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Part I :  The Importance of Presentation Skills in the Workplace 
By Adrienne McLean 

Good presentation skills require organisation and confidence. If these two essential items are 

not ticked off, then it’s time you looked at developing presentation skills. This type of personal 

development work will really assist you to develop first more confidence, which is the key. 

Then, by you getting organised, well presented and ultimately building self-esteem, those 

dream jobs will appear and your ambitions will be realised! 

Being well presented in the workplace – in a presentation, in a meeting, during a discussion 

with a colleague or client is essential. If your career matters to you – develop your 

presentation skills! 

A presenter or staff member is given an added advantage over someone who is less than 

polished in public speaking (i.e. someone who actually avoids it like the plague), when he or 

she can get up and deliver a well-constructed, confident presentation in front of a group of 

colleagues. 

Superiors notice the confident approach, which translates into other parts of their role. Staff 

who are highly skilled in their area of expertise, but hate public speaking, will still be 

appreciated, but they may just get more kudos and more accolades if they can articulate their 

approaches and knowledge in a more confident manner. 

“Being well presented in the workplace – in a presentation, in a meeting, during a discussion 
with a colleague or client is essential. If your career matters to you – develop your 

presentation skills!” 

Presentation and public speaking skills are “learnt” skills – by working on these skills, the quiet 

and shy person can learn to present with confidence and evidentially “Find their voice”. 

Where do Presentation Skills have an impact in the Workplace? 

Presentation skills will help in the following workplace or professional circumstances: 

 At interviews, as the interviewer or interviewee 

 At meetings, face to face or in a conference call 
 At networking functions, meeting new people or getting to know ones you already 

know. 

 Speaking to colleagues and staff 

 Delivering a presentation to clients detailing a technical topic or selling a product 

 Presenting at conferences 
 Speaking at large internal meetings 

 Speaking at Chamber of Commerce or Rotary promoting your business 

 Speaking with suppliers 

 Speaking with clients 
 Presenting training 

 Attending training 

And so on … 

 



Presentations are Part of the Job 

Yes, it’s true. Professionals are expected to give presentations as part of their job.  But surely 
with their education, whether at university or other colleges, delivering a presentation is 

straightforward? Well, no! 

A Gallup poll found that 40% of the population have a fear of speaking in public. It doesn’t 

matter how big or small the group, there are some people who struggle to give presentations. 

Does this have an impact on their work? Potentially, yes. 

So what are the areas that are important in the workplace, with respect to presentation skills? 

“Presentation skills and public speaking are a “learnt” skill – by working on these skills, the 

quiet and shy person can learn to present with confidence and evidentially “Find their voice”” 

1. Know Your Audience 

Understand what the audience wants to get out of the presentation. You need to be mindful of 

the people in the meeting or in the conference room. This is so your presentation will meet and 

exceed the audience’s expectations, and so your audience gets what they came for. 

2. Plan your Presentation 

Planning the structure of your presentation – and knowing what structure works for your 

audience – is very important. For your audience to absorb your information, it needs to be 

delivered in an easy-to-follow format. 

3. Make it Interesting 

Attention spans are not long, no matter how advanced the audience is. Make sure you’ve 

included some really interesting points, and vary the type of interest points, as this will help to 

keep the attention of the meeting. 

“A Gallup Poll found that 40% of the population have a fear of speaking in public … Does this 

have an impact on their work? Potentially, yes” 

4. Dress the Part  

Your appearance in the workplace matters. Not only are you meant to be a thought leader in 

your chosen presentation topic, you are also in competition with others wanting to advance. If 
you are not well presented, with respect to clothes, hair, shoes, paperwork, etc., people will 

notice and it will have an impact. 

5. Show you Care 

Your enthusiasm for the topic is essential. If you seem disinterested in the topic you are 

talking about, your audience will pick up on this. 

 

 



6. Be Organised 

Your audience will appreciate you being organised for a meeting or a presentation. If there are 
little changes or hiccups, your audience will understand. If you are unorganised and 

you appear to have not put in an effort, the attendees will not sympathise, and they will get 

annoyed. 

“Make sure you’ve included some really interesting points … this will help to keep the attention 

of the meeting” 

7. Discuss the “Elephant in the Room” 

If there is an issue, if something isn’t working, you are experiencing a problem, then make a 

mention of whatever it is and then move on. If we hold back from discussing something 
important (which may not have an impact on the meeting topic), then get this discussion 

done, and then move on. If you don’t, the attendees will be thinking about that rather than the 

actual topic at hand. 

8. Get a Grip on your Nerves 

Handling nervousness and building confidence is important – you will struggle to get your 

message across if you struggle here. Being mindful of how you present at work will really 

help with your interactions with colleagues and clients. This will ultimately impact on whether 

you get that important raise, or that desired new job. 

 ***Adrienne McLean 

Adrienne McLean is the Founder of The Speakers Practice, which offers Presentation Skills training program for 

business people, individuals, teenagers and groups. Adrienne is an Internationally Accredited SpeakersTrainingCamp 
Instructor and is a Distinguished Toastmaster. Adrienne has studied marketing with Michael Port the author of the Top 

Business and Marketing book – BookYourselfSolid. 

Adrienne, with her experience of growing up in a family business, working in the corporate and small business sector 
plus building her own business, gives an enthusiastic and practical approach to the benefits of presentation skills 

development, learning to promote yourself and building a successful business.  She is a regular presenter, blogger and 

a contributing author in four recent business publications. Follow her via Facebook, LinkedIn, Twitter and Google+ 

http://www.thespeakerspractice.com.au/
https://www.facebook.com/adrienne.mclean1
https://www.linkedin.com/in/adriennemclean
https://twitter.com/AdrienneMcLean
https://plus.google.com/u/0/116485042424499790709/posts


Part II :  Presentations in English 

A presentation is a formal talk to one or more people that "presents" ideas or information in a 

clear, structured way. People are sometimes afraid of speaking in public, but if you follow a 

few simple rules, giving a presentation is actually very easy.  

1. Introduction to Presentations 

 
All presentations have a common objective. People give presentations because they want to 

communicate in order to: 

 inform 

 train 

 persuade 

 sell 

A successful presentation is one of the most effective ways of communicating your message. 

And because English is so widely used in international business, a working knowledge of the 

vocabulary and techniques used in an English language presentation is a valuable asset. 

 

We will start by exploring the importance of preparation. 

After that, we will consider what equipment to use. 

Then we will look at how to "deliver" a presentation. 

After delivery, we will examine the language of presentations, before moving on to the 

presentation itself. 

Finally, we will conclude with a review of what we have covered. 

