Everyone should be a businessman 

    B: ....................................... 

2. A: A businessman will be richer than a civil servant or a staff of a company 

    B: .......................................... 

3. A: I think a business must start with much money 

   B: ........................................... 

4. A: I think a big company shoul be responsible for society’s welfare 

    B: ................................. 

5. A: I think a businessman does not have much time for pleasure 

    B: ……………………… 
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UNIT 3 

BUSINESS PLAN 
 
 

A. A Business Plan 

A Business Plan (BP) can be defined as a document that describes an 

organization's current status and forecasts / plans for the growth in the times ahead. 

This can be from a quarter of an year to several years in the future. 

Why Develop a Business Plan?  

In the book The Entrepreneur’s Manual, Richard M. White, Jr. states that 

business plans are “road maps” for business creation: “You identify your origin, 

select a destination, and plot the shortest distance between the two points.” It is true, 

a business plan is essentially a blueprint for a business. However, it also serves 

many other purposes:  

- A business plan is a detailed blueprint for the activities needed to establish a 

business (i.e. the details of a product or service, the market for that product or 

service, and the management of the business providing that product or 

service).  

- A business plan is also the ‘yardstick’ by which a business owner measures 

success in meeting stated goals and objectives.  

- Also, a business plan is a tool for obtaining a loan from a lending agency, or 

for attracting venture capital.  

 

What Does a Business Plan Look Like?  

There is no standard format for a business plan, but there are many common 

components of a business plan, for examples: 

1. Statement of Purpose 

2. Company History 

3. Business Description 

4. Products and Services 

5. Market Analysis 

 a. Customers 

 b. Competition 

 c. Marketing Strategy 
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6. Management 

7. Operations 

8. Financial Plan 

9. Appendices 

Many business plans will also include appendixes with additional information related 

to the business, its operations, its owners/managers, marketing/promotional plans, 

etc. 

How to Draft a Business Plan 

How to work on a simple Business Plan? Work on these lines: 

1. Vision of organization 

2. Goal of future 

3. Consumers, users, target market 

4. Your team / company 

5. Barriers to achieve the target 

6. How to serve clients/customers 

7. Adding new customers / users / target market share 

8. Accountings 

 

 

B. WRITING TASK 

Work in groups to make a simple business plan 

The Business 

Business details Products/services: [What products/services are you selling? 

What is the anticipated demand for your products/services?] 

Registration details Business name: [Enter your business name as registered in 

your state/territory. If you have not registered your business name, add your 

proposed business name.]  

Date registered: [Date business name registered.] Location(s) registered: [State(s) 

you are registered in.] 

Business structure:[Sole trader, partnership, trust, company.]  

Organisation chart [Outline your business structure in the chart including the 

owner/manager, Marketing Manager, Office Manager, Receptionist, Events 

Coordinator, Operations, Salesperson.] 

 



10 
 

 

 

  

 

Products/services  

Product/Service Description: [What products/services are you selling? What is the 

anticipated demand for your products/services?] Price [Product/service name] [Brief 

product/service description] [Price including ]  

Operations Production process [What is the process involved in producing your 

products or services. This process will vary depending on your product or service. 

Here are some examples of questions you may consider. Is there a manufacturing 

process? Who is involved in the process? Are there any third parties involved? What 

is involved in delivering the service to your customers?]   

 

The Market 

Market targets [Outline your planned sales targets. What quantity of your 

products/services do you plan to sell in a planned timeframe? Are they monthly or 

yearly targets?]  

[Who are you selling to? Why would they buy your products/services over others?] 

Marketing strategy: 

[How do you plan to enter the market? How do you intend to attract customers? How 

and why will this work?] 

S.W.O.T. analysis [List each of your businesses strengths, weaknesses, 

opportunities or threats and then outline how you plan to address each of the 

weaknesses/threats.]  

Strengths Weaknesses Opportunities Threats  

Your competitors [How do you rate against your competitors? How can your 

business improve on what they offer?]  

Advertising & sales [What strategies do you have for promoting and advertising 

your products/services in the next 12 months?]   

