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(4;{ Speaking and Writing as a Scientist

Unit Objectives

1) Recognizing the value of English presentation

2 ) Introducing the four-step outline

3) Illustrating the appropriate openings and closings for different speaking situations
4) Explaining the vocal aspects of speaking clearly

5) Sharing how to handle questions effectively

6) Learning how to deliver and evaluate an oral presentation

Presentations are an important communication medium in businesses,
associations, and educational settings. They provide an opportunity to share a great
deal of information in a very short time. Individuals from every walk of life find they
are being called upon to share information with others in a group. And, yet, few
have been empowered with an inborn ability to be an effective speaker. Now from

this unit you will learn how to become an effective speaker.

1.1 Speaker’s image

Presentations have one or more objectives: to inform, teach, motivate, or
persuade. In fact, almost anything you wish to communicate in the form of a
presentation will have some element of persuasion in it. If you want your audience to
accept you and the ideas you share, you need to be prepared—Dboth personally and
professionally—so the image you create will get the result you want. Your
appearance, attitude, and mannerisms are all important to form a good first

impression.
1.1.1 Appearance

An audience will immediately begin to form an impression of you the moment
you enter the room. While many aspects of physical makeup cannot be changed, the
style of clothes you wear will contribute to your image.

Think of the formalness of the presentation situation when you select the clothes
you wear. Think about how your audience might dress. If in doubt about your
clothes, be conservative.

Your grooming and physical hygiene reflect how you feel about yourself. Be
sure you reflect a caring “together” image.

— 2 —



UNIT 1 Oral Presentation

1.1.2 Confidence

Confidence shows an audience that you believe in yourself and whatever it is
you are presenting to them. You must have confidence and good self-esteem to gain
the confidence of the audience.

Mannerisms should show you are decisive and in control. The audience should
see your assurance. If you are uncertain of yourself, nervous mannerism will give
away your lack of self confidence.

Your enthusiasm and positive attitude will be contagious. If you lack
enthusiasm, you cannot expect your audience to readily accept your ideas and be

enthusiastic. The image you project will suffer.
1.1.3 Visuals

The visuals or audio-visual media you use in your presentations will also
contribute to your image. They will help the audience to form an opinion of your
personal characteristics and credibility. By using visuals, you may find that your
nervous mannerisms may disappear because the audience’s attention will be diverted
periodically as you speak. However, you do have the responsibility to learn and
follow good audio-visual techniques in using them.

When you use well-prepared visuals, your confidence level improves. Instead
of nervously holding notes or cards, your visual can provide an outline for you as
well as for your audience. The time you spend organizing your thoughts and
developing your visuals increases your preparedness.

Actually, if you accidentally lost your visuals on the way to the presentation,
chances are you would still give a better presentation because of the organization and
planning required to develop the visuals. This extra work undoubtedly gives you
more familiarity with and confidence about the subject on which you are presenting.

Viewed thus, the image makes a difference in a variety of ways.

1.2 Strategy planning

1.2.1 Audience analysis

Before your presentation, you should take the following questions into
consideration :
® Why will people attend your presentation? Is it because their attendance is
—3 —



GJ Speaking and Writing as a Scientist

required, or is it because they are really interested in the topic?

® How much previous knowledge on the topic of your presentation do they
have? Talking over their heads can be as frustrating to people as talking
down to them. You need to be aware of terminology and acronyms the
audience may already be familiar with and those they may not have heard
before.

o Finally, you need to have an estimate of how many people will attend. This
will help you in selecting the proper type of presentation media and is

particularly important if you are going to provide handouts.
1.2.2 Schedule setting

1) Before the presentation

Any presentation requires preparation time. Your personal time schedule
dictates what you can do. How much time can you devote to preparation? How much
time is allowed for your preparation?
2)During the presentation

Being sensitive of the allotted time for your presentation is imperative
throughout your delivery because you may need to adjust. Finishing right on
schedule requires planning and skill.

Speakers may feel they cannot finish their presentation because they have so
many important points to share. Perhaps the real reason is that they plan to
accomplish too much in too little time. A speech planned for 50 minutes and
delivered in 25 by simply talking fast is usually not effective. Depth of coverage of
any topic should be approached differently considering the available time.

Actually, planning too much rather than too little may be a technique that gives
confidence to a speaker. With a bit of covering maneuvering, last minute choices of
exactly what to include can be tailored to fit the needs of the audience.

For many presentations, you may want to allow a question-and-answer at the
end. Determine the time for this activity during your planning. When audience
interaction is to take place throughout the presentation, adhering to the time
schedule becomes even more difficult. However, it is still essential unless no
definite ending time has been established.

