Presentations and Public Speaking in English

Part One.  PREPARATION

Good preparation is very important. Good preparation and planning will give you confidence. Your audience will feel your confidence and have confidence in you. 

Consider these points when preparing:

Audience 

‘Who am I making this presentation to?’
How many people? Who are they? 

Venue 

‘Where am I making this presentation?’
A small hotel meeting-room or a large conference hall? Seating arrangements?

Time and length 

‘When am I making this presentation and how long will it be?’
Will it be 5 minutes or 1 hour? What time of day?
Method 

‘How should I make this presentation?’
Formal or informal? With or without stories and humor?

Content 

‘What should I say?’
How much information should I include?
Other things to consider:  

Notes 

Do not read your presentation!  Reading a text is boring and will put your audience to sleep! Use notes to remember everything you need to say. Try writing notes on small cards to remind you of what to say.
Rehearsal 

Practice your presentation two or three times so that you:

· become more familiar with what you want to say

- practice difficult pronunciations

· check the time that your presentation takes 
Part Two.  DELIVERY

'Delivery' is the way in which you actually deliver or give your presentation. Delivery is as important as content.

Nerves 

Most speakers are a little nervous at the beginning of a presentation. So it is normal if you are nervous. At the beginning of your presentation, try to speak slowly and calmly. After a few moments, you will relax and gain confidence.

Audience Rapport 

You need to build a warm and friendly relationship with your audience. Be careful to establish eye contact with each member of your audience. Each person should feel that you are speaking directly to him or her.

Body Language 

What you do not say is at least as important as what you do say. Your body is speaking to your audience even before you open your mouth. Stand up straight, move around a little but not too much, and smile sometimes.  

Voice quality 

Your audience must be able to hear you clearly. In general, you should try to vary your voice. Your voice will then be more interesting for your audience. You can vary your voice in at least three ways:

· speed: you can speak at normal speed, you can speak faster, you can speak more slowly, and you can stop completely! Silence is a very good technique for gaining your audience's attention.

· intonation: you can change the pitch of your voice. You can speak in a high tone. You can speak in a low tone.

· volume: you can speak at normal volume, you can speak loudly and you can speak quietly. Lowering your voice and speaking quietly can again attract your audience's interest.

Visual aids

80% of what we learn is learned visually (what we see) and only 20% is learned aurally (what we hear). Try to use visual aids (pictures, charts, graphs, etc.) to support your presentation.
Part 3.  LANGUAGE

Important phrases
Use some of these expressions to help your listeners follow the various parts of your presentation.

Introducing the subject:

"I'd like to start by..."

"Let's begin by..."

"First of all, I'll..."

Finishing a subject:

"Well, I've told you about..."

"That's all I have to say about..."

"We've looked at..."

Starting another subject:

"Now we'll move on to..."

"Let me turn now to..."

"Next..."

Analyzing a point and giving recommendations:

"Where does that lead us?"

"Let's consider this in more detail..."

"What does this mean for ….. ?"

Giving examples:

"For example,..."

"A good example of this is..."

"As an illustration,..."

Dealing with questions:

"We'll be examining this point in more detail later on..."

"I'd like to deal with this question later, if I may..."

"I'll come back to this question later in my talk..."

Summarizing and concluding:

"In conclusion,..."

"Ok, let's sum up."

"I'd like now to recap..."

Ordering:

"First...second...third...last..."

"First of all...then...next...after that...finally..."

"To start with...later...to finish up..."

