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Introduction

In this unit you will examine purposes of oral communications (see Table 1, Unit 1). You will learn how to prepare oral presentations, how to cope with nervousness, and also the best way to deliver it.
Oral communication can be defined as the exchange between a speaker or speakers and a listener or listeners, which takes place in many settings and through various media. We can divide oral communication in three types: the informal communication, the quasi-formal and the formal speech: 
a) Examples of informal communication may take place at work; for example when you speak to others, greet customers, share ideas with team members, or talk on the phone. These conversations involve an audience of only one person or a small group and seldom require prepared comments, like in the formal speech, which is planned and rehearsed.

b) A quasi formal presentation is when you are involved in more formal and public speaking, for example in committee meetings, discussions groups, and team planning sessions. The leader sets the agenda and conducts the meeting. The purpose here is to conduct the business at hand in a professional manner.
c) Finally, the deliberate, planned, carefully organized and rehearsed presentation of ideas and information for a specific audience and purpose constitutes the formal communication. These communications involve a great deal of preparation and attention to delivery. This is when professionals are asked to share their views and knowledge of their fields. The primary purpose of a formal communication is usually to persuade or to inform.
The thought of doing an oral presentation make people feel terrified. Many speakers lack the skills and confidence to make effective presentations. We have all been victims of speakers who put us to sleep. Many speakers are ineffective, they knew the topic and the ideas were written down, but the presentation still didn't go well. It may have been the way they delivered the speech or because the audience was not interested in the speech. 


Section A.  Preparation

Choosing the topic
The first thing to consider is what you are going to talk about. A low interest for the topic can cause anxiety about your presentation and will probably be apparent to your audience in your voice, expression, and gestures. However, if you choose a topic that is fascinating to you, it will be difficult to bore your audience.
Once your topic is chosen, the next thing to search for is the objectives of the talk, that is to say, the main points you want to make. You have to decide whether you want to motivate, inform, persuade, or teach. Each of these objectives calls for a different approach. 
The informative purpose is the most common in the work place. When the speaker communicates procedures, reports, proposals, and other materials s/he wants to inform the audience.
The next step is to write out the presentation in rough, just like a first draft of a written report, then review the draft and if you find things that are irrelevant or superfluous - delete them. Check if the story is consistent and flows smoothly. If there are things you cannot easily express, possibly because of doubt about your understanding, it is better to leave them unsaid. 
As you must never read from a script, it is unwise to have the talk written out in detail, the chances you will locate the thing you want to say amongst all the other text are very low. You should know most of what you want to say - if you don't, then, you should not be giving the talk! 
Understand your purpose and role involves knowing your audience (see below), the occasion, and the expectations of your audience.

Structure: introduction, body and conclusion
With regard to the structure, you should organize your presentation according to the guidelines, facilities and time allocated. You must leave your audience with a sense that they have been given a well-structured and organised presentation. 
Some of the considerations to follow are:
· Prioritise topics and allocate time accordingly;
· Organize your presentation clearly and simply; 
· Stick to only 3-5 main points; 
· Have a well thought pattern, like: 
· Problem/solution, 
· Chronological, 
· Cause and effect, 
· Topical.
In an effective presentation, the content and structure are adjusted to the medium of speech. When listening, we cannot go back over a difficult point to understand it. A presentation can easily be ruined if the content is too difficult for the audience to follow or if the structure is too complicated, so your structure should be simple and logical.
As a consequence, you should prepare the structure of the talk carefully and logically. Good time planning strategies can provide the preparation time essential for controlling nervousness. If you are confident in your knowledge in the material, and if you’ve planned enough time for rehearsal, you can face the preparation knowing you’ve prepared for a successful performance. You may know a lot about the topic, nevertheless, you will likely have to research the topic through internal trade documents, trade journals, or special interest publications. You will also likely find computerized databases useful as sources of information. 
The structure of an oral presentation consists of three main parts: the introduction, the body, and the conclusion: 

a) Introduction: the purpose of an introduction is to set the scene and quickly build rapport with your audience and gain their attention:

i. Reason for the speech
· Who asked for it?
· Why?
ii. Purpose of the speech
iii. Sources of data
iv. Method or procedure for gathering the data
v. Statement of main ideas to be presented

You want the audience to be able to easily follow your thought process as you lead them into the body of the presentation.