The Future Vision statement [What is your business' vision statement? It should 

briefly outline your future plan for the business and include your overall goals.] 



11 
 

Mission statement [What is your business' mission statement? I.e. how will you 

achieve your vision?]  

Goals/objectives [What are your short & long term goals? What activities will you 

undertake to meet them?]  

The Finances Assumptions [Briefly outline how much profit you intend on making 

in a particular timeframe. How much money will you need upfront? Where will you 

obtain these funds? What portion will you be seeking from other sources? How much 

of your own money are you contributing towards the business?]   

Start-up costs for [YEAR] 

Make two columns, the left for START-UP COSTS Cost ($) and the right column for 

EQUIPMENT/CAPITAL Cost ($) 

Start-up cost includes: Registrations Business purchase price, Business 

name,Franchise fees Licences, Start-up capital Permits Plant & equipment, Domain 

names, Vehicles ,Trade marks/designs/patents, Computer equipmen, Vehicle 

registration, Computer software,Phones, Membership fees, Accountant fees, 

Solicitor fees, Security system, Rental lease cost (Rent advance/deposit),etc. Total 

start-up costs $0/rupiahs. 

Equipment / capital cost includes: Office equipment, Utility connections & bonds 

(Electricity, gas, water), Furniture, Phone connection, Shop fitout, Internet 

connection, Computer software Training, Wage, Stock/raw materials, Insurance, 

Building & contents, Vehicle, Public liability, Professional indemnity, Product liability, 

Workers compensation, Business assets, Business revenue, Printing, Stationery & 

office supplies, Marketing & advertising,etc. Total equipment/capital costs 

$0/rupiahs.  

Supporting documentation 

Attached is my supporting documentation in relation to this business plan. The 

attached documents include:[List all of your attachments here. These may include 

resumes, inventory list, survey/questionnaire and/or financial documents.]. 
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UNIT 4 

PROMOTING A PRODUCT 

A. Definition of Marketing Mix 

What is marketing? The definition that many marketers learn as they start out in the 

industry is: Putting the right product in the right place, at the right price, at the right 

time. The marketing mix is traditionally known as the four P’s: price, place, product 

and promotion. But these days, many include three more elements (people, process 

and physical evidence) to make it the Seven P’s. 

Price. 

  There are many ways to price a product, and the price can be different in 

order to appeal to different segments of the market. 

Place. 

This is also known as the channel, distribution channel or intermediary. It is a 

mechanism trough which goods and services are moved from the company to the 

consumer. 

Product. 

A product is not simply the tangible, physical entity that may be bought or sold 

– it is also the ideas and emotions associated with the product. 

Promotion. 

This can be personal selling, direct mail, sponsorship and advertising. 

People. 

People are the most important element of any service or experience. Staff 

training and customer service are the ‘people’ part of marketing mix. 

Process. 

The process is what the customer participates in at different points during 

their experience with a product or a service. For example, when you book a flight on 



13 
 

the internet, first you visit the website. Then, you enter information about the 

destination. Then, you book the flight. Lastly, at the airport you check in desk, and 

get on your flight. This is all part of marketing process. 

Physical evidence. 

Physical evidence includes all the thing associated with the product or 

company; the packaging, internet sites, brochures, logos, building, business cards, 

etc. 

B. SPEAKING 

In groups, make yourselves as the sellers. Sell the product from your 

business plan (previous chapter) and demonstrate the way you sell in front of the 

class! Note: consider the marketing mix based on the text above by including the 

product, place, price, physical evidence, etc. 
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UNIT 5 

ADVERTISEMENTS 

  

Definition: Kotler and Keller (2006:526) say that advertising is any paid form of non-

personal presentation and promotion of ideas, goods, or services by an identified 

sponsor. Jefkins (1994: 5) says that advertising is a persuasive marketing message 

to sell particular goods and services with competitive price for potential buyers. 

Function: Kottler and Keller (2006: 527) classifies advertising based on its function 

and they are: 

1. Informative advertising aims to create brand awareness and knowledge of new 

products or new features of existing products 

2. Persuasive advertising aims to create liking, preference, conviction and purchase 

of a product or service 

3. Reminder advertising aims to stimulate repeat purchase of products and services 

4. Reinforcement advertising aims to convince current purchasers that they made 

the right choice. 

