


In the JIndian context, it is a sad fact thz.l
Skills are often neglected in the aCadeI.TllC-C
on good standards for written English skills lcsl A
Unfortunately, an effective presentation dep

hing
contract. Everytiiny
It is obvious that one company bagged the jit's pricing. #s

op.
else being equal, ie., the quality of the /3/,D': P[l{/Oﬂ odid bave
features etc. of both the companies, the compe:

indeed be stiff. ny whiclh was
company
What finally worked out favourably lor mfhal went Into thelr

selected was, the thorough preparation
Presentation.

ve presentations
The cutting edge is the ability to make ctive p

Oral Communication Skills of the presenteD 2,4

5 Whatis an Oral Presentation?

y i a demonstration,
Oral Presentation usually takes place In a_Se"m‘mlk’ iven to a group
or a lecture hall. An Oral Presentation is a talk g B e s
in which you present your ViEWws on AntigstEtls tOP1S

on facts and on your research.

You will need to prepare for your Oral Presentation in much

the same way as you would for a Written Assignment.
This would involve;

Needless to say,
.+ Which won the ¢

Understanding your objectives clearly.

Understanding your audience and their needs.
Understanding the chosen topic well.

Developing your point of view, in relation to the topic.

Convincing your audience that the point of view presented

by you is well supported by facts. |
The presentation style that will be used.

Choice of less formal language, which makes it easier to listen

to and understand.
Effective use of visuals.
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urriculum, emphasis

however, prominent.
ds a lot on the

in the above-mentioned Case study, the company
ontract would have worked in great details with
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to the preparation fo i
r their P : : y ’
the above-mentioned points. iesenmtion) keepik Rutc

all
The general format o i
f your presentation should be as follows:

[ntroduction—which will s
1 " 4 ill be the initial :
your point of view, your objective etc statement presenting

Main Body—will compri

3. 4 2 prise of all the ar :

- . guments and

you will present in support of your point of views or ob?e,::tlg::se

3. Conclusion—-during this part you will i
. : recapitulat
give a summary of all the points of view expressrzadub; ;me:nii

favour of your objective wi :
3 with an a :
audience. im to convince your

]

[n an Qral Presentation there are three stages to be followed
1. Before the Oral Presentation. ‘
2. During the Oral Presentation.

3. After the Oral Presentation.

] stage: Before the Oral Presentation
(l;repare and Practise
\———‘

In the I stage of the presentation, preparation plays a very vital
role. The success of your presentation depends on your preparation,
something like the ‘proof of the pudding is in the eating’!

Preparation takes place at two levels. ) 5

( Pr'e%;ration at Level |

Take great care in your preparation by following the under-
mentioned steps:

e Think about your purpose.
« Think about the audience and their background knowledge
. to help you choose the content and style of delivery.
° Estimate the zime available for your presentation, 1o help
you'decide the content matter.
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i ,
Collect all the relevant information pertaining to the conteny -

and arrange them in a sequential manner.
Decide on the main poines; select on the suitable examples,
Decide on the non-verbal communication that you will be =
utilizing by way of charts, graphs, pictures etc.
« Choose the key words to drive home the point.

Preparation at Level Il
A.e Prepare a hand written draft of the notes which you will
use in the presentation.
e Go through the draft thoroughly, modify itf
e Use key words and phrases; write them in bold,
so that it will be a quick reference for you to move ahead.
e« Now, as the notes are almost final, take a print out with
double spacing between the points, as this will give 'you a
chance to write few points in between as you go along.
Time the presentation.
e Make a set of cue cards in logical sequence.
B. e« If you are going to use power point or slides, use only

kev words and phrases, do not clutter the screen with too

many information.
Use size 16 font as the minimum.
i\
Use clean font styles such as Arial, Times New Roman,

Palatino etc. A
If you are using an OHP, number all the transparancies.

Ensure that all the tables, graphs are Simple and Clear.

Practice makes man perfect 1_T>>/

A

Practice e
» Practice your presentation in front of a mirror or group
of friends.
» Check on your non-verbal cues, i.e. your facial

expressions and gestures, are appropriate.




A

Check your posture.

Check your mannerisms
» Check that you maintai
Intain eye i i
. or the reflection in your rrsiirr(:)?'nmct s
Check on the voice quality;
b

vl the tone, the pi
etc. This is i » the pitch, the rhythm
fre alwmiljan?omm bec-ause,you will be able toyhold
Pt voice. I your audience merely by the power of
CE; you are literally centre stage!

