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This book, the result of many years of teaching experience and research, is
intended to be a guide for anyone wishing to give an oral presentation in academic
settings or to speak in public to fellow students, colleagues or other interested groups.

The book provides the essential elements and some tips on preparing and
organizing a successful oral presentation in English.

It contains plenty of sample manuscripts(sample audio and visual materials can be
downloaded at www. njupco. com), conversation scripts, and sample mock seminars
created by Ph.D. students during the 14 years | have taught. | would like to express my
sincere thanks to them all and wish them success in every aspect of their lives.

In return, we would ask you the reader and practitioner to send any comments,
corrections or questions for this book to shigulu@126.com.

This textbook is divided into several units, each one based on a particular point
which is important to think about while preparing for and giving an oral presentation. The
first unit deals with preparation and planning, the most important stage. The second,
third, fourth and fifth one address the structure of the speech and necessary language.
The sixth addresses the delivery of oral presentation. It also deals with body language
used in the presentation. The seventh speaks about the use of visual aids and how to
make the best use of them in the presentation. The eighth unit concerns use of citations
and avoiding plagiarism in oral presentations. The ninth addresses speech anxiety. The
final one, Unit 10, discusses assessment criteria for oral presentations.

Remember, however, that there are probably several formulae for giving oral
presentations in different fields. This is just one.

It is a privilege to recognize the numbers of professors and colleagues, who so
generously made it possible for me to begin, proceed with and finish the writing of this
textbook.

My sincerest thanks go to Prof. Cong who led the teaching group of Ph.D. students
in Nanjing University. She is also one of the few textbook compliers of academic
communication for Ph.D. students in China. It is through her constant encouragement
and support that | started writing about making effective presentations.



My gratitude also goes to Ms. Dong Ying, the editor of Nanjing University Press, who
encouraged and supported me constantly in making this textbook a possible mission.

My heartfelt thanks go to Dr. Nancy Pine at Mount St. Mary’s College, Los Angeles,
the United States, for her careful reading and editing of the draft during the last summer
vacation. Her own rich experiences in academic meetings have also inspired many
chapters of this book.
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Born public speakers do not exist. Yet business, social and personal success
depends heavily on a person’s ability to communicate. (Dale Carnegie)

Remember that through preparation and practice anyone can give a good
presentation.



Table of content @

...............................

2] 7= Lo = T T O Uy PO OP I SN L S 1
Unit 1 Preparation and Planning ««-««-«««-tseeeeumemiiiiiiiiiiiicie e 1
1.1 Why should we make oral presentations? «-««s«scessseermmmrmuieneiiieriiunneeinnnenns 3

1.2 A piece of advice from an experienced scholar «««==+++tsessssserreiineriiiiiiinreeeennn 4

1.3 Essential clements you should consider before preparing a presentation «s+++e+---- 6

1.4 More considerations on the room and the audience — =++seeerreseniiiinennennenn... 13

1.5 Write a manuscript for the oral presentation «++ss+seeeeeeeseiiiiiiiiiiiniiinnin... 15
1.5.1 A sample outling ++eeseesscesreisemsermmnnnnmennenntitdiinLa il ., 16

1.5.2  Students’ samples  «eeseeeeeerermneiiiiiii e 17

1.6 Budget enough planning time  «««-eeeeeseeeeenmmmimmineiiiiiee et eereaannan. 29
Unit 2 Structure of Oral Presentation(Part 1) -+ -eeeoeieeveveeneerrierenenennn, 929
2.1 Handouls messere-. o voommmemmmesmmmemmmmsmsnns 155 5§ 5 5555 RME Sy .+ 4 s s § MES A8 39

2.2 The beginning of the presentation: Attract the attention of audience +++++s-+se+- 33

2.3 The beginning of the presentation: Identify yourself «=«+c+seeeeseeuseerirernnnninn.. 34
2.3.1  The eXPressions «reseeseeseeeeutettttreintnterinrieiiiiieienseneensnesnennens 34

