	
	
	


SPEAKING SKILLS – ORAL PRESENTATION SKILLS AND LANGUAGE
Preparation

1. Planning – plan your presentation carefully.  Think about the different stages in preparing your presentation

2. Objectives – think about why you are making the presentation.  Do you want to inform, persuade, train or entertain your audience?

3. Audience – who will be listening to your presentation?  What do they know?  What will they be interested in?

4. Content- be selective.  Choose relevant and appropriate information.  Do not try to include everything you know.

5. Organisation – your presentation must have a clear and coherent structure with a logical introduction + main body + conclusion.  
6. Approach – tell your audience what you are going to talk about, talk about it, and then tell your audience what you have talked about.  Develop your points in an interesting and varied way: use visuals, figures and examples.

7. Power point – use key words on each slide to focus the audience’s attention on the subject you are speaking on.  Do not write everything you are going to say. Do not overuse animation. Make sure your slides are clear.
8. Visual aids – use charts, diagrams, pictures etc… to make your presentation more attractive.  However, visuals must be relevant and should not distract from your main ideas.

9. Practise – practise your presentation as many times as you can.  Time it to make sure it is not too long or too short.  Get other people to listen and give you feedback.

10. Questions – prepare for questions.  Try to think of the kinds of questions your audience might ask and prepare answers to them.
Delivery

1. Nerves – you will be nervous (most people are) but try not to speak too fast.  Try to memorise the introduction to give you confidence at the start.
2. Audience engagement – you should try to make your audience interested by engaging with them.  Be enthusiastic, look around at your audience, and make eye contact.

3. Body language – stand do not sit; be positive in your body language do not just stand still.  However, do not use too much body language and be careful of negative hand signals or mannerisms. Again get other people to watch you practise.

4. Voice – speak slowly, clearly and audibly.  Vary your intonation.

5. Audience reactions – deal with questions politely; repeat or rephrase the question to make sure you have understood it and that the rest of the audience has heard it.

Language

1. Simplicity – use short words and sentences you are comfortable with.
2. Clarity – do not use lots of jargon or other technical terms.
3. Signposting – indicate when you have finished one section and are moving on to another.  Give the audience clear signals or signposts as you go along.

4. Accuracy – check your English is correct.  You will need to check grammar, vocabulary and pronunciation.

Useful language for presentations
Introductions
Today I would like to talk about …
My presentation will be about …

The subject of this presentation is…

I will begin by talking about…, then I will discuss…, next I will examine…, finally ….

Main body

There are three main areas I would like to discuss/present/talk about…

Firstly…

Secondly…

Thirdly…

Next…

Finally…

Lastly…

Now I have finished talking about…I will move on to a discussion of …
Examples 

Let me give an example …

To illustrate this point …

For instance…

An example of this is…

Adding

In addition…

I would just like to add…

Another point is…

Opposition

On the other hand…

In contrast…

However…

Conclusions
In conclusion…
To sum up…

My main points have been …

Questions

Any questions?

Does anyone have any questions?

That’s a good point and I think…

I am not sure I understand you.  Could you repeat your question?

So what you are asking is…
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