 

Presentation Preparation 

 
Can you name the 3 most important things when giving any presentation? 

 
Number 1 is . . .   preparation 

Number 2 is . . .   preparation! 

Number 3 is . . .   preparation!! 

 

Preparation is everything. 
 

With good preparation and planning you will be totally confident and less nervous. And your 

audience will feel your confidence. Your audience, too, will be confident. They will be confident 

in you. And this will give you control. Control of your audience and of your presentation. With 

control, you will be 'in charge' and your audience will listen positively to your message. 

 

 

 

 

https://www.englishclub.com/speaking/presentations-prep1.htm
https://www.englishclub.com/speaking/presentations-prep2.htm
https://www.englishclub.com/speaking/presentations-prep3.htm


Objective 

Before you start to prepare a presentation, you should ask yourself: "Why am I making this 

presentation?" Do you need to inform, to persuade, to train or to sell? Your objective should be 

clear in your mind. If it is not clear in your mind, it cannot possibly be clear to your audience. 

Audience 

"Who am I making this presentation to?" Sometimes this will be obvious, but not always. You 

should try to inform yourself. How many people? Who are they? Business people? Professional 

people? Political people? Experts or non-experts? Will it be a small, intimate group of 4 

colleagues or a large gathering of 400 competitors? How much do they know already and what 

will they expect from you? 

Venue 

"Where am I making this presentation?" In a small hotel meeting-room or a large conference 

hall? What facilities and equipment are available? What are the seating arrangements? 

Time and length 

"When am I making this presentation and how long will it be?" Will it be 5 minutes or 1 hour? 

Just before lunch, when your audience will be hungry, or just after lunch, when your audience 

will be sleepy? 

Method 

How should I make this presentation?" What approach should you use? Formal or informal? 

Lots of visual aids or only a few? Will you include some anecdotes and humour for variety? 

Content 

"What should I say?" Now you must decide exactly what you want to say. First, you should 

brainstorm your ideas. You will no doubt discover many ideas that you want to include in your 

presentation. But you must be selective. You should include only information that is relevant to 

your audience and your objective. You should exclude all other ideas. You also need to create 

a title for your presentation (if you have not already been given a title). The title will help you 

to focus on the subject. And you will prepare your visual aids, if you have decided to use them. 

But remember, in general, less is better than more (a little is better than a lot). You can 

always give additional information during the questions after the presentation. 

 

 

 



Structure 

A well organised presentation with a clear structure is easier for the audience to follow. It is 

therefore more effective. You should organise the points you wish to make in a logical order. 

Most presentations are organised in three parts, followed by questions: 

 

Beginning 
Short 

introduction 

welcome your audience  

introduce your subject 

explain the structure of your presentation 

explain rules for questions 

Middle Body of presentation present the subject itself 

End 
Short 
conclusion 

summarise your presentation  
thank your audience 

invite questions 

Questions and Answers 

Notes 

When you give your presentation, you should be - or appear to be - as spontaneous as 

possible. You should not read your presentation! You should be so familiar with your subject 

and with the information that you want to deliver that you do not need to read a text. Reading 

a text is boring! Reading a text will make your audience go to sleep! So if you don't have a 

text to read, how can you remember to say everything you need to say? With notes. You can 

create your own system of notes. Some people make notes on small, A6 cards. Some people 

write down just the title of each section of their talk. Some people write down keywords to 

remind them. The notes will give you confidence, but because you will have prepared your 

presentation fully, you may not even need them! 

Rehearsal 

Rehearsal is a vital part of preparation. You should leave time to practise your presentation 

two or three times. This will have the following benefits: 

 you will become more familiar with what you want to say 

 you will identify weaknesses in your presentation 

 you will be able to practise difficult pronunciations 

 you will be able to check the time that your presentation takes and make any necessary 

modifications 

So prepare, prepare, prepare! Prepare everything: words, visual aids, timing, equipment. 

Rehearse your presentation several times and time it. Is it the right length? Are you 

completely familiar with all your illustrations? Are they in the right order? Do you know who 

the audience is? How many people? How will you answer difficult questions? Do you know the 

room? Are you confident about the equipment? When you have answered all these questions, 



you will be a confident, enthusiastic presenter ready to communicate the subject of your 

presentation to an eager audience. 

2.  Presentation Equipment 

Easily your most important piece of equipment is...YOU! Make sure you're in full working 

order, and check your personal presentation carefully - if you don't, your audience will! 

 
The notebook computer is used to display text and graphics during presentations. Basically, 

it can display anything that you put on your computer screen, including entire presentations 

generated by presentation software. An excellent tool if used in moderation, but not as an 

alternative to you—the speaker. It is often used in conjunction with an overhead projector or 

other projector, which projects the image from the computer screen onto the wall screen. 

 

The whiteboard (more rarely blackboard or greenboard) is a useful device for spontaneous 

writing - as in brainstorming, for example. For prepared material, the OHP might be more 

suitable. 

 

The duster is used for cleaning the whiteboard. It is essential that the duster be clean to start 

with. You may consider carrying your own duster just in case. 

 

Markers are used for writing on the whiteboard (delible - you can remove the ink) or flipchart 
(indelible - you cannot remove the ink). They are usually available in blue, red, black and 

green. Again, it's a good idea to carry a spare set of markers in case you are given some used 

ones which do not write well. 



 

The flipchart consists of several leaves of paper that you 'flip' or turn over. Some people 

prefer the flipchart to the whiteboard, but its use is limited to smaller presentations. 

 
The Slide projector - which must be used in a darkened room - adds a certain drama. Slide 

projectors have mostly been overtaken by digital electronic media and are rare today. Some 

slide projectors can be synchronised with audio for audio-visual (AV) presentations. These 

projectors are typically used for larger presentations. The majority take 35mm slides or 

transparencies (as seen here), but projectors for 6x6cm slides are also available. 

 

Transparencies are projected by an overhead projector or a slide projector onto a screen - in 

this case a folding screen which can be packed up and transported. 

 

Handouts are any documents or samples that you 'hand out' or distribute to your audience. 

Note that it is not usually a good idea to distribute handouts before your presentation. The 

audience will read the handouts instead of listening to you. 

 

 

 



3. Presentation Delivery 

'Delivery' refers to the way in which you actually deliver or perform or give your presentation. 

Delivery is a vital aspect of all presentations. Delivery is at least as important as content, 

especially in a multi-cultural context. 

Nerves 

Most speakers are a little nervous at the beginning of a presentation. So it is normal if you are 

nervous. The answer is to pay special attention to the beginning of your presentation. First 

impressions count. This is the time when you establish a rapport with your audience. During 

this time, try to speak slowly and calmly. You should perhaps learn your introduction by heart. 

