Making an Effective Oral Presentation

Getting Attention

· Catchy Introduction, Capture audience’s attention

· Finish with strong conclusion

· Thank the audience for their time

Non-verbal Communication

· Make eye contact with audience

· Use facial expressions to add interest and emphasize point

· Use gestures to emphasize point and hold attention of audience

· Dress appropriately

Integrating Visuals or Technology

· Use appropriate visuals

· Use visuals to support content

· Make sure visuals are large enough 

· Make sure visuals are simple and implicit

· Visuals should include words or phrases, not sentences

· Do not overuse technology

· Plan for problems with equipment

· Presentation tools can include: chalkboard, charts, slides, overheads, videos, computer presentations

· Provide handouts at conclusion of presentation so people will not be distracted

Audience Interaction

· Read audience during presentation to gauge their reactions

· Make changes in presentation delivery if losing interest of audience

· Ask for questions at end of presentation or major points

· Keep presentation flowing

Verbal Communication

· Exclude OK, um, you-know

· Be friendly and expressive

· Speak slowly and clearly

· Vary rate, volume, and pitch of voice to hold interest

· Properly pronounce all words

· Do not apologize or point out mistakes

· Keep voice steady and natural

· Avoid use of long, wordy sentences

· Do not overuse (industry) jargon unless you know audience is familiar with terms 

· Do not memorize presentation, Let it flow naturally

· Do not let interruptions disrupt your composure

· Rehearse your presentation until you are comfortable with it