2.3.2  Start the Presentation  +++e+sestesessessrnrrarmnruieruieiietseeeenenneenesnerenns 35

2.3.3  Greet the audiEnee =+« +eveeeereme ettt eeieteterreestteeeneneeneeeeneens 38

2.4 Introducing yourself (name, position, company) «+-eeesseeeeseeerineriiiienninn... 39

2.5 When you are asked to chair the meeting or a conference ««+++«++tsssseereieeennnn.. 4]

2.6  Give the title and introduce the subject ++++eeereererenmsnreriiiininiiiiieeeeen. 43

2.7 Have you estimated the time you will take? — ++eeeeeeseeiniieiinniiiniiinniii, 43
2.7.1 The importance of timing your presentation ««+:+«+essseseeessernerueneunnen. 43

2.7.2 HoW 10 time your Presentation? «+ceesseceseeesreruarrenieennseenseeranceeannas 44

Unit 3 Structure of Oral Presentation(Part 2) «-s e weeeeererrrrreeerinenann, 5]
3.1 Give the purpose (aim, goal, etc.) of the presentation  ++-+«eesssseeeerenseeeeeens 53

3.2 . Give the outline-af the speech - wswwstsniosss s versmenippisapsegmpssermans s i st smes 54

3.3 Announce the rules of questions and answers to the audience — ==++sseeeersnnseeenns 57

3.4 Itis time to move to the body of your Presentation  seseserseseeieiieiii... 58

3.5 MOVE 0 the NEXt POINE ++reetrneeutuiueiiiiiiiiiri ittt eae s ra st esneaneranrenen 58



7
%
B
%—
T
X
i%
H
2
7
£

Unit 4 The Main Part of the Body -+« s tsreeeereainniniiniiieieiie i, 65
4.1 Make a clear-focused Speech «+++++eserrrmmneereriiiiii 67
4.1.1 Research your topic by using websites «++ss-seererereereerriiii 67

4.1.2 Use only relevant materials «+-+-essreeemserrmmiiimmiiiiiiiiieeaenn. 68

4.1.3  Stay focused ON yOUr tOPIC  ++++sssssrerrrerrsreserrmeriiiiiiiii s 68

4.2 Sequence your ideas SmMOOthly «++sssssererumemriiiiii 74

4.3 How to keep the audience’s attention? — ««=+++eeeeesssseermmmseretmiiiteeinieeeans 81
4.4 How to SIgNPOSt YOUr QUAIENCE «++++ssrrrrnssserrmmmnntiiiuiititiii e e eeaaas 89

4.5 Simplify your language and sentence-structure to accommodate a listening audience
................................................................................................... 84

Unit 5 To Conclude YOUr SPEECH «-«-s«wrrerrerrerimmiiniiniiniiiiiiieis e 87
5.1 The major parts in the cONCIUSION  +++++++++srrerrerrermrrriiiiiii s 89

5.2  Structure: Signpost the end of your talk =======+sseeerrerrmmnmennn 90

o e R b 1 i ™ "0l sl ¢ wBimimponiieh mictioaoRics b4 MERSESIE S sUSR § & § EASHRSEHES XA & 8 LRGN € B 99

5.4  INVIte QUESTIOMS ++++rrsssssssssssssssmtt ettt 96

5.5 Deal with difficult qUESHONS s +ssssesesrrrrmmmmmnttiiiiiii 98

5.6 ANSWEL QUESTIONS  +++esessssssssssesssnnssttetiie ettt 99

5.7  ASK QUESHIONS  +++rsessssssmnsssssstttttti e e 101
Wnit-6--- The Delivery-of Your SPeach -t st ersernmrsnsssienssenstsssonsens 103
6.1 Rehearse your Speech +++ssssssseesuuemertiiiin i 105
6.1.1 Record your Speech «++sssssereemumtmtiiiiiiii 105

5.9 8 Daos and don'ts i rehemrsal ssmsss s o s sosm o & ssasmbions s  sussesh & sasms 106

6.2 Deliver your Speech «++sssssessseertttmmiuii it 106
6.2.1 Deliver your speech to three kinds of audience «+sseeoereeeeneiiinienn.. 106

