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How to give an oral presentation
Giving an oral presentation is often a frightening experience for students, especially for those who are nervous about public speaking. There are no hard and fast rules for preparing and giving a talk, but here are a few simple guidelines that may help you. The guidelines are really directed at a scientific talk so therefore not all sections will necessarily be applicable to your particular talk 

TIPS FOR CONSTRUCTING A TALK

A. Introduction

1. ‘The mystery’ (general purpose of the talk or study). What’s the anticipated outcome?
2. ‘The background’

· Include some relevant background material to inform all listeners.

· Where appropriate include limitations of past information, techniques, experiments or studies.

· How previous work or studies may have raised current questions or ideas.

3. Define an aim or objective. Include a hypothesis where appropriate.
4. Explain the approach to be taken and why.

B. Methods

1. Briefly explain any techniques or methodologies used. Do not go into lots of detail unless the talk depends on this.
C. Results and Interpretation

1. Explain the results of a small number of key experiments or objectives clearly. If time is short, give the main important points. For instance, present the results without experiments rather than unclear experiments.

2. Avoid or explain jargon.

3. Avoid detailed tables whenever possible.

4. Never show data or information you don’t discuss.

5. Make simple, clear and colourful figures.

6. Try and involve the audience in the problem if appropriate.

D. Conclusion

1. Define the conclusions of your study or presentation.

2. Did you accept or reject your hypothesis / meet your aims and objectives.

USING POWERPOINT (or Transparency overheads)
1. Remember always to have just enough slides/overheads to get your main points across. A rule of thumb is roughly one for each minute of time allotted for your talk. If you have too many slides or overheads, the talk will often become rushed and difficult to follow. Too few and you might not say enough for your message to get across to the audience.
2. Try to put only a small amount of information on each slide/overhead. Graphs with a dozen or so crossing lines and tables with at least 100 entries are very ineffective and confusing. Unclear presentation/explanation of data usually pre-empts penetrating questions from the audience. 
3. Always try to use a large font size (e.g. at least 20 pt for slides). Remember you are not just directing your talk to those sitting in the front two rows.

4. If using overheads (unusual nowadays) make sure that they are all the correct way up and the right way round.

5. Do not stand in front of the projection screen or projecting equipment.

PRESENTATION

1. Always organise your talk in advance. Don’t leave your preparation to when your name is about to be announced by the Chair. For some people, writing the full talk out beforehand is useful (you can add your narration to each slide in PowerPoint), although don’t read the prepared script word for word, as this may send the audience to sleep – especially if it directly follows lunch. Also, it indicates that you are not familiar with your work. As you become more practiced your preparation techniques may change.   
2. Always rehearse your talk beforehand even if only briefly. Talks that are given spontaneously are not usually that good unless you are a well-practised speaker. Clear organisation of a talk is always important, as you don’t want to leave it as an exercise for the listener to assemble your thoughts properly and make some sense out of what you say.

3. Try to focus on the main points of each slide/overhead and avoid irrelevant details. If it helps you remember, include words on the slides that jog your memory.
4. Try not to face the projection screen, mumble or speak with a monotone voice. As for speed, avoid sending your audience asleep by speaking slowly; however, also try not to talk so fast that your talk is rushed and the audience is left confused.

5. If you are using a laser pointer, do not wave it around the room (especially avoid peoples eyes). If your hands are prone to shaking, try using small circular motions when pointing out particular aspects of a slide/overhead. If using a wooden board pointer, placing the tip on the screen/board will steady any shakes.

6. Keep to time! It is better not to use quite all your allotted time, because if you overrun, the Chair will be forced to cut you off (it does happen!) and you will lose your question time.
7. Finally try to show interest in your subject and, if you can, enjoy yourself!
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