b) Body: the main part of the presentation. The body must explain, support, and defend the thesis revealed in the introduction. All main points must be covered. Use examples and illustrations for statements that are difficult for the audience to understand:
 
i. First main idea
a. Sub-idea
- Data
ii.       Second, third, etc… main ideas
a. Sub-ideas
- Data

c) Conclusion: the presentation should conclude with a well-planned ending: 

i. Summary of the data
ii. Summary of the significance or interpretation of the data
iii. Conclusions and recommendations for action or further study
	


Considering the audience
Most audiences should be addressed in layers: some are experts in your sub-area, some are experts in the general area, and others know little or nothing. You have to bear in mind the most important to you. The body of your talk should be addressed to experts, but make the forecast and summary accessible to all. If you want your speech to be effective, it must be designed expressly for the knowledge and interest level of the audience. Adapt your vocabulary and style to the particular audience. The contents must be also appropriate to the audience. It is important you consider the following points:
As a starting point you can ask your audience what they already know about your topic. This way you will be giving the audience a sense of involvement right from the outset. 

[bookmark: style]Orient the audience; explain why it is important; set the tone, establish a relationship between the speaker and the audience; establish credibility. In order to keep your audience interest you should:
· Get your audience involved right from the start.
· Provide variety and relief if possible; novelty and uniqueness will increase the impact.
· Try to add stories, anecdotes, testimonials, demonstrations. 
· Use humour appropriately - make it in good taste. 
· Prepare the space for movement; presentations are movies not snapshots.
· Alternative move and stand still; use physical space and body movement to enhance your message. 
· Try to position yourself to enhance rapport with the audience 
· Establish audience involvement through eye contact; look at your audience in random rotating order.
· Use gestures naturally; do what is natural to you: some gestures are wrong, for example: jingling change in a pocket, toying with notes, shifting from one foot to the other; any repeated gesture. 
· Audience’s members drift in and out, without giving complete attention all the time. You need to help the audience refocus periodically. Once you obtain attention, you must retain it.

Resources. Visual aids
Visual aids can complement your talk, reinforce what you say, give additional information, clarify complex material, and be used as cues to what you will say next. You can make use of examples, statistics, or expert opinions. 
You may gather materials primarily from three sources: 
· interviews and reading, 
· field investigation, and 
· laboratory research. 
The extent to which you use one or more of these sources depends on the nature of the speech. Once you have chosen the materials you should organize them selecting the main ideas. Arrange supporting data under each main idea, using only the data necessary to develop it clearly and completely.
Visual aids significantly improve the interest of a presentation helping you because they can facilitate take the pressure off you and provide an opportunity for variety in your presentation. However, they must be significant to what you want to say. A careless design can simply get in the way of the presentation. What you use depends on the type of talk you are giving. 
Organize material into natural categories and contrasts: 
· before vs. after, 
· problem and solution, 
· advantages vs. disadvantages, 
· beginning to end; 
· costs vs. benefits 
Some examples of visuals 
Format-graphs:
· Do not use more than three curves on a line chart or graph
· It is not advisable to use a page full of numbers
· You should translate complex numbers into representative pie charts or bar graphs 
· Use diagrams or models to present complex concepts 
· Employ multiple charts illustrating different stages or parts of the full model; start with simple framework and build components successively into the full model or process
· A well-designed diagram or chart can often make your point more quickly and clearly than words
Power Point slides:
· Do not present much information in a slide – less than 36 words
· Use large writing, i.e. Ariel 20 point+
· Write in the centre of the slide
· Use bullet points, asterisks or numbers to highlight each point
· Don't use whole sentences or paragraphs  
· Have a good reason for each and every Power Point slide
Films or recordings:
· [bookmark: visual]Avoid using extensive, which might consume a lot of time 
Handouts:  
Handouts provide helpful summary, but can be distracting if given out before the end. You might use them as a supplemental material. You can state references, a glossary of terms, and serve as a record of the presentation. The handout should be attractively laid out, and should have 1 or 2 pages long with the following:
· Your name
· Title of the presentation ( or after the date)
· Date of presentation
· Brief abstract (50 word summary of your presentation)
· Brief outline of your presentation including the major points
· A bibliography of references used to inform the presentation

