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    Summarizing and Paraphrasing Exercises

Exercise 1: Summarize the following text:
(Source: Bradbury, A. (2006) Successful Presentation Skills. London: Kogan Page.) 
Ready, willing and able
 In practice you would be well advised to start working on any presentation as soon as you have a clear idea of what is required. Even if you are rerunning a previously delivered presentation, check through your materials. Are your visual aids as clear and interesting as they could be? Have any of the ‘facts’ in the presentation changed since you last delivered it? Is there anything you can add, remove or alter to make the presentation more interesting, more useful or more appropriate to the next audience? To have prepared your presentation as fully as possible, with a tightly edited script, sufficient visual aids and plenty of rehearsal time, is a tremendous confidence builder. It will give you a sense of being in control of your material that you can never get from trying to do everything at the last moment.
 A sense of perspective
A second key confidence builder is having a realistic appreciation of your current strengths. Decide what kind of presentation you are capable of delivering. Are you happy about working with a flipchart, or do you prefer to use previously prepared foils on an overhead projector? Do you need to work from some kind of cue cards or script, or are you comfortable speaking without notes? If possible, have a chat with someone else in the company whom you regard as being a capable or even talented presenter, and don’t be too polite to pick his or her brains. And finally, when you think you know your own capabilities, try to aim just a bit higher. According to a detailed study carried out some years ago, the average person is successful in approximately 95 per cent of the tasks they undertake. The biggest single cause of failure is not having tried in the first place!
Summary








Exercise 2: Paraphrase or summarize the following sentences: 
1. “The most basic link between any two people is eye contact. It is important, then, that you maintain more or less continuous eye contact with the whole of your audience” (Bradbury, 2006, p. 21)


2. “An individual should plan his goals, objectives and functions that he has to put into service in a particular time limit. There are certain things that are more important than the others. For example, if an individual has to work on a project, he has to focus upon that and not go out with friends. Hence planning of tasks and objectives is important” (Kapur, 2018, p. 22)

3. Although fast food can cause a number of health issues, many people still continue to consume this type of food. 


4. The sales of electric cars will increase dramatically this year. (dramatic)

5. The UK’s Test and Trace system failed mainly due to lack of planning. (failure)
image1.png
#% ] nfysgol Cymru
N ¥ Drindod Dewi Sant
\* University of Wales
Trinity Saint David