Characteristics 

The characteristics of an advertisement are: 

-  to attract the readers’ attention 

-  to arouse the readers’ desire and interest 

-  to convince the readers to make an action (purchasing the products offered) 

Common Elements of Advertisement: 

1. Headline: a headline is word phrase or short sentence which is at the start of 

a paragraph and it has various color and bold and large font size and its 

functions are for attracting the readers’ attention and leading them to read the 

copy of advertisement.  
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2. Image: address, phone, website 

3. Body: The body is the text of an advertisement for persuading, catching and 

holding the interest of prospective buyers. It can be about information of a 

product or the advantages of buying and using a product, Finally, it consists of 

a line, two or a single paragraph or quite heavy paragraphs 

4. Price (optional) 

5. Logo (optional) 

6. Stages: There is no stages of an advertisement. It means it is structured 

variously. 

Structures of Advertisement 

1. Headline : word group/phrase, imperative, declarative (rare) 

a. Example of word groups: 

o A wish to explore  

o Special Gift 

o Honey moon Package At holiday resort Lombok 

o welcome amenities 

o daily buffet breakfast at grand Café or breakfast service in the privacy 

of your room 

o complimentary entrance to the Games room, Gym and 

o Karaoke Lounge 

o 60-minute beach massage for two  

o late checkout till departure and 20 percent discount on any Thalasso 

package 

b. Example of declarative: “Sheraton Mustika presents Lagoon Access 

Room”. 

c. Example of imperative: Welcome to Novotel Lombok, Enjoy two-night stay 

in a newly renovated Deluxe Ocean View Room. Including return airport 

transfer. 

 

2. Body : declarative, imperative, word group 

a. Example of declarative: 
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o InterContinental Jakarta Mid-plaza takes a great pleasure to announce 

the launch of its exclusive ‘Jakarta Escapade’ package. This luxurious 

treat is the perfect opportunity over the Easter holiday long weekend 

and for families to spend quality time out together. 

o “Sheraton Mustika presents Lagoon Access Room” 

b. Example of imperative 

o Celebrate this Chinese New Year with the authenticity of a series of our 

special festive promotions. Do not miss the especially created 

sweetness, lavishly packed as perfect gifts during these happy and 

prosperous moments. Let’s celebrate the lucky number 8. 

o Stay for two consecutive nights and your third night is completely free 

of charge. The ‘Jakarta Escapade’ package also offers an array of 

special privileges for the entire Family 

 

c. Example of word group/phrase 

Conditions:  

o Superior Room 

o Inclusive breakfast, lunch, dinner for 1 (one) person 

o Free 1 hour Karaoke at Batavia Karaoke 

 

3. Price: word groups, declarative and imperative 

a. Example of declarative 

o A ‘Jakarta Escapade’ at InterContinental Jakarta Mid-Plaza starts at 

just Rp988.000++ per room per night. And is valid on weekdays and 

weekends from 25th March until 12th April 2009.For the remainder of 

April, this package is valid for Week-ends only. 

b. Example of word group 

o Regular Rp 1.920.000 net 

c. Example of imperative 

o Stay for 2 nights, Stay 2 nights in a garden Chalet 

o get 1 additional night free 
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4. Address, phone & fax number : word groups and numbers, and imperative 

a. Example of word group 

o RSVP 0370-693444 

o  Senggigi Beach, Lombok NTB 83355 

o www.holidayresort-lombok.com 

b. Example of imperative 

o Further information for reservation Meeting and Celebration, visit our 

hotel, call 0281-6844040. 
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UNIT 6 

A BUSINESS TRIP 

 

A.Reading Completion 

  

  We will learn several vocabularies related to trip for business. First, read this 

article. Choose the correct answers 1,2, or 3 to fill in the gap A-H 

 Going away on business? Careful planning before you depart will help (A) 

_______________ your company and you. Planning will make sure your department 

operates efficiently while you’re away and stop you worrying about how things are 

going while (B)_____________________ not there. Choose the best person to (C) 

_____________ decisions while you’re away. Tell this person (D) _____________ 

problem which might come up, and suggest the most effective ways of dealing (E) 

___________________ these problems. Tell everybody in your office where you will 

(F) ______________ during your trip. Tell them when they can and when they can’t 

contact you. You (G) _________________ get a phone call duringh an important 

meeting. When you are on travel, you will mostly need to book airline ticket, hiring a 

car, and you will need to make questions. 