Tips to help you prepare visuals
· Determine the purpose of the visual. Select visuals that will help understand the subject, adapt them to your overall objective
· Organize the visual; choose the information and design it for quick comprehension
· Keep the visual simple. Do not include too much information
· In general, portray only one concept or idea in the visual - include no more than three or four points under one heading
· Make the visual neat and pleasing to the eye
· Use colours on your slides but avoid orange and yellow, which do not show up well when projected
· For text only, white or yellow on blue is pleasant to look at, and easy to read
· Don't use more than three colours
 Tips to help you show visuals 
· Place the visual so that everyone in the audience can see it
· Present the visual at the correct time. Showing a visual near the beginning of a presentation often helps you to relax and to establish contact with the audience
· When you are talking face the audience, not the visual
· Keep the visual covered or out of sight until needed. After use, cover or remove the visual, if possible. Exposed drawings, charts and the like may distract the audience
· Correlate the visual with the verbal explanation
· Use a pointer as needed, but don’t make it a plaything


How to cope with podium panic
Surveys show that fear of speaking in front of groups is one of the greatest fears people have. However, nervousness is a normal reaction to a strange, uncertain, or unfamiliar situation. Everyone experiences stage fright, speech anxiety, or talking terror. Fortunately, nervousness is temporary. One of the best ways to overcome the nervousness of speaking publicly is to know your topic thoroughly. Whatever the purpose of your presentation, you will have to know your topic well enough to inform debate, instruct or present an opinion.
Some nervousness is natural and inevitable. You can learn to put on a confident and brave front while still feeling nervous inside. One of the best ways to do this is to practice in front of friends, video cameras or even the mirror. So, it is important that you rehearse your presentation, to yourself at first and then in front of some colleagues. The more you rehearse, the more comfortable you’ll become with your presentation, and the less nervous you’ll be. 

Tips to cope with stage fright 
· Your audience understands your nervousness, thus they will forgive honest mistakes 
· Think positively, you have important things to say
· Nervousness is usually invisible; most will not notice the small changes in your voice or occasional mistakes; most speakers who describe themselves as nervous appear confident and calm to the audience 
· Be yourself; relax, practice some deep breathing techniques
· Check out the room first, the space, the equipment, the lights
· Establish eye contact with the audience immediately. Smile. Make a comment such as: “Thank you for being here today”. This acknowledgment of the audience can help you feel at ease
· Concentrate on the message 
· If you have a mental block, be prepared to show a visual immediately. The visual shifts the eyes of the audience from the speaker to the visual, so you can regain your composure as the audience studies the visual
· Begin with a slow, well-prepared introduction; know the introduction so well that you could recite it in your sleep. On you get started speaking, then you can continue
· About movement: decide how much you like to move. Neither moving nor standing still is wrong. Use either to make yourself comfortable
· Find somewhere to put your hands. Nervous hands tend to go places you’d never thought.
· [bookmark: practice]Find focus points. Look for neutral faces positioned around the room, that way as you’re making eye contact you’ll know you can look without being thrown off your talk 
· Remember it is not about you, you are not the focus, your topic is. Make sure it remains the focus by helping people concentrate on the subject not on you.


Section B.  Presentation Delivery


Formal presentations may be categorized according to the speaker’s mode of delivery as:
1. Extemporaneous:  when the speaker refers to brief notes or an outline or recalls from memory the points to be made. The extemporaneous method involves significant effort but results in a degree of quality. The speaker is able to interact with the audience. It requires the detailed laying out of the presentation from beginning to end.
2. Memorized mode: the speaker writes out the whole speech and learns it by heart, word for word. This tends to lack spontaneity as there is a possibility of forgetting what comes next.
3. Read from manuscript: this mode has serious limitations. It is difficult for the speaker to show enthusiasm and to interact with the audience, delivery is usually stilted, and the audience may soon become inattentive.

