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Presentations play an important role in both your education and career at all levels. Presentations 
include the integration of all skills -- reading, writing, listening, speaking, and research -- to make oral 
and visual communication serve an aim. In education, the aim can be to give new or cumulative 
information, and in the business world, to introduce new products or services and/ or revamp existing 
ones.   
High-level presentation skills assist you to deliver a speech to inform, lead, and influence your audience 
in a confident, credible, and persuasive manner with effective language and expressive body language as 
well as audio-visual aids. 
The key questions are: What?  Why?  Whom?  Where?  When?  With which tools?  HOW?  
Presentations consist of three phases:  
••    Preparation/ Planning  
••    Exploitation/ Delivery/ Interaction  
••    RRoouunndd--uupp/ Feedback  
 

Preparation/ Planning Strategies  
Plan your presentation carefully. This will make your transfer of information more effective, so the 
audience can thoroughly grasp your message. Good preparation will also make you more confident 
when you are presenting information. 
 
Focusing on Objective, Content, and Organization of the Material to be Presented 
  
DDeecciiddiinngg  ffoorr  CCoonntteenntt  [Please attend the workshop for detailed information.]  
After brainstorming on a given or chosen topic, set your thesis. Decide how your thesis/ claim can be 
presented in the most relevant and appropriate manner to your audience and carry out research for 
collecting accurate data.  
Be selective! Don't forget, information to be presented has to be accurate, precise, and in an easy-to-
follow format. 
 
SSeettttiinngg  OObbjjeeccttiivveess  
Think about what you want to achieve. Are you aiming to inform or persuade your audience? 
 
OOrrggaanniizzaattiioonn  [Please attend the workshop for detailed information.]  
••    Presentations start with a brief introduction and end with a brief conclusion. Use the introduction to 

welcome your audience, introduce your topic, outline the structure of your talk, and pinpoint the 
questions you will raise. 

 
••  In the body of your presentation, support your topic/ claim with examples. 
 
••  In your conclusion, summarize the main points of your presentation, thank the audience for their 

attention, and invite questions. For closer involvement of the audience, you can invite questions at 
the end of the parts/ main sections of the body of your presentation or you can ask questions. 

 
To present the information in an organized manner the following steps are recommended:  
••    Doing research on a topic - Collecting information 
••    Outlining the presentation 
••    Wording the presentation  
••    Using cards for the speech, instead of A4 size paper 
••    Highlighting key words and using signs/ color-coding on the cards for different activities during the 

exploitation 
       Example:   Card 1                                            Card 2                                        Card 3 

                  

 
 
 
 
 
 
 
 

                                      # OHP 1 - Talk  
………………….….……..
………..…………………..
#  Video Extract 1- Talk 
……………………….…...
# OHP 2 - Talk 
………………….….…….
……..………………….….
#  Handout 1- Talk 
……………………………
# OHP 3 - Talk  
………………….….…
…………..…….……… 
#  Video Extract 2- Talk 
…………………    ….…  



  
Supporting the Main Points with Audio-Visual Aids, [PowerPoint] 
[Please attend the workshop for detailed information on choice of Audio -Visual Aids] 
 
What makes a presentation different from a speech is the use of audio-visuals and illustrations/ 
explanations/ demonstrations related to them. 
If you have a lot of complex information to explain, think about using some charts, diagrams, graphs on 
screen/ overhead projector. Using PowerPoint slides is an excellent way to present clear and precise 
information. Audio-visual aids can make a presentation more interesting and easier to understand with 
color, action, and sound; but make sure they serve a function and go parallel to your speech. Don't try to 
put too much information on each slide. Don't choose music, which is irrelevant for your content. 
The following can be used to support and enrich the power of the spoken word: 
••    Diagrams 
••    Charts/ Maps 
••    Statistics 
••    Pictures 
••    Posters/ Flashcards 
••    Film Extracts/ Music 
••    OObbjjeeccttss  ffoorr  ddeemmoonnssttrraattiioonn 
 
Considering the Physical Surroundings/ Technological Facilities  
Please attend the workshop for detailed information on facilities] 
To make effective presentations, your physical surroundings are extremely important. You have to 
check the following at least three days in advance to make the necessary changes:  
••    Room 
••    Lights 
••    Space for action 
••    Seating arrangements 
••    Apparatus 
••    Technology 
••    Acoustics 
Considering the Human Element - Audience 
Try to find specific answers to the following questions before you design the layout of your 
presentation:   
••    Whom will you be addressing?  
          Age/ Gender 
          Size of the group 
••    What does your audience need to know? What do they already know?  
  What will your audience expect in terms of content and approach? 

