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Oral presentation

... Speaking formally or informally to a group

of strangers or friends and acquaintances
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Persuade

Motivate |
action

Inform

Purpose of Oral
Presentation

Demonstrate



Manuscript Impromptu

TYPES OF ORAL
PRESENTATION

Memorized Extemporaneous




.

Manuscript-- the message is written in full and will be read
aloud to the audience

Impromptu-- little or no planning before the presentation

Memorised-- writing the completed content and memorizing it
in advanced

Extemporaneous--careful preparation of content using an
outline, note cards and visual aids and practice
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Preparing for Oral Presentation

. } Choose structure
of presentation

Set aims and Research

objectives audience

Rehearse Prepare visual

: , Prepare scripts
presentation aids

Prepare ’ Deliver
presentation +

presentation area | Handle questions
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Outline of Oral Presentation

. Body of :
Introduction i b Closing
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Steps in Introduction

Acknowledge the
chairperson

Describe outline
of presentation

State the length
of talk

Introduce self /

Greet audience co-presenters

State
purpose/objectives
of Presentation

Announce your
title/topic

Tell about
Question-Answer
session
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Impressive or

Anecdote

significant
statistics |
\ Useful

Attention
Grabbers
for
Introduction

Question that
can stimulate
thinking

N\

Quotation
from expert or
authority

\
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What to include in Body

back up all the claims made at the start
develop arguments

connect all points

use visual aids to clarify difficult points




Ways to

Support Key
Points in Body

: Testimonials
Analogies

Demonstrations
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Purpose of Closing

Summarise Conclude
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P Show )

reality

Reinforce

Qrmaﬁon

_

Link ideas

Compare

\ A Purpose of
Visual Aids

@ ~ _ o

Introduce llustrate
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Tips for Using Visual Aids

ehearse -
prepared many
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Ways to Use Visual Aids

Introduce Visual

Relate to Meaning
of Visual

Check with
Audience

Focus Attention

®UIM
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Eye contact

Stance, Facial
posture expression

3

Delivering
A
Presentation

Voice control,
intonation,

stress pattern

Speed, pace

3