6.2.2 Develop a sense of rapport with your audience =««+ssseseereeeeeeieieiiie. 107

6.2.3 Forget “delivering a presentation” «««ssssssseseesesremmmmini, 108

6.3  Reading MAanuSCript ==++++ssesssserssssntrtttti et 112

6.4 Body language and MOVEMENt — ++++eesseeresssremmnimtiiiiiii e, 120
UNit 7 VISUAI AIGS «--+-vereeerermmmmnmamaaeemmemtuuntaaeeeeeeeaeeastnaaseeeeeearsannnnnnneneenns 193
7.1 The importance of using visual aids «sssssersesmerrrm 125

79 The Faiiction ‘of VIRHAT HIASIG ML bk o e ihhis o fiiitnsmindi bud o deb g st bige s ads snamsssasannane 126

28 WHEN 10 USe VISUAl BIST -+ v1asassanettianeabhsdunpae dshh shds i buiviimeanddsvanoseasnasie 127

7.4 Types of VISUAlS +veeernnestesemninmtiiiiiii i 128

745+ "Fhie use OF PowWerPoirt i 1/51 swsavuss «iansve drssigfanssoesioasboavassiiastongoassassnssssssssio 139

7.6 How to arrange visual aids «==++++esressrmnemimiiiuiniiii e, 140



B}

Table of content

...............................

7.7 DElIVEry  eeeeeeesesennuonettt i e 141

7.8 How do you present visuals in a presentation? eecesseeceeesrecatatiiniaii... 142

7.9 SUINIMArY e eereressennnseetmtantttt e e e e nei e 144

Unit 8 Using Citations and Avoiding Plagiarism in Oral Presentation ------ 145
8.1 Academic hOnEsty — +++seeeeerrrmemmuene it e 147

8.2 PlagiariSm  +eeeeesreereresteniiiitiiiitiitiiie ittt s tat s tenansateesaiaaeaaa e 148

8.3 How to avoid plagiarism =+++++++seseeerrmmmnnreriiiiiiiii e 149
8.3.1 Types Of plagiarism «+++++++ssssenseseeeermmiiiiiii e 149

8.3.2 THoOW 10 CIte SOUTFGETT sevvesssses s v svmmsses § § 5 59 3Ee eSS 150

i 8.3.3 WHEHatis a citation7 sesssssaseesssssrsusmommmssssmusasanvsssi s s s sumsmosswemass 151
| 8.4 How do you cite material? +«+rseseseerreemmmitiiiii 152
| 8.4.1 Mention the source the first time you cite It swesesesereeeseneiiiia.. 152
8.4.2 'The difference between oral citation and written citation — seeeeeeseeees 155

8.5 How to cite quotations during an oral presentation ««eseeeeeeceeseseeeaeaeaeaeaean. 159

8.6 Guard against plagiariSm «+++eeeseeeeerrinietti e 162
Unit 9 Coping with Speech Anxjety ...................................................... 163
9.1 Speech anxiety and carcer development «++«««seeeressssrreriiiiiiiiitneeeeeeiiiiae. 165

9.2  Analyze speaking anxicty — +++eeeeeseeereriiiniitiii et e a e 166

9.3 Realize the difference between spoken English and written English — «--ceeeee 167

9.4 Methods of Coping with speech anxiety — +oeeeeereseserrmminiiiiie, 170

9.5 Try to win your audience back +e+tesreesteecsissiimmmnreniniiieaiiaieieiieeeenens 173

9.6 Other things you can do to ease speech anxiety — teeeeeeseseereinini... 175

9.7 Emphasize the use of visual aids «-+++++rereererencreeniiniieninriiiiiiiiii.. 176

9.8 Take care of your body MOVEMENts «++eesseesrscenssennereensrmminiioninierriieenaen, 176

9.9 Learning from great Speakers ««««=++++sssesseeeeriuiiiiiiiiumineeetuteeettiieaanans 178
Unit 10 Oral Presentation Assessment Criteria «««-------- oooeoeeieiiiiiiiininn. 181
10.1  The choice Of ASSESSINENT CEILEFIA =+ vt ereressenstaneneneenerneaeemnesseneaneesenensens 183
10.2 Some common features of assessment criteria in oral presentations —«+««+«s+«-- 184
10.3  Assessment criteria of oral presentations for different purposes «+--s+esseeeeeees 186