After a few moments, you will relax and gain confidence. 

Audience Rapport 

You need to build a warm and friendly relationship with your audience. Enthusiasm is 

contagious. If you are enthusiastic your audience will be enthusiastic too. And be careful to 

establish eye contact with each member of your audience. Each person should feel that you 

are speaking directly to him or her. This means that you must look at each person in turn - in 

as natural a way as possible. This will also give you the opportunity to detect signs of 

boredom, disinterest or even disagreement, allowing you to modify your presentation as 

appropriate. 

Body Language 

What you do not say is at least as important as what you do say. Your body is speaking to 

your audience even before you open your mouth. Your clothes, your walk, your glasses, your 

haircut, your expression - it is from these that your audience forms its first impression as you 

enter the room. Generally speaking, it is better to stand rather than sit when making a 

presentation. Be aware of and avoid any repetitive and irritating gestures. Be aware, too, that 

the movement of your body is one of your methods of control. When you move to or from the 

whiteboard, for example, you can move fast or slowly, raising or reducing the dynamism within 

the audience. You can stand very still while talking or you can stroll from side to side. What 

effect do you think these two different approaches would have on an audience? 

Cultural Considerations 

Because English is so widely used around the world, it is quite possible that many members of 

your audience will not be native English-speakers. In other words, they will not have an Anglo-

Saxon culture. Even within the Anglo-Saxon world, there are many differences in culture. If we 

hypothetically imagine a German working for an Israeli company making a presentation in 

English to a Japanese audience in Korea, we can see that there are even more possibilities for 

cultural misunderstanding. You should try to learn about any particular cultural matters that 

may affect your audience. This is one reason why preparation for your presentation is so 

important. Cultural differences can also be seen in body language, which we have just 



discussed. To a Latin from Southern France or Italy, a presenter who uses his hands and arms 

when speaking may seem dynamic and friendly. To an Englishman, the same presenter may 

seem unsure of his words and lacking in self-confidence. 

Voice quality 

It is, of course, important that your audience be able to hear you clearly throughout your 

presentation. Remember that if you turn away from your audience, for example towards the 

whiteboard, you need to speak a little more loudly. In general, you should try to vary your 

voice. Your voice will then be more interesting for your audience. You can vary your voice in at 

least three ways: 

 speed: you can speak at normal speed, you can speak faster, you can speak more 

slowly - and you can stop completely! You can pause. This is a very good technique for 

gaining your audience's attention. 

 intonation: you can change the pitch of your voice. You can speak in a high tone. You 

can speak in a low tone. 

 volume: you can speak at normal volume, you can speak loudly and you can speak 

quietly. Lowering your voice and speaking quietly can again attract your audience's 

interest. 

The important point is not to speak in the same, flat, monotonous voice throughout your 

presentation - this is the voice that hypnotists use to put their patients' into trance! 

Visual aids 

Of all the information that enters our brains, the vast majority of it enters through the eyes. 

80% of what your audience learn during your presentation is learned visually (what they see) 

and only 20% is learned aurally (what they hear). The significance of this is obvious: 

 visual aids are an extremely effective means of communication 

 non-native English speakers need not worry so much about spoken English - they can 

rely more heavily on visual aids 

It is well worth spending time in the creation of good visual aids. But it is equally important not 

to overload your audience's brains. Keep the information on each visual aid to a minimum - 

and give your audience time to look at and absorb this information. Remember, your audience 

have never seen these visual aids before. They need time to study and to understand them. 

Without understanding there is no communication. 

Apart from photographs and drawings, some of the most useful visual aids are charts and 

graphs, like the 3-dimensional ones shown here: 

 
Piecharts are circular in shape (like a pie). 



 
Barcharts can be vertical (as here) or horizontal. 

 
Graphs can rise and fall. 

Audience Reaction 

Remain calm and polite if you receive difficult or even hostile questions during your 

presentation. If you receive particularly awkward questions, you might suggest that the 

questioners ask their questions after your presentation. 

4. Language of Presentations 

Simplicity and Clarity 

If you want your audience to understand your message, your language must be simple and 

clear. 

Use short words and short sentences. 

Do not use jargon, unless you are certain that your audience understands it. 

In general, talk about concrete facts rather than abstract ideas. 

Use active verbs instead of passive verbs. Active verbs are much easier to understand. They 

are much more powerful. Consider these two sentences, which say the same thing: 

 

1. Toyota sold nine million vehicles last year. 

2. Nine million vehicles were sold by Toyota last year. 

Which is easier to understand? Which is more immediate? Which is more powerful? #1 is 

active and #2 is passive. 

Signposting 

When you drive on the roads, you know where you are on those roads. Each 

road has a name or number. Each town has a name. And each house has a 

number. If you are at house #100, you can go back to #50 or forward to 

#150. You can look at the signposts for directions. And you can look at your 

atlas for the structure of the roads in detail. In other words, it is easy to 

navigate the roads. You cannot get lost. But when you give a presentation, how can your 

audience know where they are? How can they know the structure of your presentation? How 



can they know what is coming next? They know because you tell them. Because you put up 

signposts for them, at the beginning and all along the route. This technique is called 

'signposting' (or 'signalling'). 

During your introduction, you should tell your audience what the structure of your presentation 

will be. You might say something like this: 

"I'll start by describing the current position in Europe. Then I'll move on to some of the 

achievements we've made in Asia. After that I'll consider the opportunities we see for further 

expansion in Africa. Lastly, I'll quickly recap before concluding with some recommendations." 

A member of the audience can now visualize your presentation like this: 

Introduction  Welcome 
 Explanation of structure (now) 

Body 
 Europe 
 Asia 
 Africa 

Conclusion  Summing up 
 Recommendations 

He will keep this image in his head during the presentation. He may even write it down. And 

throughout your presentation, you will put up signposts telling him which point you have 

reached and where you are going now.  

When you finish Europe and want to start Asia, you might say: 

 "That's all I have to say about Europe. Let's turn now to Asia." 

 

When you have finished Africa and want to sum up, you might say: 
 "Well, we've looked at the three continents Europe, Asia and Africa. I'd like to sum up 

now." 

 

And when you finish summing up and want to give your recommendations, you might say: 
 "What does all this mean for us? Well, firstly I recommend..." 

 

 

 

 
 

 

 

 
 

 

 

 
The table below lists useful expressions that you can use to signpost the various parts of your 

presentation. 



Signposting 

Function Language 

Introducing the subject 

 I'd like to start by... 

 Let's begin by... 

 First of all, I'll... 

 Starting with... 

 I'll begin by... 

