Presentations

“Tell the audience what you're going to say, say it; then tell them what you've said.” 
Dale Carnegie

Do you have any experience of giving presentations in English or in your own language?

Think of some situations when you might have to give a presentation.
Structuring a presentation

To be effective , a presenter must make the audience understand why the topic is important to them. It is also important to make your points short, simple and clear. Remember to KISS /Keep it Short and Simple)
You should structure your presentation with an introduction, the main message or content, and a conclusion.

An outline might look something like this:

1. Welcome the audience

2. Introduce yourself

3. Introduce the topic

4. Tell the audience why they should be interested in the topic

5. Tell a short personal anecdote

6. Give an overview of the topic

7. Main point 1

8. Main point 2

9. Main point 3

10. Main point 4 ??

	Harnessing the Power of Three

In public speaking and rhetorical debate, as well as in much communication, three is the magic number.  The brain finds it relatively easy to grasp three points at a time: people find three points, ideas or numbers, easier to understand and remember than four or more.  You could therefore structure your presentation about the magic number of three.

For example, your presentation should have three main elements: the introduction, middle and conclusions. Within the main body of your presentation, divide your key message into three elements and then expand each of these points into three sub-points.  If you are using a visual aid such as PowerPoint, limit the number of bullet points to three on each slide and expand on each of these as you go along.


11. Summary

12.
Final “bang” – to leave the audience with a strong final impression

Another approach might be to ask three questions: What? Why? And How? To communicate your message to the audience:

“What?” identifies the key message of your presentation. Try to think from the point of view of the audience about what is the benefit of your message. What will they gain, what can they do with the information, what will be the benefit? 
“Why?” : Having been told “what”, the audience will want to know “why I should do that” or “why I should think that”. 

“How?” is the next obvious step. How are your audience going to achieve what you have just suggested? In this it is probably best not to be too categorical: rather than giving precise indications how they should act, it’s better to suggest how they can act using either case studies, personal examples or statistics to support your case.

_______________________________________________________________

Editing your Content

1. Once you have completed your first draft, it is essential to review and edit it. It’s a good idea to take a break before you do this so that you can see it with a fresh pair of eyes.
2. The language: is it appropriate for the audience? If there are terms they may not understand, try to find alternatives or explain them. As the presentation is spoken, the language should be accessible – use words you might use in conversation rather than obscure or technical terms.

3.  Eliminate long sentences: the audience is listening rather than reading, This will be easier if the sentences are short and use simple structures.

4. Use metaphors to aid understanding and retention.
5. Find ways to grab the audience’s attention, for example using visual aids to illustrate key points.

6. Check and double check for errors of spelling etc in any slides or handouts you are using.

_______________________________________________________________

Positioning and Body Language

Where you stand, and whether you move around, has a huge effect on the audience and its reaction to you.

For example, if you stand at a lectern, most of your body will be invisible to your audience, which means that your body language is much harder to read. However, lecterns are sometimes essential, because that’s where the microphone and/or controls for the visual aids are located.

If you can, wander about the stage during your presentation, returning to the lectern to change slides if necessary.

However, pacing backwards and forwards like a caged lion is not good. If you need to be at a lectern for the microphone, then try angling the microphone so that you can stand to one side, and be fully visible to your audience, or better still, demand a roving microphone as a pre-condition of agreeing to present.

If the sound system or positioning is less than ideal, explain that to your audience. You may feel and look awkward rooted to the spot by a lectern, but at least they will understand why if you’ve told them that you’d prefer to be moving about.
Beware of the following bad habits that may let you down when you are nervous
· Whilst speaking, try to keep a tall, relaxed, open stance without hanging onto a table or lectern or trying to hide behind it

· Whilst speaking, try to keep a tall, relaxed, open stance without hanging onto a table or lectern or trying to hide behind it. If using cue cards, do not wave them around but keep them in one hand while gesturing with the other.
· Avoid putting your hands in your pockets as usually you will start to fiddle with the contents, and this will be distracting to the audience.
· Try not to hop from one foot to the other or rock backwards and forwards on the balls of your feet. Try not to pace up and down although some movement may be useful to keep audience attention.
· Do not stare fixedly at one person in the room or pretend the audience is not there and talk to the ceiling or the floor.
· Do not fiddle with pens, buttons, jewellery, a tie or your hair.

It is normal to be nervous before making a presentation.  Nervousness is experienced even by  presenters who have given hundreds of presentations. The same is true of actors and actresses, celebrities, politicians, preachers and other people working in the media or in the public eye (including university teachers!).

Being nervous is not a problem or a weakness, you just need to channel your nervous energy wisely. On the other hand, being over-confident and not nervous could be a weakness!

The symptoms of nerves can include "butterflies" or a queasy feeling in your stomach, sweaty palms, a dry throat and the panic that your mind has gone blank about your opening lines.

Fortunately, there are some tried and tested strategies and techniques to manage your nerves so that you can concentrate on delivering an effective and engaging presentation.

These techniques will not get rid of your nerves; instead they will help you to use your nervousness to your advantage. The adrenaline that is being pumped around your body can give you the energy to communicate enthusiastically, convincingly, and passionately. The key is to decrease your level of nervousness so you can focus your energy on these positive activities, not on trying to control your nerves.

Coping with Nerves

It is essential to always be well prepared and well rehearsed in order to feel confident
When you feel nervous before a presentation, the following strategies and exercises should help you:

Practice Deep Breathing

Adrenalin causes your breathing to shallow. By deliberately breathing deeply your brain will get the oxygen it needs and the slower pace will trick your body into believing you are calmer. This also helps with voice quivers, which can occur when your breathing is shallow and irregular.