Steps to follow to make the presentation
Greet the audience: 
· ‘Good morning, ladies and gentlemen’/ Thank you for being here today’
· Introduce yourself: ‘My name is….
· Say what you are going to talk about: ‘I’m going to ….
Good presentations then follow this formula: 
1st Tell the audience what you are going to tell them
2nd Then tell them
         3rd At the end tell them what you have told them

Tips to help you in your presentation delivery
· Get the audience’s attention and interest. Begin your speech forcefully. You may begin by:
· asking a question 
· stating a known fact or
· making and surprising assertion
· Interact with the audience. Look at the audience and interact through eye contact, but without special attention to particular individuals
· Look at the audience as much as possible, but don’t fix on an individual, it can be intimidating 
· [bookmark: Making]Be concrete, specific, practical, and relevant. Clarify what role you will be performing (coach, advocate, teach, watchdog, or messenger) 
· Show poise and self-confidence. Walk to the podium with self-confidence. Give a positive impression right from the beginning. Even if you are nervous, the appearance of self-confidence impresses the audience and helps you to relax
· Do not spend time looking at your notes, try not to stare at the floor or out of the window
· Be alive, relax. Have a pleasant look on your face
· Be natural – although not conversational
· Speak clearly – judge the acoustics of the room. Voice quality involves attention to volume, speed and fluency, clarity and pronunciation:
· Avoid a monotonous tone, don’t speak too softly, too fast, or mumble 
· Don’t shout or whisper
· Show enthusiasm in your speaking 
· Get your words out and distinctly
· Speak firmly, dynamically, and sincerely. Make sure that each person in the audience can hear you
· Modulate, enunciate distinctly 
· Vary your rate of speaking to enhance meaning
· To make the presentation interesting, change your delivery    speed, pitch of voice...
· Pronounce words correctly, and use acceptable grammar
· Don’t be afraid to pause as pauses allow time for an idea to become clear to the audience and emphasize important points. 
· Avoid jokes – always disastrous unless you are a natural expert
· Avoid mannerisms. For example: toying with a necklace or pin, or repeatedly using an expression such as ‘you know’, ‘uh’
· Show visuals with natural ease - Don’t face the display screen behind you and talk to it, or stand in a position where you obscure the screen
· Movement:
· Stand in an easy, natural position, with your weight distributed evenly on both feet
· Body movements and gestures should be natural contributing in this way to a successful presentation
· Keep an eye on the audience’s body language. Know when to stop also when to cut out a piece of the presentation
· Gestures: 
· Be aware of your gestures, tone of voice, movement and facial expressions. 
· Use your hands to emphasise points but don’t indulge in too much hand waving. People can, over time, develop irritating habits. Ask colleagues occasionally what they think of your style
· Use of time:
· Without adequate preparation it is easy to become nervous and start rushing through a presentation. 
· With good preparation, you will be able to use the pacing established during your many rehearsals
· You have planned your presentation; now follow your plan.
· Keep to the time allowed:
·  If you can, keep it short, it’s better to under-run than over-run
· As a rule of thumb, allow 2 minutes for each general  Power Point slide you use, but longer for any that you want to use for developing specific points 
· However, the audience will get bored with something on the screen for more than 5 minutes, especially if you are not actively talking about it
· Stick to the plan for the presentation, don’t be tempted to digress – you will eat up time and could end up in a dead-end with no escape! 
·  Leave time for discussion (unless explicitly told not to) – 5 minutes is sufficient to allow clarification of points. The session chairman may extend this if the questioning becomes interesting
· At the end of your presentation ask if there are any questions. If questions are slow in coming, you can start things off by asking a question of the audience – so have one prepared 
· Deliberately pause at key points – this has the effect of emphasising the importance of a particular point you are making 
· Close appropriately - your speech should be a rounded whole and your close may be indicated through voice modulation and a simple ‘thank you’

Tips to deal with questions
· Listen carefully to each question and make sure you have understood it
· Repeat the question where necessary so that the whole audience can hear it.   Rephrase difficult questions to check your understanding
· Take time to consider your answer
· Reply to the whole audience. Don’t get into a dialogue with an individual
· Check that the questioner is satisfied with your answer 
· Don’t take hostile questions personally
· If a question is inappropriate, suggest that you will speak to the questioner afterwards
· Don’t be afraid of saying you don’t know or that you will think about the question and get back to the individual later. That is an interesting question; it is not an area I have thought about but maybe we could talk about it later



