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Unit One Planning Your Presentation

This unit is designed to offer you the opportunity to:
» Understand the need for effective presentations;
> Assess your own strengths and weaknesses to meet the need;
> Learn how to conquer stage fright, nervousness and anxiety;
» Understand important issues of presentation.

Preparation is everything! With good preparation and planning you will be
totally confident and less nervous. And your audience will feel your confidence.
Your audience, too, will be confident in you. And this will give you control of your
audience and of your presentation. With control, you will be “in charge” and your

audience will listen positively to your message.

1.1 Definition of presentation

1.1.1 What is a presentation?

Presentation is the practice of showing and explaining the content of a topic to
an audience or learner. A presentation is a formal talk to one or more people to
“present” ideas or information in a clear, structured way. All presentations have a
common objective. People give presentations because they want to communicate in
order to:

» inform

> train

» persuade

> sell

A successful presentation is one of the most effective ways of communicating
your message. And because English is so widely used in social, economic and
cultural exchanges, a working knowledge. of the vocabulary and techniques used in

an English language presentation is a valuable asset.
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1.1.2 How important is a presentation?

Regardless of who you are and what type of job you currently have or plan to
have, there is a good chance that one day you will be required to make a
presentation at one time or another. And sometimes when you have to speak in
front of others, it can be one of the most important events in your life. Whatever
the purpose, you need to be prepared for that day. The events include:

> A key report to your company’s big cheese

»> A presentation to your critical colleagues

> A pep talk to some teenagers

> A toast at your best friend’s wedding

» A training that you are asked to do

> A motivational talk to your staff

» Making a professional sales pitch

There are also a number of different situations in which you will need to
communicate orally in English on your academic courses. In academic culture, you
need to clearly express your views on different issues related to your subject. These
views are often based on a critical reading and evaluation of written texts. The more
you study and engage with your subject areas, the more your ideas will develop and
change. This will help you develop your critical thinking skills, which is a key part
of academic study. It is also important that you develop the language skills that will
enable you to express your ideas most effectively.

Presentation is a skill that everyone needs to learn for the following reasons:

» Practical benefits: Almost everyone will be involved in presentation in some
form at some point in our lives, so we need to be well-prepared.

» Academic benefits: Students may be required to make presentations in oral
English classes or oral defense. Researchers may present papers at seminars or
conferences.

> Professional benefits: Employers consistently rank presentations and related
communication skills as one of the top skills they look for in employees.

To summarize, being an effective public speaker gives you the tools to make a
difference in your academic community, business. Presentation skills not only
develop confidence in front of audience, but also ability to think quickly, clearly
and analytically.

Everyone speaks publicly—at one time or another! Make your presentation
count!
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Tasks

1. Students may have to give preSentations individually, or as part of a group
presentation, Why are students asked to give presentations? Which of the following do
you agree most? _

» It offers an opportunity for you to do some independent research on a topic.

> It gives you the chance to work together with other students in a small team.

» It will develop your verbal communication skills.

» It will help you prepare for careers where you will have to give presentations

occasionally.

I. How do you think the learning of presentation skills can help you with your
personal life, as well as academic and professional goals?

Il. Your experience of speaking publicly.

1. Below is a list of some of the situations which require you to speak publicly.
Which of them do you or will you have experience of, either in your own language
or in English? Put a check (v) in the appropriate box.

Situations English Chinese

Giving a formal presentation in class

Discussing and giving your opinion in a seminar on
pre-assigned articles you have read

Participating in a seminar (group discussion)

Speaking in a speech contest

Making an election speech

Making an oral defense for your thesis

Presenting a research paper at a conference

Reporting at a company’s annual meeting

Others (Please state)

2. Compare your experiences with your partner. Give details of;

a. where you had each experience;

b. how it was structured (e. g. . how many students were involved and how long
the speaking turns were); ‘

c. what kinds of topics you covered;
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d. how you felt over the speech;
e. how the audience reacted to your speech.

3. Now discuss which of the situation in activity 1 you find, or think you will
find, the most difficult to do in English. Can you say why?

1.2 Differences between conversation and presentation

Passive attention of a group is quite different from give-and-take of a
conversation. Presentation is less fluid and interactive than conversation. In a
conversation you talk and listen in an easy exchange. In presentation the only
response you can expect from the audience is restless movement, laughter, clapping
or nerve-wracking silence. All faces stare at you as if in judgment. It’s hardly the
same as a friendly conversation.