          Familiarity with the subject matter - Threshold for acquisition 
          Interests/ Expertise/ Background  
        
Planning the Delivery of the Presentation with Interaction    
Your approach determines how you present your talk. 
Try to develop your key points in a logical way with relevant, interesting, and varied examples, facts, 
and figures for support. You might also like to include one or two icebreakers for additional variety.  
Remember, when you are on stage, your audience will be focusing on only YOU!  
Prepare yourself for the following: 
••    Control of verbal and nonverbal communication     
••    Control of emotion and appearance  
••    Keeping the audience alert 
••    Giving the message in a clear/ assertive/ pleasant manner 
••    Timing all the activities  
••    IInnvvoollvviinngg  tthhee  aauuddiieennccee  iinn  tthhee  ccoonntteenntt  aass  aaccttiivvee  ppaarrttiicciippaannttss  
      YYoouu  ccaann  ddeessiiggnn  iinntteerraaccttiivvee  aaccttiivviittiieess  uussiinngg  tthhee  ffoolllloowwiinngg::    
                    QQuueessttiioonnss//  QQuueessttiioonnnnaaiirreess  
                    PPuuzzzzlleess//  CChheecckklliissttss  ffoorr  PPrroobblleemm  SShhoooottiinngg  
                    BBrraaiinnssttoorrmmiinngg//  MMiinndd  mmaappppiinngg//  SSeeqquueenncciinngg//  CCaatteeggoorriizziinngg  
                    PPaaiirr//  GGrroouupp  wwoorrkk  
 



Setting Strategies after Finding Explicit Answers to the Following Questions: 
  
TTOOPPIICC::    AAssssiiggnneedd  bbyy  iinnssttrruuccttoorr//  ccoonnssuullttaanntt//  ssppeecciiaalliisstt  oorr  cchhoosseenn  bbyy  pprreesseenntteerr??  
KKIINNDD  OOFF  PPRREESSEENNTTAATTIIOONN::  AA  3300--mmiinnuuttee  IInnddiivviidduuaall  PPrreesseennttaattiioonn,,  oorr  aa  5500--mmiinnuuttee  GGrroouupp  PPrreesseennttaattiioonn??      
OOBBJJEECCTTIIVVEE::    PPrreesseennttiinngg  iinnffoorrmmaattiioonn  oonn  aa  ssuurrvveeyy  ttooppiicc  oorr  pprreesseennttiinngg  aann  iissssuuee//  qquueessttiioonn  ffoorr  aannaallyyssiiss??  
PPRREESSEENNTTAATTIIOONN  PPLLAANN::  TToo  bbee  ssuubbmmiitttteedd  ttoo  ssppeecciiaalliisstt//  ppaarrttiicciippaannttss  bbeeffoorree  oorr  aafftteerr  pprreesseennttaattiioonn??  
 

                      
                      
                      
                      
                      
                      
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

                                  
                                                                                                    M O D E L  W R I T T E N   P L A N   
 
AACCTTIIVVIITTIIEESS                                                                                                                      AAIIDDSS  UUSSEEDD                                                                        TTIIMMEE  AALLOOTTTTEEDD    
                          
WWaarrmm--uupp                                            OOrraall//  VViissuuaall                                                PPiiccttuurreess//  sslliiddeess//  ppoosstteerrss//  rreeaalliiaa                    AApppp..      11  mmiinn..  
  IInnttrroodduuccttiioonn//                              OOrraall//  VViissuuaall//  WWrriitttteenn    
GGeenneerraall  FFrraammee                                                                                                                    SSaammee  aass  aabboovvee                                                                        AApppp..      22  mmiinnss..        
………………………………………………………………………………………………………………………………………………………………………………………………………………………………  
                        