Drink Water

Adrenalin can cause a dry mouth, which in turn leads to getting tongue-tied. Have a glass or bottle of water handy and take sips occasionally, especially when you wish to pause or emphasize a point. Take care not to take large gulps of water.

Chew Gum

Chewing gum before a presentation may help you to feel more relaxed. Research has shown that the act of chewing can increase your alertness and help to reduce anxiety. It is usually best to get rid of the gum when you start your presentation.
Smile
Smiling helps us to relax, and together with maintaining eye contact, it will help build a rapport with the audience.

Pause

Just before you start talking, pause, make eye contact, and smile. This moment of peace is relaxing and will help you to adjust to being the centre of attention.
Slow down

Speak more slowly than in normal conversation. The slower pace will make it easier to follow what you are saying.

Move around

Moving a little during the presentation will help reduce some of your nervous energy, However, try not to distract the audience by pacing backwards and forwards, or rocking on your heels.

 _______________________________________________________________

Questions and answers
Staying in Control of the Questions

A little thought and some early planning can avoid the risk of losing control in the question session. is risk. You should also remember that a lively question session reflects the interest your talk has stimulated.
However, if your presentation starts to get diverted by an interesting question, try saying something like:

“I think we’re getting a bit off topic here. Let’s put that to one side and you and I can chat about it later. Come and find me at the end and we’ll exchange contact details.”
Or even:

“I’d really like to get on with the presentation, otherwise I may not have time to finish, but let’s talk about this later.”
Setting out some Ground Rules

At the start of your presentation, you should make it clear whether and when you would prefer to deal with questions - as you go along or at the end of the presentation.

Some speakers prefer questions to be raised as they arise during the presentation. The advantage of this approach is that any misunderstandings can be dealt with immediately. However, there is also a danger that the question will disrupt or distract the speaker, or that questions are raised that would have been covered later in the presentation.
Categorising Questions

If you like to deal with questions as they arise, but you are concerned about the pitfalls, there is an easy way to handle this. In your introduction, explain that there are three types of questions:
The sort that seeks clarification of something that has just been said – you will answer those immediately;

 The sort that asks a related question about something that you plan to cover later - you will answer those later in the presentation; and
 The sort that is best dealt with offline because most of the audience probably won’t be interested, or it’s outside the topic of the presentation – you will make a note of the question and come back to the  questioner afterwards.

When a Type 2 or 3 question is asked, you can then say something like:
“That’s a Type 2 question, so I’ll park that for now and cover it later. If you don’t think I’ve covered it by the end, remind me and I’ll go over it.”
Other speakers prefer to deal with questions at the end of the presentation.
If you prefer this approach, ensure that you set aside sufficient time for questions but also limit the amount of time available. The amount of time will depend on the type of presentation you are giving but usually 10 minutes of question time should be sufficient.

The big advantage of this approach is that if you talk too quickly, you will simply have a longer question session: a big incentive to talk slowly and carefully, and make sure that your audience understands everything as you go.
When you have finished answering questions, make sure that you have the last word with a strong

assertion of your main message(s).

In other words, you can thank the audience for their questions and then summarise once again

the main point or points that presentation was designed to communicate. your
An Introduction to Question Sessions

The overall rule is to treat your audience with respect -  answer questions directly and honestly.  If a question is provocative, answer it directly. Never be rude, show you are upset, or lose your temper.
Managing questions

Listen carefully and, if the audience is large, repeat it to ensure everyone has heard.

If you are unsure of the question, paraphrase it back to the questioner to check you have understood: “Do you mean….?”. 

Answer briefly and to the point.

If you don’t know the answer admit it, offer to find out, and ensure that you follow up. To do so you will need to speak to them at the end so you have their name/email address,

It’s better to say “I don’t know, but I’ll find out and let you know”. Is better than pretending you do know and improvising an answer.

An alternative may be to involve the audience. If they are well-informed on the subject, there may be someone present happy to share their expertise with you all. “I wonder if ________ would like to comment on that to save me displaying my ignorance”. OR “My colleague is more familiar with that area than I am so, while I don’t want to put him on the spot, maybe he would like to shed some light on this?”
           _______________________________________________________________
Language

1) Welcome the audience

Informal

Hello everyone, and thanks for coming along.

It’s great to see so many of you were able to make it.

Formal

Good morning, ladies and gentlemen, and thank you for coming.

I was delighted to see so many of you here this morning.

2) Introduce yourself

Informal

OK, let me start by introducing myself.
Formal

I would like to start by introducing myself.
3) Introduce the topic

Informal

I’ve been asked along to talk about…

Formal

I have been invited here this morning to talk about…

4) Why the audience should be interested in the topic

Informal 

I’ m sure….will be of particular interest to you as….

Formal

I’m convinced …. will be of particular interest to you as….

5) A short personal anecdote

Informal 

I remember when I…

I know from my own experience that…
Formal

I am reminded of one occasion when…

I am aware from my own experience that…

6) Give an overview of the topic

There are three main points I’d like to cover today.

First, I’ll start by giving you a little information about…

I’ll then go on to outline ….

Finally, I’ll also talk about 

7) Points

So, to start with…..

Let me begin by asking…

This brings me to my next point.

This leads directly to my next point.

Let’s now move on to…
8) Summary and conclusion
To summarize

Finally, I’d like to remind you of what I said at the beginning og my talk.

Exercise.

Prepare a short presentation on one of the following topics:

1) What your University (or, if you prefer, the specific course you are studying) has to offer new students.

2) What advantages the region or area in which you live has to attract new businesses

3) The attractions of the area for tourism.