 A 1. Both 2. Even 3. every  

B 1. your 2. you 3. you’re  

C 1. get 2. make 3. put  

D 1. with 2. about 3. regarding  

E 1. with 2. for 3. at  

F 1. do 2. have 3. be  

G 1. isn’t 2. won’t 3. haven’t 

When you are on travel, you will mostly need to book airline ticket, hiring a car, and 

you will need to make questions.  
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B. Speaking 

1. Discuss with your friend about this question: 

What is important when choosing a hotel for business trip? 

- Price 

- Location 

- Services 

Please give reasons. 

2. Make your discussion in a dialogue and practice the dialogue in front of the class. 
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UNIT 7 

BANKING 

 

A.Foreign Exchange 

 
I´d like to change some euro into US dollars. 
 

I. Practice the conversation below in pairs. A student plays a role as the 

cashier and another one as Paul. 

 
Cashier: 

— Hi. May I help you? 

Paul Ryefield: 
— Yes. What´s the buying rate for euro? 

Cashier: 
— 1.15 U.S. dollars to the euro. 

Paul Ryefield: 
— Okay. I´d like to change some euro into US dollars, please. 

Cashier: 
— Sure. How much would you like to change? 

Paul Ryefield: 
— Six hundred euro. 

Cashier: 
— Very good. May I see your passport? 

Paul Ryefield: 
— Here you are. 

Cashier: 
— How would you like your bills? 

Paul Ryefield: 
— In fifties please. 

 

II. Role-Play exercise. Practice the following dialogue. Only the cashier 

may read the text.  
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I´d like to change some euro into US dollars. 

 
Cashier: 

— Hi. May I help you? 

You: 
— ... 

Cashier: 
— 1.15 U.S. dollars to the euro. 

You: 
— ... 

Cashier: 
— Sure. How much would you like to change? 

You: 
— ... 

Cashier: 
— Very good. May I see your passport? 

You: 
— ... 

Cashier: 
— How would you like your bills? 

You: 
— ... 

 

III. Role-Play Exercise. Practice the dialogue above without looking at 

the text. 

 

B. Bank drafts 

 
I want to make a remittance to New Delhi. 
 

I. Practice the conversation below in pairs. A student plays a role as a 

bank clerk and another one as Bill. 

 

 
Bank Clerk: 

— Good morning. May I help you, sir? 

Bill Nichols: 
— Yes. I want to make a remittance to New Delhi. 

Bank Clerk: 
— Do you want an international money order or a banker´s draft? 

Bill Nichols: 
— I´d like a banker´s draft please. It´s not really urgent. 

 

II. Role-Play exercise. Practice the following dialogue. Only the bank 

clerk may read the text.  
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I want to make a remittance to New Delhi. 

 
Bank Clerk: 

— Good morning. May I help you, sir? 

You: 
— ... 

Bank Clerk: 
— Do you want an international money order or a banker´s draft? 

You: 
— ... 

 

 

III. Role-Play Exercise. Practice the dialogue above without looking at 

the text. 

 

C.International transfers 

How long does it take? 

 
I. Practice the conversation below in pairs. A student plays a role as a 

bank clerk and another one as Mary 

 
Bank clerk: 

— Hello. Can I help you, ma´am? 

Mary Jones: 
— Yes. Could you tell me how to send some money to someone with an 

account with a bank in Germany? 

Bank clerk: 
— Well, you can pay by mail, telegraphic or SWIFT transfer. Or you can 

have a banker´s draft and mail it yourself to the beneficiary. 

Mary Jones: 
— Which is the best way? 