  BBooddyy//  SSuuppppoorrtt                        OOrraall//  VViissuuaall//  WWrriitttteenn                  SSlliiddeess                                                                                                      AApppp..    2200  mmiinnss..  
      AArrgguummeenntt                                                                                                                              QQuueessttiioonn--AAnnsswweerr  
………………………………………………………………………………………………………………………………………………………………………………..  …………………………………………....          
  CCoonncclluussiioonn//                                    OOrraall  &&  WWrriitttteenn                                    SSlliiddeess                                                                                                    AApppp..        66  mmiinnss..  
  RRoouunndd--uupp//ffeeeeddbbaacckk                                                                                                  QQuueessttiioonn--AAnnsswweerr  
………………………………………………………………………………………………………………………………………………………………………………………………………………………………..        
SSuupppplleemmeennttaattiioonn                      OOrraall::IInnssttrruuccttiioonnss                            HHaarrdd  ccooppiieess                                                                              AApppp..        11  mmiinn..  
                                                                                WWrriitttteenn::  AAccttiivviittyy  SShheeeett 

 
                
Designing Written Material on PowerPoint [Please attend the workshop for samples.] 
  
  ••    CChhoooossee  tthhee  mmoosstt  aapppprroopprriiaattee  ffoonntt..            AArriiaall//  TTiimmeess  NNeeww  RRoommaann  
  ••    UUssee  tthhee  mmoosstt  aapppprroopprriiaattee  ffoonntt  ssttyyllee..      RReegguullaarr//  BBoolldd      --  AAvvooiidd  IIttaalliiccss  uunnlleessss  iitt  iiss  aa  nneeeedd..  
  ••    CChhoooossee  tthhee  rriigghhtt  ffoonntt  ssiizzee..                                    HHeeaaddiinnggss//  TTiittlleess::  3366  --  4444              TTeexxtt::    2200  --3322  
  ••    CChhoooossee  tthhee  mmoosstt  aapppprroopprriiaattee  ccaassee..            TTiittllee  CCaassee  --  AAvvooiidd  UUPPPPEERR  CCAASSEE  ootthheerr  tthhaann  ffoorr  aatttteennttiioonn..  
  ••    UUssee  sshhaaddooww  ffoorr  lleeggiibbiilliittyy  iiff  yyoouu  aarree  uussiinngg  ssoofftt  ccoolloorrss..  
  ••    UUssee  KKEEYY  WWOORRDDSS..  
  ••    UUssee  pphhrraasseess//  ffrraaggmmeennttss  ––  AAvvooiidd  lloonngg  sseenntteenncceess..  
  ••    UUssee  BBUULLLLEETTSS  oorr  SSYYMMBBOOLLSS  ffoorr  oorrggaanniizzaattiioonn,,  nnoott  ffoorr  ddeeccoorraattiioonn..  
  ••    CChheecckk  ffoorr  GGRROOUUPPIINNGG  &&  SSPPAACCIINNGG..  
  ••    CChheecckk  ffoorr    MMAARRGGIINNSS..        LLeefftt--RRiigghhtt//  TToopp--BBoottttoomm      mmiinniimmuumm  11  ccmm..  
  ••    DDoonn’’tt  ffiillll  iinn  eeaacchh  sslliiddee  wwiitthh  llooaaddeedd  wwrriittiinngg..    SSttaannddaarrdd  iiss    66--1100  lliinneess..    AAvvooiidd  mmoorree  tthhaann  1144  lliinneess..  
  ••    SSttiicckk  ttoo  mmaaxxiimmuumm  44  ddiiffffeerreenntt  ccoolloorrss  uusseedd  aass  aa  ccooddee..  
  

Choosing Audio-Visuals [Please attend the workshop for samples.] 
  