B. » Anticipate the questions thar s

Nnat cSoai
your Presentation . d be asked based on

v

Prepare the appropriate Respones.

Y

Pre 5 : :

4 ,pa‘re mentally for any modifications in your responses.
rz'lcusc_e your presentation keeping all the above-mentioned

pomts in mind, As many times as you can.

This way, you will lose your nervousness and gain confidence.

On the day of the Presentation
Arrive early to the venue to oversee the following preparation is
to your satisfaction.

i. Ensure that the hall/room is clean. The seating arrangement
is as planned. ,
ii.  Ensure that the PA System is working; that there is provision
for a cordless mike as well as a collar mike.

Ensure that the overheads are clearly focused on the screen.
Check on your standing position, it should not obstruct
the view of the audience, of the screen.
( I Slg;: During the Oral Presentation
/(All your preparation will reap fruits, so be confident and go ahead)
e Greet the audience.

iii.

iv.

e Look relaxed. (even if you feel you are a mass of jelly!)

« Wait for the audience to settle down a bit, till they focus their
attention on you, before you commence.
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* Briefly state the topic/s you will lb° ;
Use your visual aids apprOP'i‘;;:: .eye contact Wlut:" aTtT:(JSt of
: i o entj
Look at the audience and e;‘;: ekator focusmisn t)::rcst " ':J;]on
the people. Never mt?\];; tht;e others will I?S: B et yoz::
;:uol?zeat:e:;;l t::ll;! vou’would jose the ba
have begun! '
e At all points of time, face the
! : with right amoy
el voice power. Use it eﬂbc?wely t of your audiencg ;
e Draw on your PS¢ ' sustain the interes .
of inflections and variations, entation i-e. Introductioy,
« Follow the Main Three Stages of Pres |
Main Body and Conclusion.

i i ively.
e Summarize your main points effect ftye .
Give your handouts either pefore or a ’

i * attention.
so that you do not lose your audiences -

=

dience never turn your bacj
au /

lil stage: After the Oral Presentation

it is time to reflect and time to improve ‘
Unlearning and re-learning is a continuous process in our human
life! : .

A feedback about our presentation gives us an opportunity to
know about the positive aspects, as well as the areas which need
improvement.

Pebbles of opportunity are laid immensely before us

After the presentation, you can distribute the feedback form
| ongst the audience; as the feedback is not signed, the review
- Will be very frank. Reflect upon the feedback; view it very critically;
identify the areas for improvement; work on it and you will see
that each presentation of yours will take you a step ahead in your

pursuit for excellence, for don’t we all know, that it is only survival
of the fittest that still works! “ ) v
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suffer froma podium or rostrum
m what 1is popularly

- not? Everyone suffers fro ‘
that is all; if anyon€e

s N

wel «Srage Fright'. It varies in degrees

p,owﬂ t\rsi,ocs‘> not suffer from it, well then he must be an old hand
a ig nerves very well.

rid of this stage fea

r? This anxiety

tjon; first of all, I wonder if there is anyone at a
that she enjoys examination!! So, we realize that examinations

q feared zone. .
i t—we do not fear all exams with the

ty- Why?

you will note that the subjects i ich
to prepare well, in all topics without SKIppIng any of them.,

fear quotient is less. _ . i
However, if you have done ‘selective study’, omitung many
topics, the fear always lurks as 1O what if all questions are asked
from the topics you have omitted? It is then, when you enter the

examination hall with fear.

So, what is the conclusion
That—when you are well prep

words, your stat€ of fear is direc

preparation!
Well, that is the key: Preparation; put apart from that, if we
follow some basic techniques, it should help us in making an

gffective presentation. a

e« Accept the fact that, feeling nervous is not a negative sign.

the audience also understands youl nervous state; if your
content is good, the audience 18 generally forgiving.

« Learn to relax; do some breathing exercises to calm you down

before the presentation.

n which you have taken pains

game intensi
your

one draws from the above?
ared, your fears are less, in other
tly proportional to your state of

P ats]



* Go with a confident note and step; after A e T
cards to fall back upon.