Bank clerk: 
— It depends on the amount and how fast you want that person to 

receive the money. A SWIFT transfer is the fastest method but a 

banker´s draft is usually the cheapest. How much do you wanna send? 

Mary Jones: 
— $800. 

Bank clerk: 
— Why don´t you send it by mail payment order? 

Mary Jones: 
— How long does it take? 
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Bank clerk: 
— About a week. 

Mary Jones: 
— I don´t know. Can I send it more quickly? 

Bank clerk: 
— Sure. You can have a Telegraphic or a SWIFT transfer. 

Mary Jones: 
— And how long do those take? 

Bank clerk: 
— Both a Telegraphic Transfer and a SWIFT transfer will normally be 

credited to the payee´s account within three or four working days, 

depending on whether the beneficiary´s bank is among our 

correspondent banks or we have to route the transfer through a third 

bank. 

 

Mary Jones: 
         — I see. How can I pay by Telegraphic Transfer? 

Bank clerk: 
         — You have to fill out this form, ma´am. 

 

 

II. Role-Play exercise. Practice the following dialogue. Only the Bank 

Clerk may read the text.  

 

How long does it take? 

 
Bank clerk: 

— Hello. Can I help you, ma´am? 

You: 
— ... 

Bank clerk: 
— Well, you can pay by mail, telegraphic or SWIFT transfer. Or you can 

have a banker´s draft and mail it yourself to the beneficiary. 

You: 
— ... 

Bank clerk: 
— It depends on the amount and how fast you want that person to 

receive the money. A SWIFT transfer is the fastest method but a 

banker´s draft is usually the cheapest. How much do you wanna send? 

You: 
— ... 

Bank clerk: 
— Why don´t you send it by mail payment order? 

You: 
— ... 
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Bank clerk: 
— About a week. 

You: 
— ... 

Bank clerk: 
— Sure. You can have a Telegraphic or a SWIFT transfer. 

You: 
— ... 

Bank clerk: 
— Both a Telegraphic Transfer and a SWIFT transfer will normally be 

credited to the payee´s account within three or four working days, 

depending on whether the beneficiary´s bank is among our 

correspondent banks or we have to route the transfer through a third 

bank. 

You: 
— ... 

Bank clerk: 
— You have to fill out this form, ma´am. 

 

III. Role-Play Exercise. Practice the dialogue above without looking at 

the text. 

Could you please take a picture of us with this camera? 

 
You: 

— ... 

Man: 
— Sure. Which button do I press to shoot? 

You: 
— ... 

Man: 
— Do I have to focus it? 

You: 
— ... 

Man: 
— All right. Say "cheese". 
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UNIT 8 

PUBLIC SPEAKING FOR BUSINESS  PRESENTATION 

 

What is public speaking?  

It is the process of speaking to a group of people in a structured, deliberate 

manner, intended to inform, influence, or entertain the listeners. Public speaking is 

challenging for those who want to influence people. 

The objectives of public speaking 

1. Informative Public Speaking 

This is to provide listeners with new information 

2. Persuasive Public Speaking 

This is to change, either in direction or strength, the attitudes or behaviors of 

    our listeners. 

3. Entertaining Public Speaking 

This is to provide listeners with momentary entertainment 

 

10 Tips to Improve Public Speaking  

  Feeling nervous before giving a speech is natural, but feeling too nervous can 

be detrimental. Here are some applicable tips to give a better presentations: 

1. Master your material. 

 Pick a topic you are interested in. Know more about it than you include 

in your speech. Use humor, personal stories and conversational language – 

that way you won’t easily forget what to say. 

 

2. Practice. Practice. Practice! 
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  Rehearse out loud with all equipment that you prepare to use. Revise 

as necessary. Work to control filler words; Practice, pause and breathe. 

Practice with a timer and allow time for the unexpected. 

3. Greet the audience.  

Greet some of the audience members as they arrive. It’s easier to 

speak to a group of friends than to strangers. 

4.  Check the room.  

Arrive early, walk around the speaking area and practice using the 

microphone and any visual aids. 