  ••    CChhoooossee  ppiiccttuurreess  aaccccoorrddiinngg  ttoo  aaiimmss..  DDoonn’’tt  oovveerrllooaadd  PPPP  sslliiddeess  wwiitthh  vviissuuaallss..  
  ••    DDoonn’’tt  ppuutt  ccoommpplliiccaatteedd  cchhaarrttss//  ggrraapphhss//  mmaappss  oonn  sslliiddeess..    GGiivvee  tthheemm  aass  hhaannddoouuttss..  
  ••    DDoonn’’tt  ppuutt  iinn  mmaatteerriiaall  tthhaatt  yyoouu  wwoonn’’tt  mmeennttiioonn  oorraallllyy..  
  ••    CCoonnttrrooll  hhaarrmmoonnyy  ooff  ccoolloorrss  aanndd  aaccttiioonn  ttoo  sseerrvvee  ffoorr  ccllaarriittyy  ooff  mmeeaanniinngg..  
  ••    CChhoooossee  mmuussiiccaall  eelleemmeennttss//  eeffffeeccttss  ffoorr  vvaarriieettyy..  
  

Arrangement of the Room    [Please attend the workshop for models.] 
              

          ••    EEmmppllooyy  aa  rroouunndd  mmooddeell  sseeaattiinngg  aarrrraannggeemmeenntt  wwiitthh  wwhheerree  eevveerryybbooddyy  ccaann  sseeee  oonnee  aannootthheerr..  
                    TThhee  hhoorrssee  sshhooee  mmooddeell  iiss  tthhee  bbeesstt  ffoorr  llooggiissttiiccss..  
          ••    SSeett  tthhee  aappppaarraattuuss  BBEEFFOORREE  tthhee  pprreesseennttaattiioonn..  
          ••    CChheecckk  tthhee  ssccrreeeenn  aanndd  pprroojjeeccttoorr  aanndd  tthhee  ssuuiittaabbiilliittyy  ooff  mmuussiiccaall  eeffffeeccttss..    
          ••    CChheecckk  tthhee  lliigghhttss  aanndd  tthhee  ccuurrttaaiinnss..  
          ••    CChheecckk  hheeaattiinngg  aanndd  aaiirr  ccoonnddiittiioonniinngg  ffoorr  tthhee  aauuddiieennccee''ss  ccoommffoorrtt..  TThhiiss  wwiillll  aaffffeecctt  ccoonncceennttrraattiioonn..  

 
 



 
 
Preparing YOURSELF! [Please attend the workshop for more details.]  

••  RReehheeaarrssee  iinn  ffrroonntt  ooff  aa  mmiirrrroorr  to see your gestures and body language..  
  Allow time to practice your presentation. This will give you a chance to identify any weak points or 

gaps. You will also be able to check the timing, and make sure you can pronounce any subject-specific 
terminology correctly and confidently.  

  ••PPaayy  aatttteennttiioonn  ttoo  yyoouurr  ggrroooommiinngg..  CChhoooossee  aapppprroopprriiaattee  aattttiirree  aass  aann  iinnddiiccaattiioonn  ooff  yyoouurr  rreessppeecctt  ttoo  tthhee  
aauuddiieennccee..  

  ••  PPrreeppaarree  nnuummbbeerreedd  PPRREESSEENNTTAATTIIOONN  CCAARRDDSS  ttoo  iinnssuurree  fflluueennccyy  ooff  tthhee  ssppeeeecchh..  
  ••  PPrreeppaarree  yyoouurr  GGEENNEERRAALL  FFRRAAMMEE  ttoo  bbee  ppuutt  oonn  yyoouurr  ssppeeaakkeerr''ss  ddeesskk  ffoorr  aa  qquuiicckk  llooookk  dduurriinngg  tthhee  ddeelliivveerryy..  
 

Presentation/ Exploitation   
      IImmpplleemmeenntt  eevveerryytthhiinngg  yyoouu  hhaavvee  ppllaannnneedd..  NNooww  tthhaatt  yyoouu  aarree  oonn  ssttaaggee,,  tthhee  ffooccuuss  ooff  aatttteennttiioonn  iiss  YYOOUU!!  
  
••  MMoooodd: You will probably be nervous at the beginning of your presentation. Don't worry, most people 

are nervous in this situation. Start with a warm and assertive voice. Don't forget, the first impressions 
are very important and the opening is the time you establish your rapport with the audience.  

