
How to Give Effective Oral Presentations

Preparation

· Research – know your stuff

· Narrow your main points – keep it short and sweet

· Be sure to give appropriate credit to sources which have given you ideas

· Use note cards or an outline to remember your main points – you can glance at them, but do not read except for occasional quotations

· Practice in front of a mirror

· Practice in front of one or more friends, if possible in your classroom

· Time yourself, then leave yourself extra time – it always takes longer than you think – don’t run over the allotted time limit

· Visualize success, especially if you get nervous in front of people

Non-verbal communication

· Maintain eye contact with your audience

· Don’t focus your attention only on the professor, look at all of your classmates

· Project your voice.  Speak loudly and clearly, especially if your voice is small or you are in a large room

· Use intonation and emphasis to help the listeners follow you and share your enthusiasm

· Vary your volume and rate of speech

· Keep your face and body animated – this is interesting !

· Smile – you should look like you are having a good time

· Observe your classmates, see what seems to be most effective

Language

· When you practice with a friend, have them note of any words or expressions which are difficult to understand

· Ask them to also listen for grammatical errors

· Be sure that you are using the correct stress pattern and pronunciation of key terms

· Use clear “discourse markers” to help your listeners understand where you are in your presentation (see separate handout)  For example: “next we turn to …; on the one hand…on the other hand…; in conclusion…; for example…”

Keep things interesting

· Think about what makes a presentation interesting or boring for you
· Avoid a monotonous tone of voice

· Do not read

· Keep your non-verbal behavior interesting

· Leave a sense of mystery – a question unanswered – don’t be too straightforward

· Engage the group, especially for longer presentations.  Take time at the outset to raise their interest.  Give a quotation.  Ask a question.  Tell a story.  Give them a quiz.  Make them fill in some blanks.  Give them a task to complete.

· Don’t run over the allotted time

Using a handout

In some class settings, it is appropriate to give listeners a handout to help them follow your talk.  If this is the case for you, be sure to do the following:

· Put the title of your talk at the top of the page.   Include your own name, the name of the class, the name of the professor, and the date on the side.

· Do not get fancy with different fonts.  Use either a single simple font like Times Roman or a combination of something like Times Roman and Arial.

· Your handout should probably be in the form of an outline or bullet points, not written like a paper.

· Have a friend look it over.  Is it easy to follow?  Is it aesthetically pleasing?

· Be sure to check the spelling and grammar.

· You may wish to include new or difficult terminology

· Don’t give away the store.  If all of the interesting information is on the handout, why should people listen to you?

Visual reinforcement

· Use the board (practice first, so you can write and talk at the same time)

· Use a poster – be sure the writing is big enough

· Bring something for people to look at – pictures, maps, books, realia

Using PowerPoint

If you can avoid using PowerPoint, do.  But if you must, then observe the following:

· Keep your background and graphics simple and be consistent from slide to slide

· Be sure your font is legible from the back of the room

· Avoid animation and “builds” in which the text appears in amusing ways.  This gets old fast.  Just use “appear”

· Do not simply read what is on the screen – the presentation should reinforce your message, but not be verbatim.

· Do not turn the lights all the way out.  Be sure to maintain eye contact with your audience. 

· Have a blank slide readily available in case the discussion goes off on a tangent.

Make a strong beginning

· Stand up if at all possible.  Put a watch or timer in front of you.

· If you have a handout – distribute it before you begin.

· Organize all of your things before you begin

· Don’t start to talk until you are ready

· Look at everyone before you start. Smile.

· Take a deep breath to help you relax.

· Make a clear, comprehensible opening statement.

Have clear main points

· Be sure that the main points of your topic are clearly emphasized.  Think.  How will you do this?

· Use colorful or interesting examples or illustrations.

Have a strong conclusion

· Don’t end your talk by disintegrating into nothing and saying “That’s all,” or “I’m out of time.”

· End strongly as you began.  Look at the class.  Say in a clear and loud concluding voice, “Thank you very much.”  if it is appropriate in your class setting, then ask, “Are there any questions?”  (watch your intonation)

· When you are finished, sit down.  Don’t look embarrassed, be confident.
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