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An oral presentation is similar to giving
a speech. It is a presentation that is

supported by visual aids and teaching
tools rather than just a person talking

behind a podium, as a speech.

DELIVERING
EFFECTIVE

PRESENTATIONS



Accomplishment     Patience
 Achievement           Peace
 Ambition                   Success
 Awareness                Love
 Beauty                       Inspiring
 Charity                       Discipline
 Cleanliness               Generosity
 Communication     Harmony
 Confidence               Feelings
 Friendship                Improvement
 Health                        Hope
 Kindness                   Hard Work

BASIC FLOW IN
PREPARING

EFFECTIVE
PRESENTATIONS

1-Brainstorm your ideas

Select a value from this list:



Then , Pick A Topic Related To The
Value Selected.

For Example : Success ( Value)
Strategies To Be A Successful
Student (Topic)

EXERCISE 
What is the value of these topics?

Maintaining social distancing in class/
___________ (Value)

Managing daily routine in hostel
/______________  (Value)

Upskilling the way we
learn/______________ (Value)



2-Plan and organize your presentation

The first key to giving a successful oral presentation
is preparation. 
You need to fully plan out your presentation before
you stand up. 
Creating an outline and organizing your presentation
beforehand will make you a great presenter.
Basically, when planning out your oral presentation,
you need to consider these 3 main parts:



2.1- Introduction

The opening lines of your oral
presentation are the most important
of all. 

State your topic to let your
audience know the purpose of
your speech. 

Relate your topic with your audience.
 It is important for them to feel as
though they are a part of your speech. 



1- Get the audience's attention and
signal the beginning.

                      

• Can we start? 
• Shall we start? 
• Let's get the ball rolling. 
• Hello ladies and gentlemen.

Try to get your audience involved in
your talk either by asking direct or
rhetorical questions. 

Ask for a show of hands for example
in response to a question. 

2.1.1. Opening lines:



 2- Greet the audience. 
It is important to greet the 
audience by saying something like:

• Hello ladies and gentlemen. 
• Good morning members of the jury
• Good evening members of the board 
• Fellow colleagues Mr.
Chairman/Chairwoman



3- Introduce yourself

(name, position, course) Not only to
give that important information so
people can identify you but also to
establish your authority on the
subject and to allow the audience to
see your point of view on the subject
(you are a student, lecturer or
researcher).

                       
• Good morning everyone, I'd like to
start by introducing myself. 

• My name is... I am a student at the
Politeknik…..  

• I've had wide experience in the
field of ... 



2.1.2. Outlining the purpose:

The main purpose of an informative
speech is to have the audience
understand and remember a certain
amount of information. 

The former is to inform: to give an
overview, to present, to summarize, to
outline; to discuss the current
situation or to explain how to do
something or how something is done.  



- My purpose in doing this paper is to give you a solid
background on the subject of oral presentation so
that in the future, at the PSMZA or elsewhere you can
deliver a successful speech in front of a group. 

- What I would like to do today is to explain... 

- to give a general overview of...  



The points should be explained in
simple sentences and can be
understood by the audience.

• I have divided my presentation (up)
into Y parts. 

• In the first part I give a few basic
definitions. 

• In the next section I will explain 
• In part three, I am going to show... 

2.1.3. Relate your topic with audience
by annoucing outline :



Having this skill will make you feel
comfortable in social situations, and
with public speaking. 

With a few simple tips and techniques
you can improve the way that you
articulate yourself, and reap the
benefits. 

  EXPRESS IDEA
CLEARLY



How to express your ideas
powerfully and inspire your

audience to action. 



First, think about what you are going to say
before you blurt out your thoughts in front an
audience. 

Gathering your thoughts only takes seconds,
and in turn, when you present your ideas they
will be much more concise. 

Second, consider your audience, environment
and the conditions under which you are
expressing your ideas. 

 Self-Edit



Know Your Subject 

Matter

Being familiar with a particular topic is useful
in all scenarios, but especially useful in
situations like job interviews, presentations,
etc. 

How are others supposed to know what you
are talking about if you don’t know yourself?
Read up on your subject matter. 