The next difference lies in the space between you and the audience. In
conversation you are usually seated or standing closely to the person to whom you
are speaking. You look into his/her eyes or face; you rarely look at his/her entirely
body, or many bodies, as you do in front of a group. In presentations the space
between you and the audience can be disconcerting if you are not used to it because
you unconsciously miss the physical closeness of a conversation. Some may find this
extremely threatening and have a feeling of disassociation. Compounding the
dilemma, since your heart is beating very fast, you have a tendency to speak more
quickly. As a matter of fact this is precisely what you should not do—the distance
between you and the audience calls for a slower space.

In addition, a presentation has a specific agenda, and your responsibility is
totally different from your role in verbal exchanges. Unless there is a question-and-
answer segment, as the leader of the group, you are engaged in a monologue with
little, if any, feedback. If you have any doubt about your right to be a leader, this
uncertainty brings up unsettling issues: low self-esteem and all of the feelings of
shame and self-dislike that accompany this situation.

In terms of verbal and non-verbal communication, presentation is more formal
than conversation. The slang or casual language often used in conversation is not
appropriate for presentation. - The non-verbal communication of presentation is also
more formal. People engaged in a conversation often sit or stand close together,
gesture spontaneously, and sometimes move about restlessly. Although presenters
may use extemporaneous gestures while speaking, they also plan and rehearse some
gestures and movement to highlight important parts of their speeches and make their
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speeches forceful.

Another important difference between presentations and conversations is one’s
mind-set. In conversations your attention is out-directed as you listen to what your
partner is saying. When you make a presentation in front of a group of people,
however, different rules apply. You must shift your customary social behavior to
the state of inner-attention. The shift will allow you to concentrate properly on your
agenda while the audience observes and evaluates you. This ability to focus within
the context empowers the speaker with the stability to withstand the scrutiny of the
audience. The audience presses in; the speaker stands his ground. If you can
withstand this kind of pressure, you will own your role as a leader. As your talk
progresses, your steadfast concentration draws the audience to you, and a magnetic
field is created. Thus, the audience is completely engaged. ’

Tasks

I. Work with a partner, Fill in the following form with differences between a
presentation and a conversation. Add more to the form if possible.

4

Presentation . Conversation

Response

Space

Role

Verbal & Non-verbal
Communication

Attention

Others

I. Watch a presentation, In what ways does this speech seem more formal,
structured, or intentional than would a conversation with this same speaker?

1.3 The presentation process

You’ll probably have a number of opportunities to make oral presentations at
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university. These can take place informally or formally and sometimes be assessed
by your audience. You will usually start with short, informal presentations and
gradually build up. Look on each presentation positively as an opportunity to
enhance your technique and confidence. You’ll find that both develop a great deal
through practice, and presentation skills will benefit you later on as they are
beco;ning an essential part of working life.

An oral presentation can be to a small group of fellow students who are well
known to you, or a large group of people you have never met before. Whatever the

situation, the processes you must go through are the same. .
Setting your R hin Choosing the
aims and yoze:u!;em‘%e structure of your
objectives ; e _ presentation
Preparing the :: : Rt Preparing 2?
presentation N any visual

Pcsion

area aids

1.4 Coping effectively with presentation anxiety

1.4.1 Symptoms of presentation anxiety

Almost every of us have some level of public speaking apprehension. Do you
suffer from any of the following in public speaking?

» Lack of confidence

» Profuse sweat

» Uncontrollable nerves

> A racing heartbeat

» Dizziness

» Breathing problems

Signs of presentation anxiety vary from individual to individual, ranging from
physical, emotional to cognitive. Physical signs range from stomach aches, flushed
skin, shaking, light-headedness, sweaty palms, accelerated heart rate, memory loss
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and even difficulty in breathing to verbal disfluencies including stuttering and
vocalized pauses (like, “you know”, “ah”, “um”, and so forth): Presenters may
show emotional symptoms like feeling anxious, worried or upset before the delivery
of presentations. Cognitive signs are usually displayed by some negative thought
patterns. A highly apprehensive person might dwell on thoughts such as “I’'m going
to make a fool of myself.”

Studies have revealed what most of us already knew:. people are afraid of
speaking in public. It is found that a large percentage of people claim that public
speaking is their biggest fear. If it is the case, then that means we’re not alone at
feeling scared when we stand in front of an audience. That should be some
consolation, at least.

Another thing that should make you feel better about your fear is to realize it’s
physically normal. When the human body gets ready for any big event, it starts
sending out signals which cause bursts of adrenaline to be released. It is the
adrenaline that causes all of the symptoms associated with speech anxiety, including
having sweaty palms, feeling flushed, having a pulse rate, etc. Everyone, including
accomplished professionals in music, athletics, and politics, experience the exact
same thing before a performance. Some of the world’s most famous presenters have
freely admitted to nervousness and stage fright. Mark Twain said it best, “There are
two types of speakers: those that are nervous and those that are liars.”