Language used in the structure
You should use the appropriate language:
· Get the right level of formality/informality, technical/non-technical. 
· If you think you are going to stumble over a particular word or phrase, use a different one
· Always remember to watch your ‘filler speech’, too many ‘ums’, ‘ahs’ words such as ‘like’ or ‘you know’, will irritate your audience
The introduction
Introduce your talk with a brief overview of the points you will cover, locating the topic in its wider context and clearly stating your argument or thesis. Describe what the presentation is about and how it will develop.
· ’I’m going to talk about....
· ‘What I’d like to do is (to) discuss…’
· ‘This morning/ afternoon, I want to explain...’
· ‘The points I will focus on are:
· First of all, I  ........................
· Then ...................... ……………..
· This will lead to  ...................................... 
· And finally............................................’
The body
Decide the main ideas you want to get across and group them into logical and coherent ‘chunks’ of information. Use ‘connective devices’ to move from point to point, to help your audience follow your thread of ideas. Do not forget to use clear examples to illustrate your points. 
· ‘Firstly…. / to begin with………’
· ‘The next point I want to make is ....................’
· ‘The next stage in our project was to……..’
· ‘Another important consideration was……...’
· ‘By following this argument we can now see that....’  
· ‘OK, now I’m going to talk about……...’
· ‘Right. Now I’d like to explain...........’   
· ‘I’d like now to move on to ………’
· ‘From this we can see that ..................................’ 
· ‘As a consequence............................................ ‘ 
· ‘In spite of this, the results showed that .......................................’
· ‘An example of this was when ................................’
· ‘On the other hand, it is also true that................................’ 
· ‘Of course, we must not forget that.............’
· ‘However, it’s important to realise that.........’
The conclusion
Conclude by briefly summing up everything that you covered and restate your thesis and your findings. It is very important to leave your audience with a clear summary of everything you have covered.
· ‘To sum up....................................................................................’
· ‘From this we can see ...................................................................’
· ‘So, to recap/to conclude the main points.......................................‘
· ‘My intention was to show that ............ and the results confirmed that .............. 
· ‘Thank you, are there any questions...?’
You might also like to indicate areas for further research or follow-up but don’t introduce any new material.
Thank the audience for their attention and ask if there are any comments or questions.
It is important that you learn the following expressions by heart!
Knowing how to get out of difficulty in a presentation is essential. If you learn these expressions by heart, you will be able to do it automatically and, therefore, confidently. 
	Facts wrong!
	Sorry, what I meant is this

	Too fast!
	So, let’s just recap on that

	Forgotten something!
	Sorry, I should just mention one thing

	Too complicated!
	So, basically, what I’m saying is this

	Talking nonsense!
	Sorry, perhaps I didn’t make that quite clear

	Don’t know the English!
	Sorry, what’s the word I’m looking for?

	Sounds wrong!
	Sorry, let me rephrase that

	Not time!
	So, just to give you the main points here


Figure 1. Expressions to be learnt


Last considerations for your oral presentation
Review those considerations before you get started!
Don’ts
· Don’t be late for the presentation
· Don’t sit or lean on the desk
· Don’t forget your audience
· Don’t use technical terms unfamiliar to your audience provide clear explanations and definitions
· Don’t hold the pointer when you’re not using it 
· Don’t leave a visual aid in place that is no longer relevant to the current topic
· Don’t memorize. Under the pressure of presentation you’re liable to forget and then you could be stuck.
· Speakers who pace, pound the podium, jingle change in their pockets, or do other things can focus attention on themselves rather than the subject; it is inadvertent and distracting.
· Professional speakers avoid dramatic variations in the pitches of their voices. Remember: How you say it is as important as what you say
· Don't be afraid of silence, vary volume, and don’t use fillers like "um"...
· Don’t block visual aids don’t block the audience’s vision; limit the time your back is to the audience 
· Don’t preach: Don’t try to awe your audience with big words, flowery phrases, or ego-inflating anecdotes 

Rehearsing
· Rehearse the entire speech several times, using the note card (not the full outline). Rehearsing your presentation several times is very important it gives you confidence.
· Some speakers find it helpful to videotape their speech once or twice while rehearsing and then play back the tape for an objective analysis of strengths and weaknesses. 
· Practice, Practice…, and Practice 



Sample of an oral presentation
Remember the old advice goes like this:
“Tell them what you are going to tell them, then tell them, and then tell them what you told them”
What you’re going to tell them 
The introduction needs to accomplish three things:
a. Prompt interest
b. Provide an overview of the whole talk
c. Make the purpose of the talk
Here is an example of an opening moment of a talk that accomplishes all three tasks reasonably well. This opening lets the listener know what they should know by the end.[footnoteRef:1] [1:  Example taken from the Engineering Communication Centre. The University of Toronto] 

	The first sentence prompts interest

	“If you have ever had an ultrasound, perhaps because you were pregnant or had appendicitis, you will have noticed that reading an ultrasound image is a lot like watching a black and white TV without cable: the image is grey and buried in falling snow. No wonder it requires an expert to read them. Our design project is to develop a prototype for part of an ultrasound-imaging device that plays a significant role in the quality of the image. The part is called a transducer. I will explain the role of this small but important part, and then explain how our project will contribute to improving current ultrasound technology”

	The third establishes the purpose

	

	The last sentence provides an overview of the talk.
	


