
Giving a successful
presentation

Preparation

brainstorming
researching information

processing information

making a plan

attentiongetter

story

question

joke

object

introduction of main message

opening

body
point 1

point 2

point 3

conclusion

audience involvement

visuals & presentation aids

note cards

handouts

important points

vocabulary

"roadmap"

audience tasks questions

quiz

checklist

"test run"

Delivery

Body language & gestures

appearance

facial expressions

smile

eye contact

posture

Voice

volume low

soft

pace slow

fast

inflection rising

falling

tone encouraging

humorous

articulation

pauses

emphasis

Choice of words

basic vocabulary

vivid pictures

clear transitions

acronyms

quotations

questions

metaphores & similes
Content

clear, concise & interesting

logical progression of ideas

supporting information

alternative points of view

accurate & current information

primary sources

indication of sources

reference to presentation aids

Subject knowledge

capability to answer questions

additional explanations & examples

appropriate participant activities

Presentation aids

Visuals

OH transparencies

posters

computer software

slides

charts

pictures

video tapes

handouts

note cards

Equipment

OH projector

computer projector

slide projector

flip chartpencils

markers

paper

pointer

monitor

screen

video camera

black & white board

microphone

extension cord

Creating effective visuals

simple & easy to understand

clear focus

main idea & supporting details

use of space

use of colour

original & creative

text elements

appropriate length

readability

font size

print type

indentations

background colours

correctnessgrammar

spelling

punctuation

graphics

Evaluation

self assessmentchecklists

peer feedback

rubrics

observation sheets

verbal feedback
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