[ 5  TOEr GBAESRIBHE = = - -+ rrre et ieAEa § § § AR A ¥ 193
Appendix ................................................................................................ 196
ROTETENCES cronsimsnnssnunannassssssissas bismasmmemsnemumsymsismsunsain s ts pes oossssmamsmE S wes5s 215



Preparation







Unit I  Preparation and planm’ngg

.................................................

11 Why should we make oral presentations?

™ In the academic world
An essential aspect of any research project is dissemination of the
findings from the study.

This is usually accomplished by publishing the results in a journal

article, book, or by giving an oral or poster presentation.

The most common and most rapid way to disseminate new findings

is to give a good oral or poster presentation! Like scientific papers, oral

presentations at conferences or seminars, symposiums, or meetings are
for sharing your research work with other scientists. Your presentation must convince the other
scientists that the research is significant, valid and relevant to them. Like papers, the
presentations must report the motivation and outcome of the research and include ample

evidence to establish the validity of the outcome.

On the other hand, presentations are different from research papers in many ways. For
example, presentations have a more focused audience that comes to listen with a more specific
purpose. Audiences are more likely to interact with presenters. As a result, presentations have
a much different language style than that of research papers. In addition, oral presentations
involve more complicated interaction, including speech production and non-verbal

communication.

Yet much less attention is paid to teaching those skills necessary to develop a good oral or
poster presentation although writing a good journal article 1s on the curricula of many graduate

courses.

As it 1s described by some educators, much education for Chinese students has been in
Mandarin Chinese, which is also the official language used outside the classroom. For many of
them, exposure to English has been relatively limited. As a result, they feel uncomfortable and
uneasy when speaking English in front of their peers, let alone rﬁaking presentations in
international academic settings. After graduation, when they step into the professional world,
they are surprised to find that their employers are highly critical of their communication

C()mp(?tffn(re.

In the business world

Nowadays the importance of doing oral presentations is not only realized in the academic

world, but also in a student’s future professional life.

When referring to oral presentation skills, Cohen and Jensen (2000) start their article by
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saying, “It’s on every job description that’s ever been written by a biotechnology company:
‘Candidate must have excellent oral and written communication skills’” [italicized by writers ].
They continue by stating that *“the value of presentation [ italicized by writers | skills is
oftentimes overlooked” (Para. 1). Cohen and Jensen consider oral presentation skills “one of
the best ‘career enhancers’ that .. [one] can add to .. [one’s] collection of marketable

qualities” (Para. 3).

The skill of making oral presentations is critical for personal and career advancement. For
example, in business situations a working professional may often be required to make one
during a company or department meeting. One of the most common cases is when your boss
assigns you a certain project or task which you need to explain to the department or even the
entire organization. This requires a clear presentation to briefly convey relevant requirements,
plans and concerns. Sometimes, you may be asked to present to the company management

business reviews monthly, quarterly, or annually.

Usually in a sales or marketing company, business review presentations report the total
sales of the employees for the given period. Also, you may have to do a presentation if you

want to make a proposal or new plans for product promotions.

Even in the job-interview process, some organizations require the applicant to do a demo
for a specific position. The demo will serve as an assessment tool for the organization to decide

whether or not to hire the applicant.

As a matter of fact, it is widely acknowledged that skills needed to be learned in oral
presentations can also be used in a variety of other settings, such as preparing a seminar in
graduate school, preparing talks for international conferences, or organizing a dissertation
defense. They can also be applied in conducting a job interview, product launchings, project

application defense, selling products and services, and so on.

In the business world, there are already many books dealing with oral presentation skills.
However, it is often found that these are geared toward native speakers. Public speaking
manuals can provide some basic guidelines, but we feel that we need to focus on the needs of

students in China.