  
••  EEyyee  CCoonnttaacctt::  LLooookk  aatt  yyoouurr  aauuddiieennccee  as you speak  ttoo  sseeee  iiff  tthheeyy  aarree  ffoolllloowwiinngg  yyoouurr  ttaallkk.. Eye contact is 

essential for maintaining a good rapport. You will also be able to pick up signals of boredom or 
disinterest, in which case you can use recap or shorten some parts of your presentation. 

  
••  VVooiiccee  QQuuaalliittyy  aanndd  MMoodduullaattiioonn  --    PPaauusseess//  RReeccaappss::  You must be clearly audible at all times. Don't let 

your voice drop at the end of sentences. If you vary your intonation, your voice will be more 
interesting to listen to and you will be able to make your points more effectively. 

  
•• SSiimmpplliicciittyy  aanndd  CCllaarriittyy  ooff  LLaanngguuaaggee: Use short words and sentences that you are comfortable with. 

There is no benefit in using difficult language. Active verbs are much easier to understand than 
passive verbs. Avoid jargon unless you are sure all your audience will understand it. 

  
••  SSmmooootthh  TTrraannssiittiioonnss// Signaling: Indicate when you've completed one point or section in your 

presentation and are moving on to the next. Give your audience clear signals as to the direction your 
presentation is taking. [Please attend the workshop for a list of Signal Words/ Attention Pointers.] 

  
••  BBooddyy  LLaanngguuaaggee: Stand with a good posture and try to be aware of any repetitive hand gestures or 

awkward motions that might irritate your audience. Show extra care for your body language and 
gestures when you receive comments or questions. Never turn your back to the audience for the use 
of the board or for reading the material on the screen.  

  
••  LLooccaattiioonn  --    CClloosseenneessss//  DDiissttaannccee  ttoo  tthhee  AAuuddiieennccee::  SSttaanndd  aatt  aa  cceennttrraall  llooccaattiioonn,,  aatt  aann  aapppprrooxxiimmaatteellyy  

eeqquuaall  ddiissttaannccee  ffrroomm  tthhee  ffrroonntt  rrooww..  MMoovvee  sslloowwllyy  ttoo  tthhee  ssccrreeeenn,,  bbaacckk  ttoo  tthhee  mmaaiinn  ddeesskk  oorr  cclloosseerr  ttoo  tthhee  
aauuddiieennccee,,  bbuutt  nneevveerr  cclloosseerr  tthhaann  oonnee  mmeetteerr..    

  
••  UUssee  ooff  AAuuddiioo--VViissuuaall  AAiiddss: Use your visual aids confidently, making sure you allow your audience 

time to absorb information from slides/ transparencies. 
     If you use audio or video cassettes, because your topic needs that kind of variety for introduction, 

body, or conclusion, watch out not to lose time due to the apparatus settings.                              
      
••  IInntteerraaccttiivvee  SSttrraatteeggiieess//  Audience rapport: Try to be enthusiastic. Your interest in the subject matter 

will transmit to your audience. Show that you are really sharing this experience with the audience. 
     Keep the audience interested with intelligent recap questions asked in a dynamic tone. 

MMaakkee  tthhee  aauuddiieennccee  aaccttiivvee  ppaarrttiicciippaannttss with short but meaningful pair/ group work.  
 
Round-up & Feedback Techniques [Please attend the workshop for more details.]  

  ••    GGiivvee  aa  bbrriieeff  iitteemmiizzeedd  ssuummmmaarryy..  
  ••    AAsskk  qquueessttiioonnss  oonn  vviissuuaall  oorr  oorraall  iinnffoorrmmaattiioonn..  
  ••    Evaluate audience reaction. Be ready to deal with any hostile questions. Polite, diplomatic answers 

are a good disarming tactic. Should you find yourself “under fire”; suggest that the audience keep 
any further questions after the end of the presentation.  

  ••    DDiissttrriibbuuttee  aa  qquueessttiioonn  sshheeeett  ttoo  rreeggiisstteerr  audience responses. Exxppllaaiinn  tthhee  rraattiioonnaallee  iinn  ggeettttiinngg  ffeeeeddbbaacckk..  
          