Finishing one subject... 

 Well, I've told you about... 

 That's all I have to say about... 

 We've looked at... 

 So much for... 

...and starting another 

 Now we'll move on to... 

 Let me turn now to... 

 Next... 

 Turning to... 

 I'd like now to discuss... 

 Let's look now at... 

Analysing a point and giving 

recommendations 

 Where does that lead us? 

 Let's consider this in more detail... 

 What does this mean for ABC? 

 Translated into real terms... 

Giving an example 

 For example,... 

 A good example of this is... 

 As an illustration,... 

 To give you an example,... 

 To illustrate this point... 

Dealing with questions 

 We'll be examining this point in more detail later on... 

 I'd like to deal with this question later, if I may... 

 I'll come back to this question later in my talk... 

 Perhaps you'd like to raise this point at the end... 

 I won't comment on this now... 

Summarising and concluding 

 In conclusion,... 

 Right, let's sum up, shall we? 

 I'd like now to recap... 

 Let's summarise briefly what we've looked at... 

 Finally, let me remind you of some of the issues we've 

covered... 

 If I can just sum up the main points... 

Ordering 

 Firstly...secondly...thirdly...lastly... 

 First of all...then...next...after that...finally... 

 To start with...later...to finish up... 

 

 

 



5. The Presentation 

Most presentations are divided into 3 main parts (+ questions): 

1 INTRODUCTION 

(Questions) 2 BODY 

3 CONCLUSION 

  Questions 

As a general rule in communication, repetition is valuable. In presentations, there is a golden 

rule about repetition: 

1. Say what you are going to say... 

2. say it... 

3. then say what you have just said. 

In other words, use the three parts of your presentation to reinforce your message. In the 

introduction, you tell your audience what your message is going to be. In the body, you tell 

your audience your real message. In the conclusion, you summarize what your message was. 

We will now consider each of these parts in more detail. 

Introduction 

The introduction is a very important - perhaps the most important - part of your presentation. 

This is the first impression that your audience have of you. You should concentrate on getting 

your introduction right. You should use the introduction to: 

1. welcome your audience 

2. introduce your subject 

3. outline the structure of your presentation 

4. give instructions about questions 

The following table shows examples of language for each of these functions. You may need to 

modify the language as appropriate. 



 

Function 
Possible language 

1. Welcoming your audience 
 Good morning, ladies and gentlemen 
 Good morning, gentlemen 
 Good afternoon, ladies and gentleman 
 Good afternoon, everybody 

2. Introducing your subject  I am going to talk today about... 
 The purpose of my presentation is to introduce our new range of... 

3. Outlining your structure 

 To start with I'll describe the progress made this year. Then I'll 
mention some of the problems we've encountered and how we 
overcame them. After that I'll consider the possibilities for further 
growth next year. Finally, I'll summarize my presentation (before 
concluding with some recommendations). 

4. Giving instructions about 
questions 

 Do feel free to interrupt me if you have any questions. 
 I'll try to answer all of your questions after the presentation. 
 I plan to keep some time for questions after the presentation. 

Body 

The body is the 'real' presentation. If the introduction was well prepared and delivered, you 

will now be 'in control'. You will be relaxed and confident. 

The body should be well structured, divided up logically, with plenty of carefully spaced 

visuals. 

Remember these key points while delivering the body of your presentation: 

 do not hurry 

 be enthusiastic 
 give time on visuals 

 maintain eye contact 

 modulate your voice 

 look friendly 
 keep to your structure 

 use your notes 

 signpost throughout 

 remain polite when dealing with difficult questions 

Conclusion 

Use the conclusion to: 

1. Sum up 

2. (Give recommendations if appropriate) 

3. Thank your audience 

4. Invite questions 

The following table shows examples of language for each of these functions. You may need to 

modify the language as appropriate. 



Function Possible language 

1. Summing up 

 To conclude,... 
 In conclusion,... 
 Now, to sum up... 
 So let me summarise/recap what I've said. 
 Finally, may I remind you of some of the main points we've 

considered. 

2. Giving recommendations  In conclusion, my recommendations are... 
 I therefore suggest/propose/recommend the following strategy. 

3. Thanking your audience  Many thanks for your attention. 
 May I thank you all for being such an attentive audience. 

4. Inviting questions 

 Now I'll try to answer any questions you may have. 
 Can I answer any questions? 
 Are there any questions? 
 Do you have any questions? 
 Are there any final questions? 

Questions 

Questions are a good opportunity for you to interact with your audience. It may be helpful for 

you to try to predict what questions will be asked so that you can prepare your response in 

advance. You may wish to accept questions at any time during your presentation, or to keep a 

time for questions after your presentation. Normally, it's your decision, and you should make it 

clear during the introduction. Be polite with all questioners, even if they ask difficult questions. 

They are showing interest in what you have to say and they deserve attention. Sometimes you 

can reformulate a question. Or answer the question with another question. Or even ask for 

comment from the rest of the audience. 

6. Presentation Review 

In this lesson, you have learned: 

 to allow plenty of time for preparation 

 to ask the all-important question-words, why? who? where? when? how? and what? 

 to structure your presentation into introduction, body, conclusion and questions 

 to write notes based on keywords 

 to rehearse your presentation several times and modify it as necessary 

 to select the right equipment for the job 

 to use equipment effectively 

 to make use of clear, powerful visual aids that do not overload your audience 

 to use clear, simple language, avoiding jargon 

 to use active verbs and concrete facts 

 to explain the structure of your presentation at the beginning so that your listeners 

know what to expect 

 to link each section of your presentation 



 to signpost your presentation from beginning to end so that your listeners know where 

they are 

 to say what you are going to say, say it, and say what you have just said 

 to overcome your nerves 

 to establish audience rapport 

 to be aware of your body language 

 to understand cultural differences 

 to control the quality of your voice 

 to maintain interest by varying the speed, volume and pitch of your voice 

 to deal with listeners' questions politely 

 to respond to your audience positively 



PART  III  :  More Detail to do for a Presentation 

Planning Your Presentation 

Preparing a presentation can be an overwhelming experience if you allow it to be one. The 
strategies and steps below are provided to help you break down what you might view as a 

large job into smaller, more manageable tasks. 

Step 1: Analyze your audience 

The first step in preparing a presentation is to learn more about the audience to whom you'll 
be speaking. It's a good idea to obtain some information on the backgrounds, values, and 

interests of your audience so that you understand what the audience members might expect 

from your presentation. 

Step 2: Select a topic 

Next, if possible select a topic that is of interest to the audience and to you. It will be much 

easier to deliver a presentation that the audience finds relevant, and more enjoyable to 

research a topic that is of interest to you. 

