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 Berlitz English  Meetings and Presentations             Level 8

	This course is suited to those wishing to study English who have advanced knowledge of the language, with limited time to study. The course will include a Berlitz English book, audio CDs and website access. The course will also include use of DVDs and a Berlitz compiled magazine containing contemporary articles of cultural interest. The goals for each lesson will cover a range of pronunciation practice, vocabulary work, listening activities based on real life situations, reading tasks and writing exercises to help focus on accuracy and grammar to enhance effective communication. Supplementary material may be included according to the changing language needs of the learner. The course will include learning strategies to enable students to develop their language skills outside the classroom.

	

	Orientation Welcome to the Berlitz Centre by staff

	MEETINGS       Why have a meeting?
· Good reasons to have a meeting
· Types of meeting and their purpose
· When not to have a meeting
LEARNING STRATEGIES
· Vocabulary techniques
	Preparing for the meeting 
· What do you want to accomplish and who needs to be at the meeting?

· Where will the meeting be held and creating an agenda

· Distributing materials before the meeting and sending reminders

· Making final preparations

	

	Running a productive meeting
· Starting on time and setting the tone and the atmosphere

· Opening remarks and encouraging discussion

· Understanding the group decision-making and recording what transpires
	Dealing with difficult situations 
· Late arrivals/early departures and dominating the discussion

· Non-responsiveness/silence and handling confusion

· Reading body language and handling conflict/postponing a topic

	

	Wrap-up and follow-up
· Concluding and summarizing the meeting
· Ending on time and completing the Meeting Action Checklist

· Assessing the meeting and getting feedback
Participating in a meeting
· Come prepared and on time
· Pay attention and contribute and asking for clarification
	PRESENTATIONS       The purpose of presentations 
· Why make presentations?Audience awareness
· Who should participate?  Why are they here?
· How much knowledge of the subject do they have?
· What do you expect from them?Rapport

	

	Preparing your material 
· Creating an outline and writing your key points
· Ending on a positive note
· Creating visuals and describing trends
	Practice makes perfect 
· Anticipate problems and be preparedCheck out the room and equipment. Dress rehearsal

· Say it out loud, time yourself and the use of body language

	

	Giving the presentation
· Handle stage fright and the all-important first three minutes
· The keys to good speaking :convey enthusiasm; keep to the schedule;   delivery
Answering questions and handling difficult situations 
· Types of questions and anticipating questions
· Handling a non-responsive audience
· Survival strategies for Q & A situations
· Dos and Don’ts for handling difficult situations  
	Review

Language review (grammar and vocabulary) and/or  Role Play 

DVD based lesson

English Passport magazine lesson

Level Check

Your turn presentations

Leaving Certificates for students finishing course



	Time will be given each day in order  to focus on the following objectives and language input

	· Describing unusual destinations and talking about exotic trips and activities.Describing terrain, slopes and locations and describing an adventure tour

· Asking about appropriate behavior and talking about etiquette

· Describing awkward or embarrassing moments

· Describing urban problems and discussing pros and cons of city living

· Discussing one’s health and talking about fitness and health

· Discussing diets and nutrition and describing results from a physical
· Talking about personal beliefs and talk about luck and superstitions. Talking about strange occurrences
	· Above and below, Underground ,underwater, aboveground, at the top/bottom of

· Modifying comparisons

· Reflexive pronouns

· Tag questions

· Get – the all purpose verb
· Subjunctive

· Words with – ever

· About and of after adjectives

· Exclamations with What….!  And How….!
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