The very purpose of a presentation, no matter whether in academia or in the business
world, is to talk the audience into agreeing with its message. This comes directly from your

own efforts and skills.

12 A piece of advice from an experienced scholar

Professionals need to know the importance of making a good presentation. Basically, you

should make use of the opportunity it gives you to demonstrate that you are a mature

NN N7 S—
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professional. It is not easy to be speaking before a group of professionals.

This also explains why presentation skills are important.

Making presentations should not be regarded as an obligation; it is a
talent and a skill. You can carry the skill with you in whatever career path
you take and it is one of the skills that will take you one step up the ladder

of success in your carcer.

However, let’s first hear a piece of advice from an experienced

scholar.

Dr. Liu Chao is a well-known doctor of endocrinology as well as a
professor in Nanjing Medical University. As an experienced researcher, he completely
understands the importance of making oral presentations. However, once he attended a
presentation that he found quite disappointing, and he noted down his feelings in his Sinablog.

Read the following talk given by him and think about the questions that follow.

( ¢
BEHEWITARAE!
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(Source: http://blog. sina. com. cn/s/blog_4aff6{4601000cyc. html)
9 :
a'A~ Discuss

1. What do you think an effective presentation should be like?

2. What are some of the criticisms Dr. Liu made about the talk he listened to?

3. What do you think are the responsibility of a speaker to his audience and to his research
work?

4. What do you think of the advice given by Dr. Liu?



RSN I T T DR DR e - o8

5. Think of one recent presentation you have attended. What are some of the merits of that

presentation? Was there any room for improvement? What are some of the shortcomings
that needed to be corrected?

6. Think about the past presentations you have made. Is there any room for improvement?

13 Essential elements you should consider hefore preparing
a presentation

Mark Twain once observed that, “it usually takes
me more than 3 weeks to prepare a good impromptu
speech. ”You need to plan carefully and prepare your
oral presentation whenever you are asked to speak.
Time invested in planning will pay off as you develop,

rehearse and finally deliver a speech.

First, a student in the academic setting needs to understand that scientific papers differ

from oral presentations in at least three ways:

e presentations are more limited in space and time;
 presentations impose a different prosodic and thus pragmatic feature to the audience; and
e presentations normally incorporate a certain level of interaction between the presenter

and the audience.

These three differences affect the selection of a presentation’s content. Unless they are
recorded or broadcast, presentations have a more clearly defined audience than papers: They
are addressed to the people in the conference room right there at the moment of the conference.
The audience are more homogeneous than those of the papers. Papers can be forwarded in
unpredictable ways and may be read many years from now, so they should be lasting and
largely self-contained. In contrast, presentations can have more specific purposes. For
example, a presentation at a conference normally aims to present recent advances, whereas a
presentation at a Ph.D. symposium aims to inform other Ph. D. students (in other fields) of

one student’s line of research.

Given these differences between a scientific paper and an on-the-spot presentation, an
effective one must be based on careful, thorough and well-organized preparation so that the
presenter appears comfortable and at ease. Many people have expressed their views on the
necessary elements in making preparations for a presentation. Guark (2000) emphasized that
an awareness of the audience’s background—their needs and wants—and clarity of purpose,
are crucial elements for consideration in the planning process. Andeweg et al. (1998) noted

the importance of attracting and holding the audience’s attention as a key feature of the

..... R

introduction.
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In fact, for non-native English speakers, many people assume that a good command of
English is all that you need to make a good presentation. Rarely do they notice that even a
native speaker of English can have difficulty in presenting effectively. In other words,
language proficiency should not be regarded as the only requirement; preparation and
planning, good organization, body language and visual aids are equally important. Morita
(2000) found the native vs. non-native distinction did not influence the success or failure of a

presentation.

All in all, the success of a presentation should go beyond only language proficiency. This
section introduces several elements other than language skills a speaker needs to be aware of

before the presentation.

The presenter may have to take the following elements into account for a good
presentation: knowledge of audience, information about the place of the oral presentation, the
equipment used in the presentation, time (including when and how long the presenter is
allowed to talk) s whether it is necessary to have an assistant, some other essential things such

as clothes, body positions in the talk and so on.

