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Introduction to the Course

I. The Course: Whys and Hows

1. Oral presentation in English occurs every day in international
relations.

English is one of the most widely used languages in the world. It is natural for it
to be used as a means of international communication. Communication between and
among different peoples requires the use of a language known and used by both sides.
It is often through communication in English that people of different nations get to
know each other. Communication is, in general, the presentation and exchange of
information or ideas, and it occurs in most cases in speech. This means, oral

presentations in English are a daily occurrence in international relations.

2. Oral presentation is a communication skill that makes you
competitive.

In some countries the skill to make an oral presentation in English has long been
considered a must for educated people. By demonstrating your ability to present
yourself effectively in English to an audience, you show how proficient you are in
your work. You show how able and ready you are to plan, collect and organize your
information to meet the expectation of your audience, and how efficient you are in
completing your task and achieving your objective. Such ability may invariably put
you in a favorable position when it comes to employment or promotion.

This skill is being sought and desired in China today as the country is opening

up to the outside world. At work, educated Chinese are always expected to

Introduction to the Course
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communicate effectively with English-speaking people they are dealing with, whether
they be peers, superiors, subordinates, customers, clients, counterparts or people
they serve. The ability to give effective presentations in English will make you much
more competitive nowadays on occasions and in places when and where English is

spoken.

3. Oral presentation in English is a skill to be trained and
practised.

For the reasons discussed above, a course in oral presentation or public speaking
is offered at colleges and universities in many foreign countries, and now is offered in
China, too. It is not easy to master the ability to speak publicly and effectively,
which requires a great deal of training and practice. We started to offer a course of
oral presentation in English two years ago and ever since we have made many
significant improvements. Now we are using the classroom as a training ground
where students can practise in realife situations. This practice will help them to

develop a skill useful for the rest of their lives.

4. Oral presentation in English is a performance as well as a skill.

Oral presentations are often made with the help of visual aids. Presentations are
given by presenters in carefully structured sections to a chosen audience. There can
be numerous purposes for a presentation; to inform, to describe, to explain, to
promote or to persuade, to entertain or to express goodwill, to name but a few. At
the end of a presentation, the presenter may offer to answer any questions the
audience would like to ask. Feedback is thus obtained and the purpose, achieved.
Clearly then, a presentation is also a performance.

A presentation is a skill that involves performance. This course will tell you how
to prepare, practise and perform a good presentation for whatever purpose. For
example, if you have prepared an English essay describing the people you met or an
event you witnessed or heard about on a tour, you can make a presentation in oral
English with visuals accompanying it. This would be a vivid and effective way to
inform your audience about the people or event. There may be many instances in
which presentation skills may be required. When you talk about your graduation
paper or thesis, give the main ideas, arguments, supporting details with the assistance
of charts and graphs, photos and pictures to illustrate your points. When you respond
to an interview for a job, you should present yourself in an effective way. When you
introduce your school, institution, or company to visitors, you can give a
presentation to describe and to inform. When you wish to prove your ideas or

proposals to be correct or feasible, you can give a presentation to compare and
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contrast so as to convince or persuade your audience. If you are employed by a
company or an institution after graduation, you may often have to make an
informative and / or persuasive presentation about your new product or service to

win over those potential customers.

Il. Conversation, Presentation and Public Speaking

1. Presentation vs. conversation

Conversation and presentation are two different types of speaking. In
conversations, people usually speak face to face by turns. Each knows when and
where the other stops, when and where the other resumes. Conversations are
marked by this characteristic of turn-taking. You are a speaker and also a listener.
You change roles with your conversation partner. You listen, think and speak almost
at the same time. When you give a presentation, you speak to a larger group,
your audience. Usually, you will have a pre-determined topic, and you will spend
more time for your preparation and presentation. You will speak louder than usual
because you face a larger audience and want to be heard by them all. You will
generally not stop to interact with your audience members until the question time.

Therefore, it is essential that you ask yourself the following questions

Purpose: Why are you speaking? (What do | want my audience to know, think,
believe, or do as a result of my presentation? Given my purpose, how can | best focus
on my topic?)

Audience: Who are your audience? (How well do my audience know the topic? In what
ways can | make my presentation meet the needs of my audience?)

Credibility: Will what you are going to say be convincing? (What shall | do to
demonstrate my expertise/knowledge on this topic?)