Telling them 
· Follow the order set out by the introduction. The sample above needs to develop the points made in the opening, in order:
 		a) Role of the part, and then 
b) Contribution to ultrasound
· Provide clear road signs: phrases that make the transitions from one point to another helping the listeners understand where you are in the talk and how much longer they have to pay attention. If the listener’s mind has wandered, these cues also provide ways to refocus.
	i.e.: 	My second point....
		Now that you understand how the transducer works...
		An interesting side note is...
		Finally...
In conclusion...
Telling them what you told them 
The conclusion should provide a concise message. The conclusion is most important; many times the audience does not know whether you have finished or not because you have not given clear cues about it. 
Finally ... enjoy yourself. The audience will be on your side and want to hear what you have to say! 

 NOW PROCEED TO THE NEXT PAGES TO DO THE TASKS







Practice section A. Checklists to practise preparation

In this task, you have to pick up specific information. Read the questions/statements carefully and focus your attention on the details required. 

1. Tick on the table below to check out if you can go to the following section:
	
	yes
	no

	Have I selected my topic wisely?
	
	

	Am I familiar with the topic?
	
	

	What is the purpose?
	
	

	Who is the audience?
	
	

	What are the facilities of the venue?
	
	

	Have I allowed myself time?
	
	


Table 1. Topic selection checklist


2. Fill in the checklist now:

	
	yes
	no

	Is my content comprehensive?
	
	

	Have I got an overview?
	
	

	Have I got detailed examples where appropriate?
	
	

	Is my content presented logically?
	
	

	Have I prepared my presentation so that the audience can follow? 
	
	

	Have I balanced content with critical analysis?
	
	

	Do I need to consider audience participation?
	
	

	If so, do I need to develop my discussion control techniques?
	
	


Table 2. Structure checklist

3. Fill in the blank space on the right of Table 3 in order to consider the following points related to ‘audience’:
	 ‘audience’

	Who will I be speaking to? (Colleagues, assessors, students, general public....)

	

	Is age or gender relevant?

	

	Why are they here?


	

	What are their interests? 


	

	What do they know about my topic?


	

	What do they want to know?


	

	What do I want the audience to know, feel, or believe by the end of my talk?


	


Table 3. Audience

4. See if you have taking into consideration all the points for preparing and presenting visual aid resources:

	
	yes
	no

	Do I want/need handouts? 
	
	

	If so, are they reproduced clearly? 
	
	

	Have I incorporated them correctly? 
	
	

	Do I want/need audiovisual materials?
	
	

	If so, can the audience see them?
	
	

	Are they relevant? 
	
	

	Have I incorporated them correctly? 
	
	

	Do I need to book equipment? 
	
	

	Does all the equipment work? 
	
	

	Do I know how to use it? 
	
	


Table 4. Resources. Visual aids 

5. Do this practise checklist now:
	
	yes
	no

	- Have I practised my timing? 
	
	

	- Have I checked my tone and projection? 
	
	

	- Have I practised not using fillers? 
	
	

	- Have I avoided over use of my favourite words and phrases? 
	
	

	- Do I have my memory prompts? 
	
	

	- Am I well prepared? 
	
	

	- Do I know how to relax before and during delivery? 
	
	

	- Am I going to keep eye contact with the audience? 
	
	

	- Am I aware of my non-verbal traits? 
	
	

	- During delivery will I take notice of immediate audience      feedback such as yawns, wandering eyes, nods of agreement, smiles?
	
	


Table 5. Practise checklist 


6. Now, consider this evaluation checklist by filling in the space provided on your right, before your self-evaluation :

	 ‘evaluation’

	How will I handle criticism?


	

	What will I do if I think the criticism is unfair? 


	

	What will I do if the audience misunderstands some of what I say?


	

	What are my plans to overcome my admitted shortcomings?


