PRESENTATION SKILLS
There are a number of criteria whereby a presentation by an individual or group of students can be assessed:

Content - this is obvious and often the aspect students concentrate on. However, it may be necessary to work out what aspects of the research are suitable for presentation. This may require selection of just a part of the information available. The following need to be considered:

· how much time is available - do not plan to use all the time allocated - a couple of minutes should be used for an introduction and to sum up at the end, also a little time should be left for questions e.g. if 20 minutes are allowed, then plan to speak for no more than 15 minutes.

· what will the audience know already - don’t waste time, and loose their interest, by telling them things they already know, but be careful not to take too much for granted (check abbreviations etc.)

· presentation techniques - avoid a solid block of talk - try to find some variety. If this involves illustration, allow time for the audience to absorb each slide or over head but don’t use too many. Variety can be added if there is more than one speaker, however allow a little extra time for the change-over and ensure there is a smooth transition. In a short presentation there should not be more than three speakers.

 Voice - Work out exactly what is going to be said in advance so that timing can be adjusted, it is also a good idea to practice the presentation:

· speak clearly and sufficiently loudly, but don’t shout! 

· don’t read - try to become familiar with the content that you do not need to read from notes; prompt cards with just the key points will keep the presentation to the point.

· check the pace in a practice session - not too fast, preferably with some variation. Slow down when using visual aids - particularly tables of data

· look at the audience - details will need to be checked from time to time but avoid spending the entire presentation buried behind sheets of notes. Whilst using visual aids remember it is still important to direct comments to the audience - avoid turning away from them and speaking to the screen! It may help if another member of the group points out details on the screen. If using a pointer, indicate on the OHP not the screen.

· try to achieve some interaction with the audience - try a question to start the talk, or check that points are understood

Interest - if the research has been done well then the presentation should have something interesting to convey, but remember maintaining interest is partly a matter of organisation. It will help if the talk is preceded by a brief outline at the beginning so that the audience knows what to expect - clear changes in topic can be marked by a change in speaker. Decide what was the most interesting finding of the work, and build the talk around that point.

Visual Aids - these not only help provide variety, but may also be the best means of conveying your point quickly. Think about maps for spatial information, tables for data summaries etc. Remember make all diagrams clear - use bold print, thick pen etc. Also remember that acetate usually comes in A4 sheets but the OHP screen is square - check that your diagrams are the right size for display. It is possible to photocopy onto acetate, but if colour is required OHP’s are expensive either photocopies or direct from a colour printer, and slides are probably the only viable option. The problem with slides is that they do take a long time to get prepared and during the presentation it will probably be necessary to use a black out and what if there is not one in the room being used? If the presentation is short then slides are not a good idea!

Appearance - think about how you will appear at the front of the room. You want the audience to notice you and to listen to what you are saying. Dress neatly, stand up straight, keep relatively still, you are not doing the weather forecast so keep your arms under control. No scratching of head, ears, nose or any other part of the anatomy! Clowning to get a cheap laugh will be at the cost of the assessment in other areas, however gentle, relevant humour does gain interest and does demonstrate understanding of the topic.

PRESENTATION SKILLS

Content 

· how much time is available 

· what will the audience know already 

· presentation techniques
· introduction; group, topic, why it’s good, contents
· structure the main body of the talk logically
· use visual aids
· strong conclusion and how work could be improved
· questions
 Voice 
· speak clearly, be confident, enthusiastic 

· don’t read 

· check the pace 

· look at the audience 

· interaction with the audience 

Interest 
· make use of examples

· gentle humour
· be confident

· quick, slick changes in speaker
Visual Aids 

· clear and simple
· don’t turn your back on the audience
· practice use of OHP projector
Appearance 

· don’t slouch

· smile, be happy!!!! (everyone feels just like you)

Presentation Assessment

Skill/Attribute
Comments
Max.

Mark
Mark

Content




Clean opening and closing

8


Explanation of what was done: methodology

Clarity,

8


Analysis of what was done, appropriate techniques

8


Self-criticism of methods

8


Results

8


Quality and use of visual aids

10




50


Skill




Familiarity: speaking rather than reading

5


Using Cards or other prompts

5


Clear and audible

10


Interaction with audience

5


Team work and organisation

10


Context: introduce group, provision of overview etc.

5


Timing: keeping to limit

5


Interest

5




50


