Glossary

1 Getting Started

Dialogues 1

It's good to have Miguel Ferreira here.

Thank you Paul. It's great to be back.

Hello. Thank you all for coming.

Please help yourselves.

Right. If everyone’s ready, let's start.

As you all know, I'm the Head of the
Design Department.

I'm talking to you today as the manager
of the team.

By the end of this session you'll know
about the new product.

How do we avoid problems?

| read something interesting the other day.

Dialogues 2
Sam asked me to present my ideas.
Today I'd like to present a solution.

| hope that you'll give your ideas and comments.

If there is anything else you'd like to bring up,
we can talk about it at the end.

First, I'd like to outline the main areas of growth.

If you have any questions, please feel free
to stop me.

I'll leave fifteen or twenty minutes at the
end for questions.

Please take one.

| have a handout with the main points of
my presentation.
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2 Moving on

Dialogues 1

We must ask ourselves these questions.

I'll answer each of these questions one
by one.

The first problem is call-response times.

That's an overall look at the marketing
campaign.

Now, let's take a more detailed look.

There are three options.

We can continue as we are.

In my opinion, we are in a strong financial
position.

If we build now, we will be ready for the
expansion.

| said earlier that security wasn't very
good last year.

I'd now like to change direction.

Dialogues 2

Unfortunately, the number of new customers
was below target.

The good news is that we've nearly doubled
sales.

OTC stands for over-the-counter drugs.

That's the time it takes someone to answer
the phone in our call centre.

In short, we need to improve our customer
service.

We will produce the new software.

We may find ourselves marketing it in
a different way.

To sum up, last month’s sales doubled.

This is excellent for this time of year.

Next I'd like to move on and look at the sales.
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3 Numbers

Dialogues 1

Sixty-nine per cent of male shoppers.

Two-thirds of the people said that they
liked the new colours.

We hope to have 1530 in nine schools.

The temperature must be between 4.3°
and 5.6° centigrade.

We'll make a loss of €50 000 this year.

Next year we expect to break even.

We expect to make a profit.

You can see this number in the third
column: - 50 000.

Around 300 people answered our questionnaire.

About 30 per cent were between eighteen
and forty.

Dialogues 2
The chart shows a significant rise in the
number of companies.

This year the number has gone up to seventy.

There has been a decrease in the number
of people with more than one child.

The number of children going to primary
school will also fall.

The number of staff has stayed the same.

Sales of Brighter Smile toothpaste peaked
in May.

Sales are still below prediction.

There'll be a dramatic rise in private
car owners.

Sales dropped dramatically.

Sales began to increase gradually.

Sales stayed more or less the same.
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4 Visual Aids

Dialogues 1

You can see from this slide that I'm going to
cover three points.

I'll leave this up as | talk.

On the next slide you can see the new model.

Let's look at these figures more closely.

It's interesting to note that the increase in
sales happened after our campaign.

I'll do a quick break down for you on the
flipchart.

Let me find the relevant slide.

The projector doesn't seem to be working.

Does anyone know how it works?

I'll adjust it. Is that better?

Dialogues 2

This graph shows our sales figures.

The vertical axis represents sales in
Australian dollars.

Each line on the graph features one of
our top brands.

75 per cent of people still use
a car.

The most popular form of public transport
is still the car.

The apartments are at the bottom near
the beach.

First, the customer places an order.

The salesperson then sends the order
to dispatch.

This table shows the extra features.

The models are listed here in the top row.

As you can see, our up-to-date security system

does not come with the Cheetah 1.4L.
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5 Problems and questions

Dialogues 1

Where was |? Let me summarise the points
again before | continue.

What's the word I'm looking for?

Let me try again.

I'm sorry, | can't find it.

Let me describe the key points to you.

I'm sorry but time is nearly up.

Unfortunately, time won't allow me to explain
all the details.

0h, I should have said earlier that we already
have 8120 000.

Let me go back and explain how the money
became available.

What | should have said is that we have
doubled sales this year.

| wanted to give you a copy but the copies
did not arrive from the printers in time.

Dialogues 2

That's a good question and one that I'll be
answering later in my talk.

I'm sorry, could you rephrase your question
please?

Shall | explain what I've based my figures on?

That's not really part of today's discussion.

I'm afraid it's not a topic for me to discuss.

| suggest you speak to someone in the Human
Resources department about that.

I'm afraid | can’t give you a full answer now.

Well, actually, all my facts are from company
records.

You're welcome to come and check the figures
after the presentation.
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6 Concluding

Dialogues 1

As a last point, let me raise a very general problem.

In my experience, customers stay with the
company if we give good service.

Good customer service is the key to customer
loyalty.

First | outlined the problem, | then presented
two possible solutions.

We now need to decide which of these two
options is best for our business.

There are several advantages and disadvantages.

The main disadvantage is the cost to the firm.

On the other hand, the advantages are increased
income and increased market share.

| recommend that we buy the second hotel.

There are three reasons why | recommend this.
First, ... . Second, ... and finally, ... .

As well as statistics, | used examples from
several useful professional journals.

Dialogues 2

Please feel free to getin touch.

It would be useful to hear your feedback.

That means improving ..., continuing ...
and increasing ... .

Id like to thank you all for taking time out of
your busy day to listen to my presentation.

I've covered the points | needed to present
today.

We just have time for a few questions.

What we must remember is that our competitors
also want to grow.