Know the requirements

Are you being asked to read your entire research paper, or should you
summarize 1t?

Will you present to people who have already read your paper?

What are the minimum and maximum time limits?

Do you know how many people you will present to?

Where will you give the presentation?
What is the level of formality that is required?

Will you present to a group of peers or to a panel of academics?
Audience

Who is the audience? What age groups are they?

What are their educational and cultural backgrounds?
How many people will there be in the audience?

What are their positions in the organization or research

institution?

What background knowledge do they have about your
topic?
Do they have any particular interests?

How are you going to involve them in your presentation?
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When you analyze your audience, you may need to pay attention to not only their
professional background, but also their personal traits. Your audience will pay attention to
some things because they are members of a department or class; they’ll show particular
responses to other things because they have different likings, dislikings and orientations. You
have to keep both kinds of information in mind. Your analysis will suggest what you should say

or write, what you should not say, and the tone you should use.

Most conferences and symposia audience will be composed of both specialists and non-
specialists. The specialists will be highly knowledgeable in your field and will be able to give
you feedback on the specific details of your project. The non-specialists will not necessarily be
informed about the technical aspects of your field, but they will be intellectually curious and

well-educated, and they will be interested in the bigger-picture aspects of your project.

If you fail to consider your audience, you may find that your audience may show a variety

of feelings and responses as listed below:

* Alienated—if the presenter offends their value system;

* Insulted—if the presenter fails to acknowledge their existing knowledge and experience;

* Confused—if the presenter wrongly assumes the knowledge level of the audience;

* Bored—if the presenter fails to meet the needs of the audience;

e Frustrated—if the audience is ignored and is not given the chance to communicate with

the presenter.

(Source: http://www. brunel. ac. uk/learnhigher/ giving-oral- presentations/ considering- your-audience. html)

Place

Check beforehand, if you can, the place where you are
going to make your presentation.

Where will the presentation take place? How do you get
there?

How big is the room?

Do you know the seating arrangement of the room?

When is it open? If it is not open at the time when you get

there, do you know whom to turn to for the key?

Equipment

What equipment is there in the room? What equipment do you need?
Does the equipment work? If it does not, do you know how to find a technician?

Do you want to use your own laptop in the presentation? If for technical reasons, you
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cannot use yours. do you have a flash disk on hand with the presentation
n it?
Are you going to need a black or whiteboard? Do you need an

eraser?

Have you got chalk and / or a felt tip pen?

Do you need an overhead projector or a screen? Are they in place?

Is there a podium? Where are you going to put your notes /papers?

Can the information be seen?

Can you present the information and not get in the way of audience?

Do you need a laser pointer?

Will you need to dim the lights or draw the curtains? Who can help you do that?

Are you going to need handouts or any other documents? How many? Is there anybody
helping you distribute the handouts?

Do you need a microphone? How do you turn on and off the
microphone? How to adjust its volume?

Is there a laser pointer?

If you have to play an audio or video material, do you know how to

get the sound and image to work effectively?

If you have technical problems before the presentation, do you
know where to find audio-visual technician or session chair?
(Please refer to Exercise 1 for practice. )

N

Before the day of your presentation, you should figure out the details of the equipment in
the room where you are going to make the oral presentation. You need to know how to operate
the equipment. If you use PowerPoint, please have a backup copy on a disk in case of

emergency.

This may not usually happen. But sometimes it is on the safe side to make print duplicates

of your slides in case there is a problem with electricity.

Remember it will take a little time to set up your laptop and to get the audio-visual
equipment working properly. Usually the time will also be accounted for in your talk. In the
US, however, it is suggested that speakers get to the presentation room early enough to make

sure 1t 1s working.

In spite of the advanced development of Internet service in the world, please do not expect
Network connection to work in any room where you are going to make the oral presentation. If
you want to show web site information, prepare offline copies on a disk. Even if the location
DOES seem to have Internet connection, you had better work offline in case of a slow

connection.