Some speakers like to place a watch or small clock on the podium or behind an
overhead projector so they can be aware of the time. Others prefer to ask for discrete
5- or 10-minute warning signals from someone in the audience. Regardless of the

— 4 —



UNIT 1 Oral Presentation

techniques used, remember that finishing on the schedule time—not too early and
not too late—takes careful planning and practice. It is essential for an effective

presentation.
1.2.3 Objectives establishing

Every presenter should determine the goals or objectives for a presentation. The
success of a presentation is measured by whether these established objectives are
met.

Goals or objectives can also be thought of as purposes. Ask yourself. “What is
my purpose?” It may be to inform, teach, motivate, or persuade the audience.

Actually, a presentation may include more than one purpose.
1.2.4 Organization checking

The next step in planning your presentation strategy is to organize your material
in a logical sequence. Your information should flow in a meaningful way similar to a
written report. Making an outline is a good way to develop your organization.

There are four time-tested, easy-to-use techniques for organizing a
presentation. Two of these organizational techniques are inductive and deductive. A
third organizational technique is the four-step outline. It can be used with inductive
and deductive techniques. The fourth technique is numerical transition—a simple
way to organize topics for both speaker and listener.

1) Inductive organization

In inductive organization, ideas, arguments, and evidence are presented in a
sequence moving from specific to general. The speaker presents specific, related
points leading to a general conclusion. Visually, it looks like this;

(x) Point 1.

(x) Point 2,

(x) Point 3.

(X) Conclusion.

Use as many related, specific points as necessary to reach your general
conclusion.

Here is a presentation outline organized inductively :

(x) Good muscle tone gives a good appearance.

(x) A strong heart is achievable through fitness.

(x) Regular exercise builds fitness.
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(X) Enroll in an aerobics class this week.

Note how the outline moves from specific points to a general conclusion.
Inductive organization is best used in presentations that are:

¢ Intended to persuade.

® Technical in nature.

® Delivered to unfamiliar listeners.
2)Deductive organization

In deductive organization, the general conclusion is presented first then
supported with specific points, examples, and elaboration. Visually, it looks like
this:

(x) General conclusion.

(x) Point 1.

{x) Point 2.

(x) Point 3.

Use as many specific poinis as necessary to support the initial general
conclusion.

Here is a presentation outline organized deductively;

(X) Air travel is not pleasant.

(x) Most seats are small and crowded together.

(x) Flying is frequently bumping and uncomfortable.

(x) Baggage is easily lost during transfers.

Note how the outline moves from the general to the specific. Deductive
organizing is best used in presentations that are:

® Given within a short time frame.

® Emotional in nature.

3) The four-step outline

The four-step outline is a simple and effective outline form.

Step 1 Tell your listeners what you are going to tell them. Include in this
first step information such as the topics you’ll cover, topics you wont cover. Time
limits, use of visuals, and the listeners’ roles in questioning or other participation.

Step 2 Tell why they should listen. What’s in it for them? What are the
benefits for listening? Will listening improve understanding, make work easier, or
relieve stress? Personalize this second step.

Step 3 Tell your message. This third step is the body of the presentation.
Include facts, arguments, evidence, and details. This is where you build your case

—_—6 —



UNIT 1 Oral Presentation

and present your ideas.

Step 4 Tell what you told them. This fourth step is a two-part reviewing
step. At the beginning of this step, recall the most important points you made.
Review just the most important points. Conclude your presentation with an action
statement. Suggest a course of action based on the conclusion of your speech.

No matter what type of speech or presentation you deliver, be sure to follow the
KISS method; Keep It Short and Simple. You and your listeners will be glad you
did.

4) Numerical transition

Numerical transition is numbering the topics in the presentation. Numerical
transition can be incorporated with the four-step outline.

Numerical transition is initiated in step one of the four-step outline when the
speaker names and numbers the topics to be covered: “Today I'll cover these
topics: first, personnel; second, scheduling; and third, budgeting. ”

Then, in step three of the four-step outline, the speaker elaborates on each
topic specifically, identifying each one by number as the presentation proceeds:
“And now for my second topic, the important issue of scheduling. ”

After planning the body, you need to develop an introduction and a conclusion.
The introduction should be designed to set the stage and tone and gain the attention
of the audience. The body provides the “meat” of your message. A conclusion may
recap or summarize your main ideas. Your ending words should be chosen to make a

lasting impression on the audience. Therefore, plan a strong ending.
1.2.5 Media selection

The choices of presentation media are categorized as models, handouts, posters
and flip charts, electronic copy boards, overhead transparencies,35 mm slides, and
computer-based shows. Frequently, the choices should not simply be which one to
select but which ones to select. Combining media types makes a presentation both
more forceful and more interesting,