	


Table 6. Evaluation checklist 



Practice section B. Checklists to practise delivery and self-evaluation

Now you are ready to deliver your oral presentation. Fill in the checklists to see if you have followed the tips provided in this unit

 7. First of all, record with a video camera your presentation delivery at home. After recording, have a look at it and evaluate yourself using the tables below. If you have not achieved your expectations, repeat your recording again. Now you are ready to self-evaluate yourself:


	
	yes
	no

	Introduction: Did my introduction capture the audience’s interest; was necessary background given; was a clear purpose conveyed?
	
	

	Organization: Was there a clear organization; were transitions between sections clear and effective; did the organization lead to a clear conclusion?
	
	

	Content: Was the supporting material relevant, up to date?
	
	

	Visual Aids: Were visual aids used effectively and appropriately, carefully prepared?
	
	

	Conclusion: Were key points reinforced; was a sense of closure provided; if appropriate, was a course of action proposed?
	
	

	Delivery: Was it natural, enthusiastic; did I speak clearly; were appropriate gestures, posture, expressions used?
	
	

	
Did I...

	yes
	no

	introduce myself?
	
	

	aim to arouse the interest of my audience?
	
	

	begin with a clear introduction of my topic with an overview of what I’d cover?
	
	

	speak too quickly or too slowly?
	
	

	display any nervous gestures, such as hand waving, or the like?
	
	

	look and sound interested and enthusiastic?
	
	

	have good control of material with everything in the correct order?
	
	

	give the right amount of facts and figures? 
	
	

	avoid reading too much from my notes?
	
	

	look comfortable and relaxed?
	
	

	get my timing right? Too long? Too short?
	
	

	conclude by summing up what I had covered?
	
	

	Were my visual aids clear and easy to read?
	
	

	Were there any words I had problems pronouncing?
	
	

	Was my voice loud enough to be heard?
	
	

	Were my ideas presented clearly with a logical flow from one point to the next?
	
	


Table 7. Checklist after recording 

8. Mark yourself now:
FINAL MARK [___]

 
NAME:    _____________________________________________________
TOPIC:   _____________________________________________________ 


	
DELIVERY


	Appropriate introduction 
	

	Enthusiasm
	

	Voice control: freedom from monotone
	

	Acceptable pronunciation
	

	Acceptable grammar
	

	Vocabulary and use of appropriate words
	

	Avoidance of mannerisms ‘uh’ ‘um’
	

	Eases in showing visuals
	

	Clear-cut closing
	

	
CONTENT & ORGANIZATION


	Topic interest, suitable for audience
	

	Stating of main points at outset
	

	Development of main points
	

	Needed repetition and transitions
	

	Effective kinds and size of visuals
	

	Use of allotted time
	

	OVERALL EFFECTIVENESS

	TOTAL POINTS
	



Outstanding                = 4      (10-9)
Good                        	= 3        (8-7)
Fair                           	= 2        (6-5)
Needs improvement 	= 1        (4-3)
Unacceptable           	= 0        (2-1)



BACK-UP EXERCISES: Do these exercises in case you want to practise further. Have a look at the keys afterwards:

I. Choose the word(s) a, b or c that fit better in the following presentation extracts:
1. First of all, I’d like to ………….. the main points of my talk.
a. preview    	   b. overview     	     c. outline
2. Perhaps I should start off by ………… that this is just a preliminary report. Nothing has been finalized as yet.
a. pointing    	   b. stressing    	     c. reminding
3. But later on I will, in fact, be ……. …. several detailed proposals
a. putting forward   b. putting out       c. putting over
4. One thing I’ll be ……………. is the issue of a minimum wage
a. dealing with   	    b. referring   	     c. regarding
5. And I’ll also be ………………. the question of privatization
	a. asking      	  b. raising    	c. putting
6. So, what we’re really ………. are likely developments in the structure of the company over the next five to ten years.
	a. driving at    	b. aiming at    	 c. looking at
7. If we could just ….. our attention on the short-term objectives to begin with.
	a. draw    		b. focus    		c. attract
8.  The eighteen-month plan, which by now you should’ve all had time to look at, ………………. in detail our main recommendations.
	a. outlines     	b. reviews      	c. sets out
9. Basically, what we’re …………. is a complete reorganization of staff and plant.
	a. suggesting    	b. asking     	c. reviewing
10. I’d now like to …. ….. my attention to some of the difficulties we’re likely to face.
	a. turn    		b. draw    		c. focus
11. I’m sure there’s no need to ……. what the main problem is going to be.
	a. draw out    	b. spell out    	c. think out
12. But we do need to seriously ……….. the question of how we are going to overcome it.
	a. ask   		b. answer   		c. address
13. The basic message I’m trying to ………... here is simple. We can’t rely on government support for much longer.
	a. get through   	b. get across   	c. get to
14. Disappointing end-of-year figures …… the seriousness of the situation.
	a. underline    	b. undermine    	c. underestimate
15. And the main conclusion we’ve ….. ….. is that massive corporate restructuring will be necessary before any privatization can go through.
	a. thought    	b. got to    		c. come to