5. Relax.  

Begin by addressing the audience. Take a deep breath before     

speaking.  

6. Visualize yourself giving your speech.  

Imagine yourself speaking, your voice loud, clear and confident. 

Visualize the audience clapping – it will boost your confidence. 

7. Realize that people want you to succeed.  

Audiences want you to be interesting, stimulating, informative and 

entertaining. They’re rooting for you. 

8. Don’t apologize for any nervousness or problem – the audience probably 

never noticed it. 

9. Concentrate on the message – not the medium. Focus your attention away 

from your own anxieties and concentrate on your message and your 

audience. 

10. Gain experience.  

Mainly, your speech should represent you — as an authority and as a 

person. Experience builds confidence, which is the key to effective speaking. 

 

 

 

 

 



27 
 

UNIT 9 

VISUAL AIDS FOR BUSINESS PRESENTATION 

 

Preparation and use of visual aids 

Once you have decided that you want to use a visual aid, you must ensure 

that the audience is able to quickly understand the image - it must be clear. They can 

be used throughout your speech but try to only use visual aids for essential points as 

it can be tiring for the audience to skip from one visual to another. 

Preparation 

- Think about how can a visual aid can support your message. What do you 

want the audience to do? 

- Ensure that your visual aid follows what you're saying or this will confuse the 

audience. 

- Avoid cluttering the image as it may look messy and unclear. 

- Visual aids must be clear, concise and of a high quality. 

- Keep the style consistent, such as, the same font, colours, positions etc 

- Use graphs and charts to present data. 

- The audience should not be trying to read and listen at the same time - use 

visual aids to highlight your points. 

- One message per visual aid, for example, on a slide there should only be one 

key point. 

- Use visual aids in moderation - they are additions meant to emphasise and 

support main points. 

- Ensure that your presentation still works without your visual aids in case of 

technical problems. 

- Practice using the visual aids in advance and ask friends and colleagues for 

feedback. Ask them whether they can clearly see the visual aid and how they 

interpret it. 
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During the presentation 

- Ensure that the visual aids can be seen by everyone in the audience. 

- Face the audience most of the time rather than the image. 

- Avoid reading from the visual aid. 

- As soon as you show the visual aid the audience's attention will be drawn to it 

so you must immediately explain it. You will be ignored if you talk about 

something else. 

- Make it clear to the audience why you are using it. 

When you no longer need the visual aid ensure that the audience can't see it. 

- Tailor to your audience 

- Choose your visual aids tactically so you appeal to your audience. This 

means finding images your audience can relate to, images they will find 

familiar and images they will like. Also think about what style of visual aid is 

suitable for the audience; is it quite a serious presentation? Can you be 

humorous? Is it more formal or informal? 

- Practice using visual aids during a presentation. 

 

PowerPoint 

  Microsoft PowerPoint is widely used for presentations because it's easy to 

create attractive and professional presentations and it's simple to modify and 

reorganise content compared to other visual aids. You can insert a range of visual 

items into the slides which will improve the audience's focus. Also, the audience can 

generally see slideshows better than other visual aids and you don't have to face 

away from them. However, your presentation can look unprofessional if this software 

is used poorly. 

Tips on using PowerPoint: 

- Have a clear and simple background. 

- Avoid using too many different types of fonts or font sizes. 

- Only use animations for a purpose, such as, to reveal the stages of a process, 

otherwise this can be distracting and look amateurish. 
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- Use a large font size - a minimum of 24pt. 

- Use bullet points to summarise key points. 

- Consider providing handouts of diagrams because the audience will find the 

diagrams easier to read. 

- Avoid putting too much text on a slide. 

- Avoid using red or green text as it's difficult to read. 

- There should only be one key point for each slide. 

- Always have a back-up plan in case there is a technical issue and you cannot 

show the visuals on the day, for example, bring handouts or a poster. 

 

Whiteboards 

Whiteboards are great for providing further explanations, such as, showing 

the order of a process, creating diagrams or explaining complex words or phrases.   

Tips on using whiteboard: 

- Ensure that enough time has passed for the audience to take notes before 

rubbing something off of the whiteboard. 