Step 3: Define the objective of the presentation 

Once you have selected a topic, write the objective of the presentation in a single concise 

statement. The objective needs to specify exactly what you want your audience to learn from 

your presentation. Base the objective and the level of the content on the amount of time you 

have for the presentation and the background knowledge of the audience. Use this statement 

to help keep you focused as you research and develop the presentation. 

Preparing the Content of Your Presentation 

Step 4: Prepare the body of the presentation 

After defining the objective of your presentation, determine how much information you can 

present in the amount of time allowed. Also, use your knowledge about the audience to 
prepare a presentation with the right level of detail. You don't want to plan a presentation that 

is too basic or too advanced. 

The body of the presentation is where you present your ideas. To present your ideas 

convincingly, you will need to illustrate and support them. Strategies to help you do this 

include the following: 

 Present data and facts 

 Read quotes from experts 

 Relate personal experiences 

 Provide vivid descriptions 

And remember, as you plan the body of your presentation it's important to provide variety. 

Listeners may quickly become bored by lots of facts or they may tire of hearing story after 

story. 



Step 5: Prepare the introduction and conclusion 

Once you've prepared the body of the presentation, decide how you will begin and end the 
talk. Make sure the introduction captures the attention of your audience and the conclusion 

summarizes and reiterates your important points. In other words, "Tell them what you're going 

to tell them. Tell them. Then, tell them what you told them." 

During the opening of your presentation, it's important to attract the audience's attention and 
build their interest. If you don't, listeners will turn their attention elsewhere and you'll have a 

difficult time getting it back. Strategies that you can use include the following: 

 Make the introduction relevant to the listeners' goals, values, and needs 

 Ask questions to stimulate thinking 
 Share a personal experience 

 Begin with a joke or humorous story 

 Project a cartoon or colorful visual 

 Make a stimulating or inspirational statement 

 Give a unique demonstration 

During the opening you want to clearly present your topic and the purpose of your 

presentation. Clearly articulating the topic and purpose will help the listeners focus on and 

easily follow your main ideas. 

During the conclusion of your presentation, reinforce the main ideas you communicated. 
Remember that listeners won't remember your entire presentation, only the main ideas. By 

reinforcing and reviewing the main ideas, you help the audience remember them. 

Practicing and Delivering 

Step 6: Practice delivering the presentation 

Most people spend hours preparing a presentation but very little time practicing it. When you 

practice your presentation, you can reduce the number of times you utter words and phrases 

like, "um," "well," and "you know." These habits can easily diminish a speaker's credibility. You 

can also fine-tune your content to be sure you make your most important points in the time 

alloted. 

In addition to planning the content of your presentation, you need to give advanced thought to 

how you want to deliver it. Do you want to commit your presentation to memory, use cards to 

guide you, or read from a script? Or, you might want to use a combination of methods. To help 

you decide, read the advantages and disadvantages of the four delivery methods described 

below. 

 Speaking from Memory 

A distinct advantage of speaking from memory is your ability to speak to the audience without 
relying on notes or a script. This allows you the flexibility to move away from the podium and 

to maintain eye contact with the audience. However, speaking from memory has 

disadvantages, too. Presentations from memory often sound rehearsed and the possibility 

exists that you'll forget an important point, present information that's inaccurate, or 
completely lose your train of thought. If you decide to deliver your presentation from memory, 

have notes handy to jog your memory just in case! 



 Speaking from Notes 

 

Many people like to speak from notes. Typically these notes are either on cards or paper in 

outline form and contain key ideas and information. If you are using an electronic presentation 
tool, you may be able to include your notes in the presentation itself. The benefit of delivering 

a presentation from notes is that you sound natural rather than rehearsed and you can still 

maintain relatively good eye contact with the audience. The down side is that you might not 

express your key ideas and thoughts as well as you may have liked had you planned your 

exact words in advance. 

 Speaking from Text 

 

Speaking from text involves writing your speech out, word for word, then basically reading 

from the text. As with speaking from memory, an advantage of this method is that you plan, in 

advance, exactly what you're going to say and how you're going to say it. A disadvantage is 
that you might appear to the audience to be stiff or rehearsed. You will need to make frequent 

eye contact and speak with expression to maintain the audience's interest. 

Using a Combination of Methods 



You may find the best method to be a combination of all three. For instance, experts suggest 

you memorize the first and last ten minutes of your talk so that you can speak flawlessly and 
without notes. Notes may be suitable for segments of your presentation that you know very 

well, for example, relating a personal story. Finally, speaking from a text might be appropriate 

when you have quotes or other important points that you want to make sure you communicate 

accurately and completely. You can make a smooth segue to written text by saying something 
like: "I want to read this quote to you verbatim, to ensure that I don't distort the original 

intent." 

Being a Credible Speaker 

Have you heard someone speak whom you thought lacked credibility? Did you dismiss what he 
or she had to say because you thought it was probably not true? That's what typically happens 

when a speaker lacks credibility. While it's always important to be thought of as believable, it's 

especially important when you speak to a group of people, and vital if you plan to deliver a 

persuasive presentation. Without credibility, members of the audience may dismiss what you 
have to say as either unimportant or untrue. The guidelines that follow are provided to help 

you learn how to become a more believable speaker. 

Be accurate and exact with quotes, names, dates, and facts. 

If you want people to believe you, you have to earn their trust. That means getting the facts 

straight. Research the information you're going to present to make sure it's accurate and make 
sure you report it correctly. Practice pronouncing names correctly, and state dates, facts, and 

quotes accurately. Copy information that you think you might state incorrectly and read it from 

your notes if necessary. 

Provide support for your ideas. 

It's not enough just to make a statement, you need to back it up by providing factual 
information, quoting an expert, or speaking from experience. The point is, it's not enough to 

state your ideas, you need to be able to explain why you have those ideas.  

Dress in a professional manner. 

If you want to be taken seriously, then dress accordingly. Being the worst dressed person in 
the room just won't do. You don't need to have the most expensive clothes or the most current 

wardrobe, but do look well groomed. Like it or not, research has determined that people are 

influenced by the appearance of the speaker. 

Use visual aids that look professional. 

Visual aids can enhance your presentation if they are well designed and look professional. Be 

certain to use the visual aids when you practice your presentation. 

Know your material. 

Knowing the material will help you speak more quickly and fluidly. Research has shown that a 

speaker's credibility is enhanced by speaking more quickly and without hesitation (uh, well, 

you know) or qualifiers (sort of, kind of, I guess). People who speak faster are perceived to be 
more intelligent, more confident, and more effective than people who speak slower. Knowing 



your material will also help you reduce hesitations and qualifiers that might diminish 

credibility. 