  
 Presentation from the Observer's Point of View 
 [Please attend the workshop for more details.] 
 Model Observer's [Instructor/ Specialist/ Peers] Evaluation Checklist 

                 INDIVIDUAL/ GROUP  PRESENTATIONS   -   EVALUATION CHECKLIST 
 
Presenter's Name/  :  …………………………  Topic:……………………………………………….  Level/ Year:………………… 
Presenters' Names 
Date: …………………………………………… 
Written Documents: …………………………………………………………………………………………………………………… 
Length of Presentation: ……………………….. 
OVERALL GRADE:     ………………………… 

COMPONENT                                        CRITERIA                                                                     MEM.1 
A B C D   

MEM. 2 
A B C D 

MEM. 3 
A B C D 

MEM. 4 
A B C D 

MEM. 5
A B C D

The presenter 
1. starts with a precise opening indicating the highlight points 

    

2. has an interesting and appropriate introduction that attracts the  
        audience's attention 

   

3. has a strong body with support & links to the thesis statement     
4. gives support examples with smooth transitions     
5. limits the topic and establishes coherence and unity     
6. has a strong conclusion to emphasize the message with  
         thought-provoking questions or quotations 

    

         

ORGANIZATION 
             & 
      CONTENT 

          

    

7. has effective timing for opening, body, conclusion, and round up     
      8. rounds up without repetition     

1. maintains flow of speech with natural pauses and speech markers/  
       attention pointers 

    
2. has no sentences left unfinished      
3. uses variety of structures suitable to the task     
4. gives the audience the opportunity to comprehend with no grammar 
       and usage mistakes to restrict understanding 

    

5. uses appropriate vocabulary in  form & context     

        
      
  LANGUAGE   

     FLUENCY/ 
    ACCURACY 
           & 
   CHOICE OF 
  VOCABULARY 
            

6. has good range of vocabulary for academic/ business purposes     
1. makes his/ her sentences comprehensible with no strain on the  
         audience. 

    

2. has correct stress and intonation pattern to emphasize important  
         points or questions. 

    

3. produces no utterances, which are affected by her/ his Lang.1       
4. controls her/ his voice to make her/ his speech effective and laudable     
5. keeps the audience alert and highly interested     
6. uses visual aids properly and effectively     
7. makes meaningful eye contact     
8. shows self-control by means of poise, posture, and gestures, that is-- 

     the body language 
    

9. has good usage of note-cards prepared in advance     
10. doesn't get attached to note cards/ lap top/ white screen     
11. doesn't turn his back to the audience for a demonstration on the  
         board or screen 

    
12. shows communicative ability by asking questions to elicit response 
         from the audience and encourages answers 

    

13. uses an ice-breaker appealing to audience's sense of humour     
14. evaluates response from the audience, answers questions, restates or 
         paraphrases if some points are not clear 

    

15. gives instructions clearly if different activities are expected from the 
         audience 

    

     
 
 

 PRESENTATION  
   TECHNIQUES 

           

16. achieves her/ his objectives with the speech, audio-visuals, written 
         material, and supplementary handouts. 

    

EVALUATION/ ASSESSMENT MADE BY:  



                                                                                                                                                                                                                    
 
DOs and DON'Ts 
 
 
 
 
DOs 
 
• Plan and organize your presentation well.  
• Rehearse at least three times.  
• Introduce yourself giving your title & name.  
• Submit the outline of your presentation to the instructor/ specialist in advance. 
• Make eye contact with your audience and pay attention to your body language. 
• Give the title of each section clearly.  
• Point at your visual material during the talk. 
• Make sure that the visual and verbal material are balanced and parallel. 
• Change the pitch of your voice in accordance with content for stress and recap. 
• Be careful about your time management. 
 
DON' Ts 
• Never use visual material that is not legible. 
• Don't overload the visual material with too much text  or too many pictures and colors. 
• Never talk about something unrelated to the current visual material. 
• Don't turn your back to the audience. 
• Don't speak too fast, too slowly or monotonously as if reading.  
• Don't read the notes on your cards.  
• Don't read the material on the PP slides without pauses or paraphrase.  
 
 