* Start off your presentation in your com
seek feedback from your friends and €los€
On your grey areas. : . |

e If your introduction is good, half the pattle is won; add a bit
of humour and at all costs, avoid monotony. e

e Pay attention to details, the room, the podium, mikes,
the visual aids. :

e« Be punctual. Even if the audience walk in slowly, youf ?;srt:ir;cll:tnei
on the stage, welcoming them. Give an allowance O 0 e
from the time given for commencement of the pr 43 n;
but after that, you commence with your presentation, with an
air of ‘I mean business’.

e Ensure that your conclusion is impressive, it is like the taste
of the dessert! People often leave the dining hall after a sumptuous
meal with the dessert leaving a sweet and contented aftermath
raste! So should your conclusion be, leaving a sweet taste
with your audience where they can savour your presentation.

e Let every person go out of the auditorium feeling that he has
gained something out of your presentation.

C/F;l,ndamental steps for an effective presentation
(0 . Design a plan for the specific audience.

II. Develop a flexible form.
III. Prepare an iateresting presentation paticri.
IV. Follow the presentation with a question and answer sessioj

fort zone. Constantly
relatives and work

I. Design a plan for the specific audience

e Understand the purpose of your presentation. (Why?)
Is it for providing information/motivation/teaching?

e Understand the audience. {(Who?)
Understand the expectation and requirement (What?
of the audience should be the

content?)
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¢ Understand the suitable timing for it (Hreri 7,

R 4
11 eall

¢ Understand the suitable venue for it. (praen?,
o Understand the execution of the plan. (a7,

‘f?-'l. Develop a flexible form

- Having formulated a plan, now it is time 1o give it z Form
Ymmayhavcagoodmdmbmyoushouldbczbkm%{f’w
Midcaandbcablcwwnveyuwmhcmandﬂnmwﬁm

- Begin by:
e Make an outline of your presentation; z kind of route mzp.
o While deciding on the content mater, iry 1o look 2t things from
the audiences’ perspective like-
a. Why should the audience pay atention 1o your tzlk”? Whae
is their motivation here?
b. What is in it for me here atitude? Your presemation should
be informative?
- €. What is the significance of the wpic? What is your lme of
persuasion here?
d. What is your expectation from the zudience? (You fzwe 2
purpose)
® Decideond:euseofvi.malaids.

m paring an interesting presentation patern
r presentation pattern should include:
A good content matter.
Effective use of visual aids.
Excellent Communication Skills.
Effective use of Non-Verbal cues (Gestures, Posturs Facial
Expression and Voice).

B merpmtanmstykwmchshmﬁmgw Cocfidence
Pmscaderedxb:my

G mmmmlymhaahuﬁumm
it ﬁ
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o Understand the suitable timing for it.

. (When?
e Understand the suitable venue for it, (Where?;
e Understand the execution of the plan. (How?)

Il. Develop a flexible form

Having formulated a
You may have a go
that idea and be able
Begin by:

plap. now it is time to give it a Form.
od idea but' you should be able to express
to convey it to others and share with them.

e Make an outline of your presentation; a kind of route map.

e While d;ciding on the content matter, try to look at things from
the audiences’ perspective like--

a. Why should the audience pay attention to your talk? What
1s their motivation here?

b. What is in it for me here attitude? Your presentation should
be informative?

- €. What is the significance of the topic? What is your line of
persuasion here?

d. What is your expectation from the audience? (You have a
purpose)
e Decide on the use of visual aids.

élll. PDparlng an interesting presentation patern
g

r presentation pattern should include:
e A good content matter.
e Effective use of visual aids.
e Excellent Communication Skills.
&

Effective use of Non-Verbal cues (Gestures, Posture, Facial
Expression and Voice).

e Your presentation style which should reflect your Confidence,
Poise and Credibility.

e Building a rapport with the audience.
Intention to not only attract but also retain the audience interest.
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A

_ A question and answer session helps you:

2

sition yourself; I“,

| oing to pos ressions

; how you are 2 , facial expressiong i

¢ A menltal pu;lt]ure olf our posture, gestures e time enthusiastic,
. 0t s Lol

- St

* A strategy to look namr:lp - ;
: d answe en

IV. Follow the presentation with a qlestion an ‘

e To build a bridge, to reach out to the audxel:lce. g3 UYOM
It provides you with an immediate fe?dbac .

It helps you to clarify your point of .v1ew.
It makes your session more interesting.

| |
If you are convincing, you make yoursglf more marketable!

: ¥ Exercise @
Answer the followin

9 Questions.

What are the important features of presentations?
hat can make th

€ presentations effective?
Discuss the features of Oral Presentation. :
Describe the two levels of Preparation to be done before Org|
Presentation. ‘
hat are to

o AwN=