Selecting and making presentation media is only part of the task. When and
how to use the media appropriately also requires careful thought and study. The
focus of the presentation should be on the presenter—not the media. Media is a
support or an aid to a presentation. Without the right use, the intended impact of a

presentation can fall short of its mark.
— 7 —
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1.2.6 Message developing

A graphic director for Time magazine states, “The information put into pages of
the magazine is not the most important factor—what really counts is what remains in
the minds of the readers. ” Thus, to develop an effective presentation, you must
carefully plan and develop the presentation message. Your goal as a presenter is to
deliver a message that accomplish its purpose—to inform, teach, motivate, or
persuade—not to impress the audience with how great you are as a speaker and how
much you know.

A content outline is a logical first step in formulating the message for a
presentation. Once you are satisfied with the topics and their sequence, a storyboard
is a good vehicle to use to develop visuals.

A storyboard is a visual outline of a presentation that helps the presenter to
develop visual images to correlate with the verbal message. In developing a
storyboard, a good method is to use a sheet of paper or a note card for each main
point or fact from the content outline. Ideas, thoughts, and images can be sketched
onto each page/note card. Do not worry if these pages are messy and cluttered at
this point.

1.3 Opening and closing remarks

1.3.1 Opening

The opening of any speech is highly important. Should it be direct, erudite,
humorous, clever, or rhetorical? Any of these openings could be appropriate and
effective. Choose an opening that fits your style, the event, the topic, and the
listeners’ style. Do you remember the time you heard a speaker open with a joke
that bombed, or told a funny story that wasn’t funny? Appropriateness is a key to
effectiveness.

Here are five proven successful openings:

® Refer to the previous speaker. Refer to the speaker’s style, wit, or

reputation. Refer to the previous speaker’s topic.

® Ask a question. Perhaps you should ask two or three questions. If you want

responses, tell your listeners this. If you open with rhetorical questions, say
so, and answer them during your presentation.

® Using a shocking statement. It should catch listeners’ attention. It should

— 8 —



UNIT 1 Oral Presentation

not be offensive.

® Refer to the situation, the setting, or the location.

® Use humor and anecdotes. Always use self-deprecating humor. Never poke
fun at other people’s expense. Use anecdotes that are short and clever, cute,

humorous, or relevant to your topic.
1.3.2 Opening remarks

¢ Greeting, name, position
Good morning. My name is . ..I'm the new Project manager.
Mr. Chairman, ladies and gentlemen, it is my honor to have the opportunity
to stand here and give my presentation.
Good morming. Let me start by saying just a few words about my own
background. I started outin ...
Welcome to Standard Electronics. I know I have met some of you, but just
for the benefit of those I haven’t, my name is ...

¢ Title/subject
I shall be offering a brief analysis of. . .
I am very glad to show my research on. ..
I'd like to talk to you today about. . .
The subject of my presentation is. . .

® Purpose/objective
The purpose of this presentation is to update you on. . .
This presentation is designed to put you in the picture about. . .
My presentation will help solve a problem that has puzzled people for years.
Over the next ten minutes you are going to hear about something that will
change the way your companies operate.
The purpose of this plenary session is to make a general review of our
activities during this past year, and to propose new plans for activities during
the coming year.

¢ Length
I will only take. . . minutes of your time.
I plan to be brief.
This should only last. . . minutes.

My presentation will be finished within. . . minutes.
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¢ Qutline/main parts
I've divided my presentation into four parts/sections. They are. ..
We can break this area down into the following fields
Firstly/first of all. ..
Secondly/second of all. ..
Thirdly/and then we come to. . .
Finally/lastly/last of all. ..
I’ll lay my stress on the following three aspects. The first aspect is. . .
I want to start with this particular topic, and then draw some more general
conclusions from it.
@ Questions
I'd be glad to answer your questions at the end of my presentation.
If you have any questions, I will be pleased to answer them at the end of the
presentation.
Your questions and comments are highly appreciated.
There will be time at the end of the presentation to answer your questions.

So please feel free to ask me anything then.

1.3.3 Closing

The final part of a presentation should include:
® A clear signal that you are about to end

® A brief, clear summary of what you have said

® A conclusion or recommendation

® An invitation for questions, to make comments, or to start a discussion
1.3.4 Closing remarks

¢ Signaling the end
Well, I think this might be a good place for me to wind up my talk,
That brings me to the end of my presentation.
As time is limited, I can just give you the outline of what I have been
studying,.
That covers all I wanted to say today.
That’s all there is to say at present.
¢ Summarizing
The opinions presented so far may be summarized as follows. . .
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