Use language that's appropriate for the audience. 

Don't try to impress them by using words they don't understand. If your subject is new to 

audience members, be certain to explain jargon they might not comprehend. Also, be certain 

to use your best grammar. Slang can be appropriate for the right audience, but the use of 

incorrect grammar may be taken as a lack of knowledge on your part. 

Using Humor Effectively and Controlling Your Nervousness 

Integrating humor into your oral presentation helps enhance and maintain the audience's 

attention and interest. Here are some pointers for effectively incorporating humor into your 

presentation. 

 Beginning a presentation with a joke or humorous story is a great way to break the ice. 

It can help audience members relax, which will help you relax, too. 

 Using humor and stories in the body of the presentation is a great way to emphasize 

key points, and recapture the attention of the audience. 

 Use topic-related cartoons, drawings, or illustrations that can be projected for all to 

see. 

 Use humor that maintains your personal dignity as well as the dignity of audience 

members. Never use humor that would embarrass an audience member or damage his 

or her self-esteem. 

 Try out your stories or jokes on a couple friends and/or acquaintances to make sure 

they are humorous. Practice telling the stories or jokes before the presentation to 

improve your delivery. 

 Use humor that's acceptable to the group and not offensive. Avoid references to 

ethnicity, religion, politics, and gender. 

 Most humor is very culturally specific and in some cases regionally specific. Make sure 

you know who your audience is and what they find humorous before using any jokes. 

 Controlling Your Nervousness 

Most people are a little nervous when they speak in public. In fact, a little nervous energy can 

enhance a performance or presentation. It is important to control this nervous energy, 

however, so that it remains a positive motivating force rather than a debilitating one. 

 If you are well prepared you will be less nervious. Practice your oral presentation in 

advance and keep rehearsing it until you're satisfied. Then, when the time comes to 

deliver the presentation, you'll be confident in your ability to do well. 



 Prior to the presentation dedicate time to focus and clear your head of other thoughts. 

Run through the presentation in your head one final time and remind yourself of how 

well prepared you are. 

 Greet the people with whom you'll be speaking. This helps you create a rapport with the 

audience from the beginning and helps you recognize that the audience "isn't out to get 

you" — they want you to deliver a good presentation. 

 Take deep breaths and consciously relax your body from head to toe to reduce some of 

the physical symptoms of being nervous. 

 Make eye contact with members of the audience before you begin your presentation. If 

you've already established a rapport with them by greeting them, this will reestablish in 

your mind that the audience wants you to succeed. 

Delivering the Presentation 

How you say things may often appear to be more important than what you say. Have you 

listened to charismatic speakers who gain and maintain the attention of the audience? Have 

you also encountered speakers who quickly put an audience to sleep? Experienced presenters 
learn to communicate effectively by using voice, gestures, and visual aids while trying to 

establishing a comfortable environment for the audience. 

Voice 

Using your voice effectively can have a great impact on your delivery. The best speaking voice 
is conversational, natural, and enthusiastic. Use the following guidelines to develop an 

effective speaking voice: 

 Alter the pitch (high and low) of your voice to prevent yourself from sounding 

monotone. Don't alter the pitch too much, however, because this may make you sound 

unnatural. 

 Speak loudly enough to be heard by everyone in the room, but vary the volume of your 

voice to maintain interest and emphasize key points. 

 Stress certain words as another way to add emphasis. Typically when you stress a 

word, the pitch and the volume increase. 

 Alter the rate at which you speak to maintain interest and add emphasis. Speak faster 

to show excitement and/or build suspense. Speak slower to show the importance of an 

idea. Pause after important ideas to allow the audience time to grasp them. 

Gestures 

Speakers often communicate with their audience either intentionally or unintentionally using 

gestures and other physical behaviors. Use the guidelines below to help use gestures to your 

benefit: 

 Maintain eye contact with members of the audience to keep their attention level high. 
Eye contact signals that you care about the audience and you are attuned to their 



needs. Also use eye contact to detect confusion or boredom so that you can then 

modify your approach. 

 Use positive facial expressions such as smiles, expressive eyes, and looks of empathy 

and encouragement to communicate feelings and emotions. 

 Stand naturally with your feet spread slightly apart and arms relaxed at your sides. 

 Minimize gestures like pacing back and forth, rocking back and forth, playing with coins 
in your pocket, wringing your hands, and other types of fidgeting. These gestures not 

only signal that you are nervous, but they are distracting to the listener as well. 

 Use quick and energetic movements of your hands and arms to add expression to your 

talk. Maintain the attention of the audience by making your movements unpredictable. 

Visual Aids in Presentation 

Visual aids can help you emphasize main ideas, illustrate a concept, or stimulate the interest of 

your listeners. Examples of visual aids include posters, overheads, flip charts, photographs, 

computer-generated slides, and three-dimensional effects. 

 Use visual aids to emphasize important points and add interest to your presentation — 

don't put every word of your entire presentation on them. 

 Select the appropriate visual aid for the environment. It may be possible to pass visuals 

around to a small audience but in large groups you'll need to project them. 

 Give the visuals a consistent appearance including color and spacing. Start the text at 

the same place on each visual. 

 Try to observe the seven by seven rule: on an overhead slide have no more than seven 

lines and seven words per line. Similar rules would also pertain to flip charts, 

PowerPoint and other computer generated slides, and posters. 

 Use a simple typeface or font. Don't use more than two different typefaces, if possible. 

 Make sure the text is large enough for people in the back of the room to read. Letters 

on a flipchart should be at least 3 inches in height. For a projected overhead or slide, 

fonts between 20 and 48 points are customary. 

 Don't show visuals that conflict with what you're saying — this includes displaying them 

once you've moved beyond their content. 

 Don't read the text that's on the visual, but do paraphrase and add to it. 

Establishing a Comfortable Environment 

While you won't always have control over the environment when you do a presentation, there 
may be ways you can modify the environment so that it is both comfortable for you and the 

audience members. The guidelines that follow are intended to help you become aware of 

environmental factors that can affect the delivery of your presentation. 



 Make sure the lighting is adequate. 

 Locate the temperature controls and regulate the temperature if necessary. If it is too 
warm or too cold, audience members will focus on their discomfort rather than on your 

presentation. 

 Conduct a test of any audiovisual equipment to ensure it's in working order. Have a 

backup plan in place just in case — whatever can go wrong, will go wrong at the worst 

possible time. 

 Clean off any white boards or chalk boards that might distract the audience. 

 Make adjustments to the setup of the room to ensure everyone in the audience will be 

able to see you. Make sure that everyone can see the visuals you plan to use. 