- Write concisely to avoid facing away from the audience for too long. 

- Handwriting must be large and legible.  

 

Handouts 

Handouts are papers that contain key information from your presentation or 

they may provide further information. They prevent you from overwhelming the 

audience as there will be less information on the slides and therefore less 

information they need to write down.You must consider when you want to give the 

audience the handouts: 

If given at the beginning and middle of your presentation the audience may be 

reading rather than listening to you or they might not pay attention to what you're 

saying as they already have the information. 
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If given at the end of your presentation the audience may be trying to take lots 

of notes which may reduce the amount of information they are actually 

understanding. 

To manage this, provide the audience with partially completed handouts so 

they will have to listen to what you're saying to be able to fill in the gaps. Providing 

the audience with graphs and charts beforehand is also beneficial because the 

audience will find them easier to read than, for example, from a slide. 

 

Video clips 

Using videos are a great wait to engage the audience and increase their 

interest. Use video to bring motion, images and audio into your presentation. 

- Ensure that any videos used are relevant to the presentation's content. 

- Only show as much of the video as necessary. Never show a really long clip. 

- Videos can be difficult to fit into the structure of a presentation so ensure that 

you tell that audience why you're showing them a clip and tell them what to 

look for. 

- Inform the audience how long the video will last. 

- Practice using visual aids during a presentation in an immersive course. 

 

Flip chart 

Flip charts offer a low cost and low tech solution to record and convey 

information as you speak. They're more beneficial for smaller audiences and they 

are favoured for brainstorming sessions as you can gather ideas easily. Flip charts 

are also widely used for summarising information and, like with a whiteboard, you 

can use them to show permanent background information. 

- Before your presentation, place the flip chart in a location that you can easily 

access. 

- Prepare any sheets you can in advance, even if you can only write down the 

headings. 
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- Flip charts can be moved so you can avoid facing away from the audience - 

stand next to it and continue to face the audience. 

- Have only one main idea per sheet. 

Write legibly, largely and in block capitals so it's more visible. 

- Check with the audience that they can read the text - do not use a flipchart if 

there is a large audience. 

- Only write in black and blue ink. Red ink is good for circling or underlining. 

- Using a pencil write notes to yourself beforehand so you remember what to 

include - the audience will not see this writing. Also drawing lines in pencil 

beforehand can keep your handwriting straight. 

 

Posters 

Poster boards can be created using a variety of visual devices, such as 

graphs and images. They're generally quite portable and you can make them as 

elaborate as you want. However, they can be expensive to produce if the poster is 

quite complex. 

- One poster per message or theme 

- Use colour 

- Use block capitals 

- Avoid using posters when presenting to large audiences as they will not be 

able to see the content 

Product, objects or artefacts 

Objects can be useful tools for making an impact or even for making a dull topic 

more interesting. Sometimes they'll be needed for technical and practical reasons, 

such as, showing a model or conducting an experiment. 

- If you are presenting to a small audience consider passing the object around 

but provide enough time so they won't have to divide their attention between 

the object and what you're saying. 

- If the audience is large ensure that you move the object around so everyone 

sees it. 
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- The audience will be more distracted from what you're saying when they're 

looking at the object so keep it hidden until the right time and provide the 

background information before revealing it. 

 

Key points for using visual aids 

- Try to find out what the presentation room is like beforehand, such as, the 

layout of the room, the equipment etc, so you can see if your visual aids are 

appropriate and whether they will work there   

- Before your presentation, ensure that you practice with your visual aids so 

you know how to operate the equipment. If something goes wrong you'll have 

a better chance of solving the problem. 

 

- Use colour. Research suggests that using colour increases people's 

motivation to read and their enthusiasm for a presentation.   

- Avoid using too many colours in your presentation, for example, if you 

highlight all the key words on one slide in blue, continue to do this throughout 

the presentation.   
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UNIT 10 

BODY LANGUAGE FOR A PRESENTATION 

 

Using body language in presentations the right way can help you close 

more sales or win that pitch. Your body language can help you engage your 

audience and be confident and relaxed during your presentation. When you 

make eye contact, maintain a confident posture and eye contact, your 

presentation will be more dynamic, and you'll be able to connect with your 

audience. 

