Oral Project Presentation

Making a good oral presentation is an art that involves attention to the needs of your audience, careful planning, and attention to delivery. These pages explain some of the basics of effective oral presentation. 

The audience

Some basic questions to ask about an audience are: 

1. Who will I be speaking to? 

2. What do they know about my topic already? 

3. What will they want to know about my topic? 

4. What do I want them to know by the end of my talk? 

By basing the content and style of your presentation on your answers to these questions, you can make sure that you are in tune with your audience. What you want to say about your topic may be much less important than what your audience wants to hear about it.

Planning your presentation


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 or easily absorb long arguments. A presentation can easily be ruined if the content is too difficult for the audience to follow or if the structure is too complicated.

As a general rule, expect to cover much less content than you would in a written report. Make difficult points easier to understand by preparing the listener for them, using plenty of examples and going back over them later. 

Give your presentation a simple and logical structure. Include an introduction in which you outline the points you intend to cover and a conclusion in which you go over the main points of your talk.

Delivering your presentation


People vary in their ability to speak confidently in public, but everyone gets nervous and everyone can learn how to improve their presentation skills by applying a few simple techniques. 


The main points to pay attention to in delivery are the quality of your voice, your rapport with the audience, use of notes and use of visual aids.


Voice quality involves attention to volume, speed and fluency, clarity and pronunciation. The quality of your voice in a presentation will improve dramatically if you are able to practice beforehand in a room similar to the one you will be presenting in.


Rapport with the audience involves attention to eye contact, sensitivity to how the audience is responding to your talk and what you look like from the point of view of the audience. These can be improved by practicing in front of one or two friends or video-taping your rehearsal.


Good speakers vary a great deal in their use of notes. Some do not use notes at all and some write out their talk in great detail. If you are not an experienced speaker it is not a good idea to speak without notes because you will soon lose your thread. You should also avoid reading a prepared text aloud or memorizing your speech as this will be boring.  The trick in using notes is to avoid shifting your attention from the audience for too long.
Content

It is likely that you already have a topic and you know what you want to say about it. This is the content of your presentation. You may already have the content of your presentation in written form: for example in a written report. Whether your content is already written down or you are beginning from scratch, you may need to cut it down for your presentation. Why? 

· You will need to fit your content within the time limit. Think carefully about how much information you can reasonably present in the time allowed and select the most important point. 

· You will need to hold the interest and attention of your audience. Many people lose interest towards the end of presentations that contain too much information. Think carefully about the key points that you want to get across and build your presentation around them. 

· Some kinds of information, such as technical explanations and tables of figures, are difficult for listeners to absorb during a presentation. Think about summarizing this kind of information or referring the listeners to a document they can read after the presentation. 

· You will need to leave time for examples and illustrations of your points. Think carefully about how you will support and explain your key points. 

· You will need to leave time for an introduction, conclusion and questions or comments. During this time you are likely to be repeating points made in the main body of your talk. 

Three points to think about when preparing the content of a presentation: 

· What are your key points? 
· How will you support your key points with examples and illustrations? 

· How will you make it easy for your audience to follow your key points? 

Structure

Most presentations will consist of an introduction, the body of the talk and a conclusion. The introduction prepares the audience for what you will say in the body of the talk and the conclusion reminds them of your key points. Good presentations raise questions in the listeners' mind. Good speakers encourage questions both during and after the presentation and are prepared to answer them.

Introduction

A good introduction does four things: 

· Attracts and focuses the attention of the audience 

· Puts the speaker and audience at ease 

· Explains the purpose of the talk and what the speaker would like to achieve 

· Gives an overview of the key points of the talk 

It is often a good idea to begin a talk with a question, a short story, an interesting fact about your topic or an unusual visual aid. Many speakers follow this with an overhead transparency or a slide that shows the title, aim and outline of the talk.

Body

The body of a presentation must be presented in a logical order that is easy for the audience to follow and natural to your topic. Divide your content into sections and make sure that the audience knows where they are at any time during your talk. It is often a good idea to pause between main sections of your talk. You can ask for questions, sum up the point or explain what the next point will be. 
Examples, details and visual aids add interest to a presentation and help you get your message through. Here are some questions you can ask yourself about the examples you include: 

· Are they relevant to the experience of the audience? 

· Are they concrete? 

· Will the audience find them interesting? 

· Are they varied? 

· Are they memorable? 

Conclusion

A good conclusion does two things: 

· Reminds the audience of your key points 

· Reinforces your message 

Your conclusion should end the presentation on a positive note and make the audience feel that have used their time well listening to you.

Questions

Many speakers worry about questions from the audience. However, questions show that the audience is interested in what you have to say ad can make the talk more lively and interactive. You should be more worried if there are no questions at all! One way of handling questions is to point to questions you would like to discuss as you are talking. You can control questions better if you leave pauses during your talk and ask for questions. It is important not to let question and answer sessions during the talk go on too long, however. Answer briefly or say you will deal with the question at the end. Make sure you are ready to go on with your talk when questions have finished.
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HOMEWORK: ORAL PRESENTATION
How You Should Make Your Presentation
1- Prepare a 16-minute presentation to the class (4 min/person + 5 min. for questions).
2- Your presentation should look professional, prepared with a word processor or presentation package (e.g. PowerPoint).
3- You must have an introductory slide (Title of the presentation, Your Name), an outline (what is the content of the presentation), the body of the talk and conclusion.
What You Should Give to Your Classmates
1- Prepare a handout for each of your classmates that contain:

· General information about your topic (should not exceed a page)

· Definitions of at least 10 new scientific words in both English and Turkish.
What You Should Give to Me
1- The copy of your presentation in printed form.

2- The handout that you prepared for your classmates.

NOTE 1: You should submit these materials in a plastic cover or a folder.