 If possible, practice your talk in the setting where you are scheduled to speak. This will 

not only help you determine what other factors you might have to overcome, but also 

make you feel more comfortable. If practicing in the room isn't possible, try to visit it 

prior to your presentation so you know what to expect. 

 When possible, greet members of the audience as they come into the room. Not only 

will this make them feel welcome and at ease, but it may also help reduce your 

nervousness. 

 Try to eliminate barriers between you and the audience. These kinds of barriers include 

lecterns, tables, or audiovisual equipment. Physical barriers communicate that you're 

trying to maintain your distance from the audience. 



Summary 
Suggested Criteria for an Excellent Presentation 

By taking the checklist below and turning it into a matrix, you will have a useful tool for 

evaluating your oral presentation. You can provide this checklist to other's listening to you in 

any practice sessions to obtain feedback on your presentation.  

1. The presentation was relevant to the audience. 

2. The information presented was accurate and relevant. 

3. The information presented was at the right level of detail. 

4. The presentation was well organized and the ideas flowed logically. 

5. The presenter's introduction captured the interest of the audience. 

6. The presenter established the purpose of the presentation during the introduction. 

7. The presenter used evidence and examples to support his or her ideas. 

8. The presenter reinforced the main ideas at the conclusion of the presentation. 

9. The presenter carefully timed the presentation so that it "fit" into the time allowed. 

10. The presenter established a comfortable environment. 

11. The presenter showed evidence of being prepared by not overly relying on notes. 

12. The presenter's use of his or her voice was natural and effective. 

13. The presenter's hand and facial gestures were natural and effective. 

14. The presenter controlled nervousness so that it did not distract the audience. 

15. The presenter established eye contact with the audience. 

16. Any humor used in the presentation was effective and not offensive. 

17. The presenter's use of visual aids was appropriate for the setting. 

18. The presenter used visual aids primarily to emphasize key points. 

19. Visual aids were professional looking and followed text size/amount guidelines. 

20. The presenter effectively managed the use of visual aids by paraphrasing information 

presented on them and displaying them for an appropriate period of time. 

21. The presenter stayed within the given time limits for making the presentation. 

  



 Presentation Evaluation Matrix 

   Category 
Does Not Meet 

Expectations 

Meets 

Expectations 
Outstanding 

How to 

Improve 

Relevance 
Relevance of 

presentation to 
the audience 

Mixed several irrelevant 

points together 

Points were 

mostly relevant to 
the audience 

All points were 

relevant to the 
audience 

  

Content 

Information 
presented 

Used inaccurate 
irrelevant, or 

inappropriate level of 
information that might 

hinder communication 

Used accurate, 
relevant 

information 

Used varied 
information, of which 

all was accurate, 
relevant, and at the 

right level of detail 

  

Organization 

Overall 

organization of 
presentation 

Used unclear 

organization to present 
ideas. 

Presented ideas in 

a somewhat 
organized 

manner. 

Presented ideas in a 

polished, well 
organized manner 

  

Introduction Vague introduction. 

Didn't introduce topic 
well 

Introduced topic 

with one or two 
brief sentences 

Introduction captured 

audience interests 
and established the 

purpose of the 

presentation 

  

Body Lacked facts or used 
inappropriate facts and 

examples that didn't 

support main ideas. No 
logical sequence of 

information 

Presented with a 
logical sequence 

but not presented 

in a fluent 
manner 

Used evidence and 
examples to support 

main ideas in a fluent 

manner 

  

Conclusion No conclusion Vague conclusion Conclusion reinforced 
the main ideas in the 

presentation 

  

Time 

Management 
Strategy 

Effective use of 

time 

Didn't conclude 

presentation in assigned 
time or concluded 

earlier than the 

assigned time 

Kept to time limit 

and delivered in 
the assigned time 

Carefully timed so 

that it "fit" into the 
time allowed. Spent 

appropriate amount 

of time on topics, 
allowed time for 

questions, and 

answered questions 
effectively 

  

Environment The presenter didn't 

care about establishing 
a comfortable 

environment. 

The presenter had 

little control, but 
made as many 

adjustments as 

possible 

The presenter 

established a 
comfortable 

environment 

  

Presentation 

Controlling 
nervousness 

Presenter's nervousness 
distracted the audience 

Presenter's 
nervousness was 

apparent only 

occasionally 

The presenter 
controlled 

nervousness so that it 

did not distract the 
audience 

  

Practice 

Mastery of the 

subject 

Read from notes most 

of the time. Searched 

for words frequently 
with long periods of 

silence 

Spoke with 

occasional 

hesitations 
without overly 

relying on notes 

The presenter showed 

evidence of being 

prepared by not 
overly relying on 

notes, and spoke in a 
fluent and 

spontaneous way 

  

Delivery 

Verbal Could not be 

understood because of 
inappropriate rate, 

volume, or articulation 

Could be 

understood, but 
the presenters 

voice did not 

The presenter's use of 

his or her voice was 
natural and 

effectively enhanced 

  



effectively 
enhance the 

presentation 

the presentation 

Non-verbal 

Expression 

Did not exhibit poise or 

used ineffective or 
distractive hand or 

facial gestures 

Used positive 

hand and facial 
gestures 

The presenter was 

poised and hand and 
facial gestures were 

natural and 
effectively enhanced 

presentation 

  

Eye contact Established no/indistinct 

eye contact 

Established eye 

contact with the 
audience 

Established direct, 

consistent eye 
contact with the 

audience 

  

Effective use of 

humor 

No humor was used No humor was 

tried or humor 
was used in an 

intrusive way 

Any humor used in 

the presentation was 
effective and not 

offensive 

  

Visual Aids 

Use of visual 

aids 

Included no graphics or 

pictures or used 
irrelevant and 

distracting visual aids 

Included graphics 

and pictures that 
were relevant to 

the topic 

Used good quality 

visual aids that were 
appropriate for the 

setting 

  

Visual aids 

design 

Included no graphics or 

pictures or used 
distracting/ poor 

looking visual aids 

Graphics and 

pictures were 
visible to all 

Visual aids were 

professional looking, 
and followed text 

size/amount 
guidelines. Graphics 

and pictures were 

attractive, creative 
and precise so as to 

enhance the 

presentation 

  

Effective 
management 

of visual aids 

Included no graphics or 
pictures or the use of 

visual aids was 
distracting 

Used some kind 
of visual aids to 

facilitate the 
presentation 

The presenter 
effectively managed 

the use of visual aids 
to enhance the effect 

of the presentation 

  

Overall 

Overall 

impression 

Very boring, unpleasant 

to listen to, very poor 
presentation 

Somewhat 

interesting. Could 
make some 

improvements 

Very interesting, 

pleasant to listen to, 
very good 

presentation 

  

 



Activity 1: Presentations Review Quiz 

 Take the quiz below to evaluate what you have learned. 
1. The purpose of an informative presentation is to promote understanding of an idea or to 

convey information. 