Doing a bit of research before conveying your
ideas will save you a great deal of awkward
glances and embarrassment.



Making notes and outlines are a great way
to organize your thoughts and be able to
express them clearly. 

This tip allows you to become more
focused and direct in your thought
processes. 

Writing can be used casually to help you
form an opinion, or it can be used formally
for presentations. 

Being able to express your ideas on paper
is a great alternative to speaking about
tough situations.

Write it down



Work your brain

Ideas are formed in the mind, so having a
strong mind is essential to being able to
clearly express your ideas. 

How to work your brain? Learn a new word
per day and use that word in as many
conversations as you can. Make reading as
your hobby.



You need to find specific articles online
that fit your topic

Find fresh ideas, new concept and new
approach to your topic

Support your ideas with citations from real
articles that will enhance and capture
audience attention towards your topic.

Read articles



  SIGN-POSTING / TRANSITION
MARKERS

Signposting is a technique to help
people follow the meaning of what
you are saying. 

It helps the listeners to follow the
flow of the speech. Signposting
emphasizes on the structure of the
speech and good structure guides
the audience through the speech.

They act as guides to help the reader
follow what you are saying
throughout a conversation, helps in
establishing rapport and helps them
to categories what you are saying.



  BEGINNING A PRESENTATION 

 It is common to greet the audience and
introduce yourself when giving
presentations:

Good morning,/afternoon/evening 

My name is ________ and I represent
_______ 

Let me take a minute to introduce
myself. 

Here are more examples of
signposting








TIME CONSCIOUSNESS 

Thank you for your time 

I will probably take about . . . minutes
 
I hope to be finished by. . . 

 INTRODUCING THE TOPIC 





I'm here to talk about . . . 

I'm going to give you an overview of . .
 
The main reason I'm here today is . . . 



SHOWING ORGANIZATION 





I've divided my topic into three
sections/parts. They are . . . 

This presentation can be divided into 
the following subtopics: 

First,
Second
Third
Finally First of all
Secondly
Thirdly
Last The first point is . . .
The next point is . . .
Next, we come to . . .
The final point is . . .



GIVING REASONS
 

This is why . . . 
The main reason is . . . 
Therefore, 

SEQUENCING
 



Let's move on to . . . 
That brings us to . . .

Next I'll talk about . . . 

GENERALIZING
 

Generally, 
Usually, 
In most cases, 



GIVING EXAMPLES
 

For example, 
For instance, 
Such as 

HIGHLIGHTING
 

Actually, 
In fact, 
As a matter of fact, 

SUMMARIZING
 

To sum up 
To summarize 
In brief 



CONCLUDING 







To conclude, 
In conclusion, 






FOLLOW-UP 





Are/Were there any questions? 
We have just a few minutes for question



A visual aid is any material related to
your speech an audience can see. It
helps to make a presentation livelier.

 They can also help the audience to
follow your presentation and help you
to present information that would be
difficult to follow through speech
alone.

  VISUAL AIDS



Visual aids should always supplement,
rather than replace, words in a speech.
If you simply show a poster of words
and then read what it says to the
audience, the visual aid is unnecessary.

If, however, words are less clear or have
less impact than a picture, a graph, or
an object, 
then a visual aid would enhance the
speech and should be used



  GENERAL GUIDELINES FOR USE OF
VISUAL AIDS

Use interesting colour on your slides.

Be sure all punctuation and spelling is
perfect. 

Keep it simple which is containing 
the minimum necessary information.

Always speak with your back to the
visual aid and your eyes on the
audience, rather than speaking to the
visual aid. 



Use a pointer, rather than your
finger, to direct the audience's
attention to a particular place. 

Balance words and images in
your layout – try to limit words
per slide.

Practice with your visual aid so
that you are used to using it and
can find out any problems ahead
of time. 

Conceal the visual aid whenever
you are not speaking directly
about it. Otherwise, the
attention of your audience will
be on the visual aid rather than
on you. 



  VERBAL AND NON-VERBAL
COMMUNICATION SKILLS.      

