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Business English for Presentations

Business English for Presentations

Business English for presentations refers to the specialized language skills and strategies required to
effectively deliver professional presentations in a business setting. This includes preparing and structuring
presentations, using appropriate language and visuals, and engaging with the audience to convey key
messages clearly and persuasively. Business English for presentations plays a crucial role in enhancing
intercultural communication and promoting successful business interactions.

Active Listening

Active listening is a communication technique that involves fully concentrating on what is being said by a
speaker, understanding the message, and responding appropriately. In the context of business
presentations, active listening is essential for engaging with the speaker, demonstrating interest, and asking
relevant questions to clarify information or show comprehension.

Agenda

An agenda is a list or outline of items to be discussed or presented during a meeting, conference, or
presentation. In the context of business presentations, an agenda provides a roadmap for the content that
will be covered, helping to keep the presentation organized and on track.

Anecdote

An anecdote is a short, personal story or account that is used to illustrate a point, add interest, or engage
the audience. Including anecdotes in business presentations can make the content more relatable and
memorable, helping to build rapport with the audience.

Body Language

Body language refers to the non-verbal signals and cues that individuals use to communicate their
thoughts, feelings, and attitudes. In business presentations, effective use of body language, such as
maintaining eye contact, using gestures, and adopting an open posture, can enhance the speaker's
credibility and engage the audience.

Call to Action

A call to action is a statement or directive that encourages the audience to take a specific action after
hearing a presentation. In business presentations, a call to action is often used to prompt the audience to
make a decision, follow up on information, or engage with the presenter further.

Content

Read online: https://certificates.lsba.org.uk/glossaries/2095152/
business-english-for-presentations

London School of Business and Administration · 19 Jun 2026



G LO S S A RY

Content refers to the information, ideas, and messages that are included in a presentation. High-quality
content is essential for engaging the audience, conveying key messages effectively, and achieving the
desired outcomes of the presentation.

Delivery

Delivery in the context of business presentations refers to how the presenter communicates the content to
the audience. Effective delivery involves using appropriate tone, pace, volume, and intonation to engage the
audience, convey confidence, and enhance understanding.

Engagement

Engagement refers to the level of interest, attention, and interaction that the audience demonstrates during
a presentation. Engaging the audience is essential for maintaining their focus, building rapport, and
ensuring that key messages are effectively communicated.

Feedback

Feedback is information or responses provided by the audience, colleagues, or stakeholders in response to
a presentation. Feedback can be used to evaluate the effectiveness of the presentation, identify areas for
improvement, and make adjustments for future presentations.

Graphics

Graphics refer to visual elements such as charts, graphs, images, and diagrams that are used to enhance the
content of a presentation. Well-designed graphics can help to clarify complex information, reinforce key
points, and make the presentation more visually appealing.

Impromptu Speaking

Impromptu speaking is the ability to speak confidently and effectively on a topic without prior preparation.
In business presentations, impromptu speaking may be required in response to unexpected questions,
comments, or situations, requiring the presenter to think quickly and communicate clearly.

Introduction

The introduction of a presentation is the opening section that sets the stage for the content to follow. A
strong introduction captures the audience's attention, provides an overview of the presentation, and
establishes the speaker's credibility and objectives.

Jargon

Jargon refers to specialized or technical language that is specific to a particular industry, profession, or field.
In business presentations, using jargon appropriately can demonstrate expertise and credibility, but it is
important to avoid overusing jargon that may be unfamiliar to the audience.

Key Messages
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Key messages are the main points or takeaways that the presenter wants the audience to remember or act
upon. Clearly articulating key messages in a business presentation helps to focus the content, guide the
audience's understanding, and achieve the presentation's objectives.

Language

Language in business presentations refers to the words, phrases, and expressions used by the presenter to
communicate ideas and information. Using clear, concise, and professional language is essential for
conveying messages effectively, engaging the audience, and maintaining credibility.

Multimedia

Multimedia refers to a combination of different types of media, such as text, images, audio, video, and
animations, that are used to enhance a presentation. Including multimedia elements can make the
presentation more engaging, visually appealing, and informative.

Networking

Networking involves establishing and maintaining relationships with colleagues, clients, and other
professionals in order to exchange information, resources, and opportunities. In business presentations,
networking opportunities may arise before or after the presentation, providing a chance to connect with the
audience and build professional connections.

Objectives

Objectives are the specific goals or outcomes that the presenter aims to achieve through the presentation.
Clearly defining objectives helps to focus the content, guide the structure of the presentation, and measure
its success in meeting the desired outcomes.

Preparation

Preparation is the process of planning, researching, and organizing the content, structure, and delivery of a
presentation. Thorough preparation is essential for ensuring that the presentation is well-organized,
engaging, and effectively communicates key messages to the audience.

Q&A

Q&A stands for question and answer, referring to a session during or after a presentation where the
audience can ask questions and the presenter responds. Managing Q&A effectively involves listening
carefully to questions, providing clear and concise answers, and engaging with the audience to address
their concerns.

Rehearsal

Rehearsal involves practicing and refining the delivery of a presentation before the actual presentation takes
place. Rehearsing the presentation helps the presenter to become familiar with the content, timing, and
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delivery, increasing confidence and ensuring a smooth and polished performance.

Structure

Structure refers to the organization and arrangement of the content in a presentation. A well-structured
presentation follows a logical flow, with a clear introduction, body, and conclusion, helping to guide the
audience's understanding and retention of key messages.

Technology

Technology in business presentations refers to tools, software, and equipment used to create, deliver, and
enhance the presentation. Technology can include presentation software, audiovisual aids, online platforms,
and interactive tools that help to engage the audience and convey information effectively.

Visuals

Visuals refer to any visual elements, such as images, charts, graphs, videos, and slides, that are used to
support and enhance the content of a presentation. Well-designed visuals can help to clarify complex
information, engage the audience, and make the presentation more visually appealing and memorable.

Workshop

A workshop is a structured session or event that provides practical training, information, or hands-on
experience on a specific topic. In the context of business presentations, workshops may focus on
developing presentation skills, enhancing communication techniques, or improving public speaking
confidence.
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