Presentation Skills

For your final projects, most of you will be giving a presentation.  Over the next couple of weeks, we will work on some useful presentation skills.

Body language

Eye contact:  Try to look at everyone in the audience, not just the teacher.  It is best if you look at their eyes, but if you are nervous you can look at their foreheads.  Also, don't just read your notes.

Posture:  Stand up straight.  Don't slouch.  It is important to look confident, even if you don't feel confident.  Also, try to stay in one place and don't shuffle from side to side.

Gestures:  It is good to use your hands to make your points stronger, but you shouldn't over use them.  Don't keep your hands in your pockets or twiddle your thumbs.

Speaking

Pace:  Don't speak too quickly or too slowly.  Sometimes people talk faster when they are nervous.

Clarity:  Speak clearly.  You should pronounce your words more clearly during a presentation than you would in your normal speaking.  Sometimes people mumble when they are nervous.

Volume:  Make sure you are loud enough.  Don't shout, but make sure everyone can hear you.

Fluency:  Try to speak smoothly, without a lot of pauses or repetition.  Also, don't go back too often and correct mistakes, unless you think you confused people or gave them the wrong information.

Organization

Main points:  The main points should be clear in the introduction, the body, and the conclusion.

Visual aids:  Your visual aids should give some useful information clearly.  Also, don't spend too much time looking at them yourself.

Notes:  Make sure your notes a clear and well-organized so you don't get lost.  Don't read them too much.  Make sure you have practiced your presentation and know the information.

Q&A:  At the end, ask for questions.  Try to answer them, but don't be afraid to say that you don't know.
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