Logistics: Where and when will you be speaking? (Does the occasion require special
adaptations?)

Content: What ideas and information should you include? (How much and what kind of
supporting materials do | need?)

Organization: How should you organize your thoughts? (How should I begin and end?)

Performance: How should you deliver your presentation? (What form of delivery is
appropriate for my purpose, for my audience, and for the setting?)

Introduction to the Course
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2. Presentation speaking vs. public speaking

Public speaking is yet another type of speaking you may practise or hear. It
occurs when speakers address public audiences in a community and / or an
organizational setting. Public speeches are usually open and accessible to the public
and the press, and are generally intended to affect people’s feelings and attitudes. In
contrast, presentation speaking is a much broader term, which refers to verbal and
nonverbal messages speakers use to convey meanings and establish relationships with
their audience. Following Engleberg & Day (7 —8), this book prefers the term
presentation speaking for three reasons:

First, presentations are more common than public speeches. You are much
more likely to be asked to make a presentation in smaller, private, or more
professional settings; for example, presenters teach classes, summarize sales strategies,
or report special plans. It is a broad term because it covers everything from small,
intimate talks in private settings to major speeches in front of large public audiences.
For this reason, the book uses the broader term, presentation speaking, to include
more formal types of speaking such as ceremony speeches. However, it still wishes to
focus your full attention to the kind of presentations you will most likely be asked to
give.

Second, presentations are less formal than public speeches. Generally, a public
speech is more formal than a private presentation. Presentations are normally
delivered from notes rather than written out and delivered word for word. Given
that most presentations take place in the work place, you are also more likely to use
visual aids during a presentation. Most public speakers simply stand behind a lectern
and speak.

Third, presentations are more important to employers. According to statistics
of a survey conducted by the National Association of Colleges and Employers in the
U.S. in 2000, employers were asked to rank in the survey, in order of importance,
a list of ten skills they sought in college graduates. The results showed oral
communication skills were first on the list. Oral communication skills include the
ability to present ideas and information to colleagues and clients. In fact, most
business settings use the term presentations rather than public speaking, and tend to

provide training sessions accordingly.

3. Presentation skills vs. language skills

In international exchanges, people are known to spend 85 to 90 percent of the
working day communicating, or presenting information or ideas. ( Quattrini; vii)
Therefore the ability to communicate well is extremely important. To develop an

ability to communicate may be difficult, but as has already been discussed, it is
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rewarding. The reasons are given in the above. One thing we must be aware of is
that a communication ability does not equate a language ability ; yet the former entails
and bases itself on the latter. For example, doing a greeting or exchanging greetings is a
presentation skill, while how to do it, saying “good morning, ladies and gentlemen” , for
example, is a language skill. Effective presentations therefore require a simultaneous
development of the two abilities. However, given more practice, you can rest

assured that this course on presentation will help you to achieve that goal.

1. The Textbook

In view of whatever purposes you may hope to achieve in your presentations,
we have arranged this textbook into three volumes, each having its own major
emphasis ;

Volume 1 Informative presentations: The informative presentation is one
of the major forms of presentation. The presentation itself has its own structure. It
has its beginning, middle and ending; or its introduction, main messages and
conclusion. The presentation is often given in such situations as conferences,
seminars, meetings, briefings, talks and workshops, and even in everyday life. It
also has an aim to give information, ideas, or facts. It achieves its aim by describing,
explaining, showing, clarifying, reporting, or analysing. An informative
presentation may cover topics such as people, objects, organizations, institutions,
processes, events, places, and concepts. For example, if a presentation deals with a
person, it may describe his looks, constitution, characteristics, personality, and his
feats or achievements. For an object, it might describe its size, colour, shape,
material, and function. With regard to an institution, the presentation may trace its
history, describe its development, applaud its accomplishments and look ahead to its
future. In the case of a process, or procedure, the presenter may explain the various
steps of a given operation.

While informative presentations will take the bulk of Volume 1, presentations of
introduction and goodwill presentations will also be dealt with, as these presentations
are two sub-types of the informative presentation. When there is a need to emphasize
the presenter’s authority and credibility on his topic, it is helpful for the host to give
a presentation of introduction. Goodwill presentations are usually given in honour of
a person or a group, who has made great contributions in the field. They are likely
to occur at a dinner party where the presenter proposes a toast, or at a special event

such as an awarding or a commencement ceremony.
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