Verbal communication includes rate,
volume, pitch as well as articulation and
pronunciation. Verbal communication
also includes sign language and written
forms of communication. 






Non verbal communication includes
those important but unspoken signals
that individuals exhibit, specifically:
carriage/posture, appearance, listening,
eye contact, hand gestures and facial
expressions. 



  DELIVERING YOUR
PRESENTATION





1. VOICE QUALITY






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.




  DELIVERING YOUR PRESENTATION

The elements that you should
consider when you want to deliver
your presentation are:



a. Volume

• Is your voice loud enough or too
loud? Adjust your volume to the size
of the room and make sure the
people at the back can hear. 

• Speak clearly

b. Speed and fluency

• Speak at a rate so your audience
can understand your points. Do not 
speed up because you have too
much material to fit into the time
available. 

• Repeat or rephrase difficult or
important points to make sure the
audience understands.



2. ENGAGING THE AUDIENCE

One of the secrets of a good
presentation is to involve the audience
by asking simple question that will
attract audience’s attention.

a. Maintain eye contact

• Look your audience in the eyes. 
Spread your eye contact around the
audience including those at the back
and sides of the room. 

• Avoid looking at anyone too long
because this can be intimidating!

 



b. Ask for feedback

• You can get feedback from
audience by asking genuine
questions to them.

• Leave time for the audience to think
and try to avoid answering your
questions yourself or telling
members of the audience that their
answers are wrong.

• Questions to the audience work
well when you manage to make
those who answer them feel that
they have contributed to your
presentation. 



c. Look confident

• Experienced speakers avoid looking
nervous by breathing deeply, speaking
slowly and avoiding unnecessary
gestures or movements. 

• Smiling and focusing attention on
members of the audience who show
interest can also help you feel more
confident as your talk progresses.



  QUESTION AND ANSWER SESSION 
(Q & A SESSION) 

AFTER THE PRESENTATION

Allowing the audience to ask
questions after your presentation is an
excellent way to reinforce your
message and continue to sell your
ideas. 

When the listeners can ask for
clarification, they are less likely to
leave your presentation with
misconceptions about the speech you
delivered. 

The Q & A session is actually another
presentation and vital to most
speaking situations. It is like a
presentation after the presentation.



  HOW YOU WANT TO HANDLE
THE 

Q & A SESSION?

Tell your intentions

Create the right mental among your
listeners by telling them early in the
presentation that you will have a
question and answer period at the end
of your speech. 

People are more likely to ask questions
if you tell them at the beginning that
they can ask question after the
presentation.



Prime the pump

Show that you want queries. Say,
“Who has the first question?” Look
expectant after you ask the question. 

If no question is asked, “prime the
pump” by asking a question. 

Say, “A question I’m often asked
is….” Ask the sample of question
and then answer it. 

If there are then no questions,
you can finish with “Are there
any other questions?”



Make sure you understand the
question

You have to focus on the person who is
asking and pay attention to body
language and their facial expression to
help you determine what the person
really means. 

Nod your heads to acknowledge the
question. 



Repeat question

Look at the person asking the
question, and repeat it, especially if
there is a large audience or if you need
a moment to think. 

If the question is confusing, ask for the
clarification. 

Be sure to answer the question and do
not sidestep, ignore it or laugh it off. 



Be concise

Keep your answer concise and to the
point. The audience will be bored if you
take too long to answer a question.

Don’t praise questions

Don’t evaluate questions. Avoid saying
“That was a great question,” or “Good
question.”

If you want to affirm a specific
question, simply say, “Thanks for
asking that question.” 

Make everyone feel equally good 
about asking questions.



Give conclusion after the question and
answer

This technique allows you to control the
end of your time in front of the
audience.

Instead of the last question, the
audience receives your prepared and
planned conclusion. Say, “Before I make
some concluding remarks, who has a
question to ask?” 



Maintain control

When you open your presentation for
audience participation, there are risks of
losing control.

Anticipate the unexpected. 

If you do not know the answer, don’t
pretend that you do. You might add
that you will be glad to get back to
them with an answer at a later time.
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