As Thomas Jefferson said ... .
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Answers

1 Getting started

1 1c¢c 2d 3g 4e 5b 6a 7h 8f

2 ahave hpresent ctake dlike eleave fintroduce
3 aon bby cfrom dat eon fBy gas
4

1 I have a handout with the main points of my presentation.
2 I'm here to explain customer care.

3 Good morning. I'm Mohammed from the Malaysian office.
4 | read something interesting the other day.

5 To begin with, I'd like to outline the proposal.

6 As I'm sure you know, I'm the project leader.

5 aget bworry chelp dfree edescribe ffocus

6  Possible answers
1 Thank you. I'm glad to be here.
2 If we're all here, let's begin. / If everyone’s here, I'll begin.
3 Please take a handout.
4 First, I'll explain the problems with the old process. After that, I'll explain the new
process.
5 | plan to leave time for questions at the end.

7 1here/ready 2let's 3from 4know b5glad/happy/pleased 6like 7 present/outline
8 First 9 Then/Next/After that 10 finally 11time 12have 13take

2 Moving on
1 1c 2d 3b 4d 5b 6¢c 7a
2 1g 2e 3a 4h b5c¢c 6b 7d 8f

3 i Inotherwords iiFirst iii Next; Second iv Third; Finally v Forexample viAsa
result

4 aWhat bHow cDoes dWhy eHow fWhere gWhy
5 1were 2explained 3had 4sold 5mentioned

6 1 Whatdo you know about our new product?
2 How can we increase sales?
3 Who is going to buy our product?
4 What is the new product?
5 When can we complete the changes?
6 Where shall we start?

7 1lthink 2Inshort 3 Asaresultofthis 4Again 5 Forinstance




3 Numbers

1

1 (a/ one) quarter of all shoppers

2 forty-five dollars (and) seventy cents

3 seven-eighths of all men

4 thirty-five per cent of children

5 minus sixty-five point oh two

6 four hundred and twenty-three thousand
7 two thirds of the population

8 two hundred and forty-three

a More than bthan cover dJustunder/lessthan e Roughly/around
f Less than/just under

1 Sales stayed the same.

2 Sales dropped dramatically.
3 Sales declined steadily.

4 Sales peaked.

Possible answers

a Sales of Stay Fresh washing powder fell sharply.

b Ticket sales rose significantly.

¢ The number of dog owners decreased gradually.

d (The number of) complaints doubled.

e Petrol consumption dropped steadily.

f The number of private cars increased dramatically.
g (The number of) sales levelled out.

a ito iirose/increased iiitorise/increase ivin vout viwas vii peaked
b iprediction iimade iiibreak ivexpect v profit
c ipredict iinext iiiin ivless vas vifollowing

4 Visual Aids

1

2
3
q

aon bin cat dof eat fon g across
1f 2a 3i 4h 5¢c 6e 7b 8g 9d
aleave bare chbought dlook esee fadjust gplaces hsends

a 4 Finally, if the programme is correctly installed, it will ask you to restart your
computer.
2 Then, they load the new software.
1 First, the customer switches on their computer.
3 Next, they should run the test programme to make sure that the programme is
correctly installed.



The next is shopping.

The third most popular is playing computer games.

The pie chart presents the most popular activities for young people.
As you can see, the most popular is going to nightclubs and bars.
Therefore you can see that our product is well placed in the market.

c In the first quarter, sales of the Aztec range rose sharply.
Let's look at the figures more closely.
But then sales took a dip in the second quarter.
d You can see that the departments are listed across the top in the first row

If you look closely you'll see that the staff did much better this year.
It shows the results of the company language test.
Take a look at this table.
4 and the names of those who took the test are listed on the left in the first column.

3
4
1
2
5
2
4 In the third quarter, sales levelled out.
1
3
3
5
2
1

5 1 Let'slook more closely at these figures.
2 You can see the table on the next slide.
3 I'll do a break down for you.
4 You may have noticed that sales peaked last month.
5 The MAXI 22 is the least popular model.

6 ahorizontal bnote clater dadjust eon frepresents

5 Problems and questions
1 ahappy bafraid crephrase dmistake e prefer fshall greally
2 1d 2h 3e 4g 5b 6¢c 7f B8a

3 of should be for

shortly should be briefly
little should be few

do should be try

o0 o oo oo
-0 o0 - — 00—

should | should be [ should

Right, yes and now I'll outline the action points.
So far, I've presented the survey results.
OK. Where was | up to?
I'll just recap the points I've already presented.
I've also explained how this applies to the five-year plan.
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So, for now, I'll describe they key features to you.

The company has now bought a building for the new project.
| wanted to show you the plans but they have not arrived yet.
When they do arrive, | will send you all a copy.

But in May things improved.

OK. You can see that in March sales were down.
What's the word I'm looking for?

There was ainfacta sharp ... um ...

What's the word for go up?

o
ST wW s =N BN —- W

Well, that is an overview of sales for this year.

Does anyone have any questions?

If anyone does have questions, I'm happy to talk to people individually.
So, now we have ten to fifteen minutes for questions.

Any questions at all? No?

1b 2d 3a 4g be 6¢c 7f

1 Let me conclude with this last point.

2 Let me describe the key points to you.

3 | suggest you speak to the finance department about that.

4 |'m actually going to talk about that later.

5 | planned to bring handouts but the photocopier wasn't working.
6 I'll write the main figures on the flipchart.

7 Let's look more closely at these figures.

SN o w —

6 Concluding

1
2

ahave blistening cAre dsums eused fremember gimproving h covered

of should be for

As a last point
On the other hand

a
b
c
d
e
f for should be why

g

Tup 2into 3in;with 4for 5of 6As
le 2d 3h 4f b5g 6a 7c 8b

Tsum 2up 3with 4then b5solutions 6next 7third 8decide 9recommend
10 thank 11 listening 12 Time 13 just

id iia iiib iva vec vib viic viid