II. Look at the presentation openings below and divide those under three headings: 

a. problems
b. amazing facts
c. stories
1. Did you know that Japanese companies spend four times more on entertaining clients in a year than the entire GDP of Bulgaria? 40 billion dollars, to be precise. You know, that’s twice Colombia’s total foreign debt. You could buy General Motors for the same money.
2. Suppose your advertising budget was cut by 99% tomorrow. How would you go about promoting your product?
3. You know, R& D is 90% luck. When I think about creativity, I’m reminded of the man who invented the microwave oven. He spent years messing around with radar transmitters, then noticed the chocolate in his pocket was starting to melt!
4. Statistics show that in the last ten years more people have legally emigrated to the United States than to the rest of the world put together – about half a million of them a year, in fact. Now, over ten years, that’s roughly equivalent to the population of Greece.
5. How many people here this morning hate going to meetings? Just about everybody, right? Well, imagine a company where there were never any meetings and everything ran smoothly. Do you think that’s possible?
III. These expressions comment on important information in a visual. Complete them using the following words: 
1. …….. you can see, there are several surprising developments.
2. ………you look at it more closely, you’ll notice a couple of apparent anomalies.
3. ……… you try to explain it, this is very bad news.
4. ……… the reason for this, the underlying trend is obvious.
5. ……… way you look at it, these are some of our best results ever.
a. if
b. as
c. whatever
d. whichever
e. however

IV. When you give a presentation in English the stress tends to come at the end of each chunk. But by deliberately placing the main stress at the beginning, or in the middle of a chunk, you can subtly change the meaning of what you say. Look at the following examples:
	The British will never agree to that. But the Germans just might.
	The British will never agree to that. Not in a million years.
Underline the stressed words in the first sentence according to the meaning in the second sentence 
1a. Sales are up on last year. But profits have hardly moved at all.
1b. Sales are up on last year. But there was a particular bad year.
2a. The market may be growing. But our market share certainly isn’t.
2b. The market may be growing. But, then again, it might just be a seasonal fluctuation.
3a. I think we’re making progress. But some of you may not agree with me
3b. I think we’re making progress. But it’s very difficult to say at this stage.
4a. We haven’t seen a massive improvement yet. But 2% is quite encouraging.
4b. We haven’t seen a massive improvement yet. But we soon will.
5a. There are three points I’d like to make. And all three concern senior management.
5b. There are three points I’d like to make. And then I’ll hand you over to David.

V. If you have problems during your presentation, don’t panic. Pause. Sort out the problem and continue. Here are some common problems people face, match what you think with what you say: 
WHAT YOU THINK				
1. I’ve got my facts wrong!
2. I’ve forgotten to say something!
3. Too complicated! Make it simple.
4. How do you say this in English?
5. I’m running out of time!
WHAT YOU SAY
a. So, basically, what I’m saying is this……
b. Sorry, what I meant is this……..
c. Sorry, I should just mention one thing.
d. So, just to give you the main points here….
e. Sorry, what’s the word/ expression?
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ANSWER KEYS TO EXERCISES I TO V

Exercise I
1. c
2. b
3. a
4. a
5. b
6. c
7. b
8. c
9. a
10. a
11. b
12. c
13. b
14. a
15. c
Exercise II
     1. b
     2. a
     3. c
     4. b
     5. a
Exercise III
1. b
2. a
3. e
4. c
5. d
Exercise IV 
1a. Sales
1b. last
2a. market
2b. may
3a. I
3b. think
4a. a massive
4b. yet
5a. three
5b. I’d

Exercise V
1. b
2. c
3. a
4. e
5. d
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