On the contrary, if you don’t pay attention to it, bad body language 

during a presentation, such as slouching, no eye contact or arms on hips, will 

make your presentation appear dull and you'll wind up alienating your 

audience. 

 

Body Language Tips For Better Public Speaking 

Now that we’ve covered what body language is and why it matters 

while giving a presentation, here are 10 tips that'll show you how to use body 

language to improve your presentation. 

1. Smile 

  

While it’s true that smiling can be hard when you’re nervous, but keep 

in mind  that smiling reduces stress. So, the next time you're up there giving a 

presentation, don’t forget to smile every so often. Not only will you seem more 

approachable to your audience, but you'll relieve that stress you’re feeling as 

well. 
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2. Don’t Slouch 

Slouching makes you appear less confident. You should  stand straight 

when you’re giving a presentation. Stand tall with your shoulders pulled back 

and your stomach tucked in. 

3. Assume a Power Pose 

A power pose can help you establish authority when you need to come 

across as confident and authoritative in your presentation. An example of a 

power pose is standing with your feet a shoulder-width apart, with hands on 

your hips, and chin lifted up. However, be careful not to overdo it, unless you 

want to come off as intimidating.   

4. Make Use of the Space 

Notice how the speaker has moved to the side, making use of the 

available space, rather than standing stiffly behind the podium.   

Another quick tip is to make use of the stage. Instead of standing still, 

move around the stage. By doing so, you'll send a message to your audience 

that you’re comfortable in your skin and confident about your topic matter.   

5. Don’t Forget Facial Expressions 

Facial expressions can do wonders for keeping your audience 

interested and convincing them to believe in your cause. Your presentation 

isn't the time nor the place to bring on your poker face as you'll come off as a 

robot. 

 

By letting your passion for your topic shine through with your facial 

expressions, your audience will be able to connect with you and trust you.   

6. Speak Clearly 
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It’s not uncommon for the nerves to get the better of you during the 

presentation and you stutter or mumble, especially if there are tricky words 

involved. Practicing your speech before the presentation is a good way to 

make sure you feel comfortable delivering it and that your audience will be 

able to understand you. 

7. Don’t Be Afraid to Gesture 

 Hand gestures will show your audience you care about the 

presentation topic and that you're an effective communicator so don’t be 

afraid to use them during a presentation.   

Use your hands to communicate different points in your presentation. 

The most effective way to do this is to use your fingers to count the points 

you’re explaining.   

The way you move your head can signal a lot of different things. For 

example, when you lower your head, you send signals such as being tired or 

waiting for the right moment to speak. Looking up at the ceiling or away may 

signal you’re bored   

7. Maintain Eye Contact 

  As you give your presentation, be sure to maintain eye contact with 

your audience and face them. Doing so will make them feel like you’re talking 

directly to them and will help keep them interested in your presentation. 

 Eye contact can also help you helps you establish a personal connection with 

your audience. If you catch them yawning or trying to stifle a yawn or if they're 

looking around, it’s a sign they're losing interest in the presentation. Eye 

contact can help bring their attention back and re-engage them with the topic.  

9. Remember to Breathe 

While you’re on the stage, it can be all too easy to get caught up in 

your presentation and start to speak fast. But if you speak too fast, your 

audience will tune out because it will be hard to follow you and you’ll run out 

of breath. That’s why it’s important to take a pause and remember to breathe.  
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Breathing properly will also help you with your voice pitch and tone so you  

don’t sound strained and nervous. 

 

10. Learn From Other Presenters 

The last tip is to learn from other great presenters. You can study their 

body language and see how they use facial expressions, movement, and 

gestures to help them convey their ideas.   

Lastly, don’t underestimate the importance of body language in a 

professional presentation. Your body language says a lot about you, not to 

mention it's got the power to help you deliver an engaging presentation. Put 

your body language to good use by making use of the space, maintaining eye 

contact, speaking clearly and with confidence, and by standing tall without 

slouching.  
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