 True 

 False 
 

2. A persuasive presentation is often used to provide people with information about a concept 

or idea that is new. 

True 

 False 

 

3. An informative presentation tries to get the audience to take specific and appropriate action 

on a topic. 

 True 

 False 

 

4. The goal of a persuasive presentation is to influence a change in the belief, attitude or 
behavior of another person when that person has some degree of free choice. 

 True 

 False 

 
5. A credible speaker is accurate and exact with quotes, names, dates, and facts. 

 True 

 False 

 

6. It is enough to just make a statement. You don't need to back it up with factual information. 

 True 

 False 

 

7. Knowing your material will help you to speak more quickly and fluidly. 

 True 

 False 

 

8. Before your presentation, you should conduct a test of any audiovisual equipment you plan 
to use to ensure it's in working order. 

 True 

 False 

 
9. If possible, practice your talk in the setting where you are scheduled to present. 

 True 

 False 

Instructor's Guide 



Quizzes, Reflective Questions, and Activities 

The following assignment is embedded in the Oral Presentation tutorial: 

Activity 1: Review Quiz 

 Relationship to Other iStudy Tutorials 

If instructors are planning on using several iStudy tutorials, the Academic Integrity and Source 

Evaluation tutorials may be useful. 

Suggested In-class Methods of Presentation 
Optional Lecture 

The instructor may want to cover the information from the iStudy tutorial in a traditional 

lecture format. This information is summarized in the Key Points section listed below. 

Group Activity 

Place the students into small (3-5 person) groups. Assign each group one of the following 

topics: 

 Types of Presentations 

 Steps in Preparing a Presentation 

 The Structure of the Report 
 Methods of Delivery 

 Being a Credible Speaker 

 Using Humor Effectively 

 Establishing a Comfortable Environment 
 Controlling Nervousness 

 Delivering the Presentation 

 Visual Aids in Presentation 

Each group must use the iStudy tutorial as the source of information to gather data for putting 

together a short oral report on their topic. 

Each group member must orally present at least a portion of their group's topic. The instructor 

may (optionally) use the Suggested Criteria for an Oral Presentation (listed below) as a means 

of scoring each group. 

Individual Activity 

Assign each student the task of preparing and delivering a short oral report. The instructor 

should use the Suggested Criteria for an Oral Presentation (listed below) as a means of scoring 

each individual. 

 

 
Key Points 



Types of Presentations 

 Informative 

 Persuasive 

Steps in Preparing a Presentation 

 Step 1: Analyze your audience. 

 Step 2: Select a topic. 

 Step 3: Define the objective of the presentation. 
 Step 4: Prepare the body of the presentation. 

 Step 5: Prepare the introduction and conclusion 

 Step 6: Practice delivering the presentation. 

Being a Credible Speaker 

 Be accurate and exact with quotes, names, dates, and facts. 

 Provide support for your ideas. 

 Dress in a professional manner. 

 Use visual aids that look professional. 
 Know your material. 

 Use language that's appropriate for the audience members. 

 Use Humor Effectively 

 Never embarrass anyone. 

 Use humor that is acceptable to the group. Most humor is culture specific. 

 Controlling Nervousness 

 Be prepared. 

 Rehearse just prior to the speech. 

 Greet people. Make eye contact with them before your speech. 

 Take deep breaths and try to relax your body. 

Visual Aids in Presentations 

 Use visual aids to emphasize important points only. 

 Give the visuals a consistent appearance. 
 Select the appropriate visual aid for the environment. 

 Try to observe the 7 by 7 rule. 

 Make sure the text is large enough for people in the back of the room to read. 

 Use a simple type face for visuals. 
 Don't show visuals that conflict with what you're saying. 

 Don't read the text that's on the visual but paraphrase and add to it. 



Establish a Comfortable Environment 

 Make sure lighting, heat, and sound is good. 
 Make sure all equipment is available and is working properly. 

 Adjust the seating arrangements as needed. 

Suggested Criteria for an Excellent Presentation 

1. Did the speaker make the presentation relevant to the audience? 

2. Was the information presented by the speaker accurate and relevant? 

3. Was the information presented by the speaker to the right level of content? 

4. Was the presentation well organized, and did the ideas flow logically? 

5. Did the speaker's introduction capture the audience's interest? 

6. Did the presenter establish the purpose of the presentation during the introduction? 

7. Did the speaker use evidence and examples to support his or her ideas? 

8. Did the speaker reinforce main ideas during the conclusion of the presentation? 

9. Did the presentation carefully time the presentation so that it "fit" into the time 

allowed? 

10. Did the presenter establish a comfortable environment? This includes adjusting lights, 

cleaning of white or chalk boards, and arranging chairs. 

11. Did the presenter show evidence of being prepared by not relying too much on notes to 

deliver the presentation. 

12. Was the presenter's use of his or her voice natural and effective in maintaining the 

audience's attention? 

13. Were the presenter's hand and facial gestures natural and effective in maintaining the 

audience's attention? 

14. Was the presenter able to control nervousness to the point that it did not distract the 

audience? 

15. Did the speaker establish eye contact with the audience? 

16. Was humor on the part of the presenter effective and not offensive? 

17. Was the presenter's use of visual aids appropriate for the setting? 

18. Did the presenter use visual aids primarily to emphasize key points? 

19. Were visual aids professional looking and were guidelines regarding text size and 

amount followed? 

20. Did the presenter effectively manage the use of visual aids by paraphrasing information 

presented on them and displaying them for the correct period of time? 



 Assessment Criteria 

Through observing both the group's and the individual's activity, the instructor may assess student 

performance. Assessment criteria are as follows (instructors supply the percentage weights): 

 Assessment Criteria 

Where Domain Activities % 

iStudy 
Tutorial 

Knowledge 

By listing and giving examples, the student can identify: 

1. two different types of oral presentation, 

2. three main parts of report 

3. behaviors of a credible speaker, and 

4. elements of a comfortable environment. 

  

iStudy 

Tutorial 
Application 

By giving examples and/or reasons why they are 

important, the student can distinguish: 

1. four methods of delivery, and 

2. six steps of preparing a presentation.  

  

iStudy 
Tutorial 

Application & 
Synthesis 

The student can make a successful oral presentation under 
the suggested criteria provided in this tutorial. 

  

      100% 
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