1.4.2 Tips to overcome stage fear

It is good to realize that your anxiety is a natural reaction and that millions of
people, including the majority of people in your audience, have the same fear. But
it doesn’t help you relax. Here are a few additional tips that will lessen your speech
anxiety. The more you practice and prepare, the more comfortable you will be with
your presentation.

® Prepare for your speech

Nothing will relax you more than to know you are properly prepared. It is
extremely important to have a thorough understanding of your topic. Knowing a
great deal about the topic will enable you to overcome public speaking anxiety and
will convey to the audience your interest and passion for the material. Also, by
immersing yourself in the topic, you actually shift the focus off yourself and onto
the message, moderating much of the self-consciousness that is associated with
public speaking anxiety.

® Recognize the importance of introduction ‘

Getting off to a good start can be an important boost. Pause to arrange your
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notes and get oriented. Smile. Start slowly. Seek an early favorable response from
the audience—perhaps with an anecdote, a reference to someone in the audience,
acknowledgement of common interests, or a rhetorical question. Do not speak
rapidly. Positive audience feedback can boost confidence quickly. '

® Visualize yourself speaking

Prior to giving your speech, imagine the execution of your speech in its
entirety: Envision yourself exuding complete confidence as you walk to the podium
and initiate your delivery. See yourself speaking slowly and concisely, making eye
contact with individuals as you move from one audience member to another. Picture
your audience to be warm and receptive. Anticipate problem areas and/or mistakes
and imagine yourself moving through them gracefully and without incident. If you
close your eyes and visualize yourself successfully delivering the speech, you will
literally trick your brain into believing you’ve done it and you won’t feel as nervous.

@ Utilize notes/outline

Well designed outlines and/or notes are acceptable and expected. However,
notes should not be read verbatim, and should only be used as reference. Many
people suffering from public speaking anxiety (stage fright) will use notes as a
distraction from making eye contact with their audience. This makes them look
unprepared. Rather, design your outline/notes as such; Write out your introduction
in full, because this is when your public speaking anxiety will be at its peak. Use
symbols for key points. Write out transitional sentences in full to avoid abrupt
transitions and/or uncomfortable pauses (this will also avoid the “ummms” and
“ahhhs” you might feel compelled to use while you are gathering your wits). Write
your conclusion in full as well, as this will be the summary of your message, and
should be communicated clearly. This does not mean reading directly from your
notes, but rather, acts as the insurance against forgetting valuable information.

® Practice

A substantial part of overcoming public speaking anxiety is rehearsing your
speech out loud repeatedly until you feel that you know it virtually by heart, and
recite it with ease. Practicing in front of family and/or friends can also help
tremendously, as can rehearse your speech in front of a mirror. Practice is the best
time”to make revisions, smooth out transitions and create pauses if necessary. The
fine line here, however, is not to memorize it to the point that it comes across as
rehearsed; remember to speak in conversational tones, as though you are talking
with a friend. Reading your speech verbatim will only highlight your nervousness of
speech to your audience.
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@ Realize that no one can see your nervousness

Even though we’re extremely nervous, we don’t'want anyone in the audience to
know that we are. The more we worry that they can know, the more nervous we
become. You need to realize that most of your nervousness is invisible to the
audience. To them, you just seem to be calmly presenting your speech.

® Don’t apologize for being nervous

While many professionals are divided on this as a tool for overcoming public
speaking anxiety, this will ultimately be your call as the speaker. Admitting you are
a little nervous may lighten up some of the tension you are experiencing, and some
feel that it breaks the ice with the audience. However, this admission could bring
unnecessary attention to your public speaking anxiety that the audience probably
would not have noticed anyway. There is a term referred to as “the illusion of
transparency” that suggests that those suffering from public speaking anxiety
perceive themselves to be transparent; hence, they believe that their audience is
able to detect all their fear of public speaking anxiety that they may be
experiencing. However, it is important to remember that this is rarely the case.
Remember that your audience wants you to succeed, and they are not there to
scrutinize or criticize. .

® Understand that mistakes are going to happen

No matter how much you prepare and practice, mistakes will happen. While we
may be devastated if we screw something up during our speech, the truth is that the
audience will only realize that you’ve made an error if you draw it to their
attention. Instead of making a big deal out of the error, you should simply take a
deep breath, collect your thoughts, and keep moving on as if nothing ever
happened.

If the fear of public speaking causes you to prepare more, then the fear of
speaking serves as it’s own best antidote. Remember, “He who fails to prepare is

preparing for failure—so Prepare, Prepare, Prepare.”

I . Identify whether the following statements are helpful or not for managing your
presentation anxiety. Why or why not? .
a. You arrive early and walk around the room including the speaking area.

Stand at the lectern, and speak into the microphone. Walk around where



