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W[ 120 wriming In COLLEGE AND BEYOND COLLEGE = Oral presentations

2. Making the focus and organization

of your presentation explicit

Select two or three ideas that you most want your audience to hear—
and remember. Make these ideas the focus of your presentation, and
let your audience know what to expect by previewing the content of
your presentation—“I intend to make three points about fraternities
on campus”—and then listing the three points.

The phrase “to make three points” signals a topical organization.
Other common organizational patterns include chronological (at first. . .
later . . . in the end), causal (because of that . . . then this follows), and
problem-solution (given the situation . . . then this set of proposals). A
question-answer format also works well, either as an overall strategy or
as part of another organizational pattern,

3. Being direct
What your audience hears and remembers has as much to do with how
you communicate your message as it does with what you say. Use a

direct, simple style:
= Choose basic sentence structures.
= Repeat key terms. 3
= Pay attention to the rhythm of your speech,
= Don’t be afraid to use the pronouns I, you, and we.

Notice how applying these principles transforms the following writ-
ten sentence into a group of sentences appropriate for oral presentation:

WRITTEN

Although the claim that writing increases student learning has
yet to be substantiated by either an ample body or an exemplary
piece of empirical research, advocates of writing across the cur-
riculum persist in pressing the claim.

ORAL

The more students write, the more they learn. So say advocates
of writing across the curriculum. But what evidence do we have
that writing improves learning? Do we have lots of empirical re-
search or even one really good study? The answer is “Not yet.”

e oy 4. Using visual aids

bmhh

For an interactive
tutorial on using

PawerPaini, go lo

Writing >
PowerPoint
Totarial

Slides, posters, objects, video clips, and music help make your focus
explicit.

Presentation software such as PowerPoint can help you stay focused
while you are speaking, The twelve PowerPoint slides in Figure 10.1 on
pages 122-23 offer advice on how to design effective slides for a pre-
sentation. (For more on using presentation sofiware to incorporate
multimedia elements into a presentation, see Chapter 11, pp. 127-29.)

2

WRITING IN COLLEGE AND) BEYOND COLLEGE = Preparing for your presentation

5. Concluding memorably
Try to make your ending truly memcrable: return to that surprising

tion, using such signal phrases ag “in conclusion” or “let me end by say-

ing,” if necessary, i i
- ary. Keep your conclusion short to hold the audiance’s

m Preparing for Your presentation

1. Deciding vyheth'er to use notes or a written script
To be an effective spe'aker, Yyou need to make €ye contact with your lis-

;.‘eners to moxﬁ!:or theu' responses and adjust your message accordingly.
Or most occasions, it ig nappropriate to write out everything you want

" Triple-space the typescript of your text.
" Avoid carrying sentences over from one Page to another.

® Mark your manuscript for i
' : : bauses, ernphasis, and the py ja-
tion of proper names, ’ ’ i

3. Accepting hervousness as normaj

The adrenaline surge you feel before a Presentation can actually in-
vest your talk with positive energy. Other people cannot always tel)
that you are nervous. Practice and revise your Presentation until it
flows smoothly, and make sure that you have a strong opener to et‘
you through the first, most difficult moments of the speech, i

121

For more

www.m!uh&:.cnm/
bhhy |

information on

condlysions;

Writing >

pofo

nggmpla/ﬁssay

Condusions
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WRITING IN COLLEGE AND BEYOND COLLEGE = Oral presentations

The Six Ruleé of Design

are a maller of using ...

1 good templates
B high-contrast colors
# sans serif fonts
3 text efficiently
# Inages wisely

B visual balance Lo amange slide elements

farz  F)

right template.

= You can also make your own template.
- Begin with a blank presentation.
Place objects, shapes, etc. on slide master,
Change fonts, colors, other elements as needed.

koo o e

m Dark text on
a light field

Alas, poor Yorickl
| knew#im, Horatia:
a fzliow of
infinite jest

3

m Light text on
a dark field

v

e
Alas, poor Yq“fi:kl
| knew him, Hgratio!
a fellow af
infinite jest

I

Use

= Sans serif: = Serif:
Tahoma, 24-pt Bookman. 24-pt

I

S Ofora Iﬁus& af fira, j!" O for a Muse %f fire,

I that walld ascend 4 . that would ageend
“the brigitest heaven 'y M 'the brightest heaven
* . of inyention; . *f) of tnven '

“A kingdom for a stage!r A Kingdom lor p atage
% i . !
3 i

v

P
Bovu

se keywords for bullets.

The Acme Grocery Pledge

n We offer the freshest produce.
w Your satisfaction Is guaranteed.
= We will deliver anywhere, anytime.

FIGURE 10.1 Guidelines for preparing effective PowerPoint slides.

WRITING IN COLLEGE AND BEYOND COLLEGE w

Trvto keop

itles 44 prs.|

Vlain bubjrs
W32 |-
"’J.’h‘[llr'k

isely.
Do notframe irregular images:
ie., photos without straight ed;
jes
should blend into background (iypically light).

4 Avold dead space,
= Avoid lopsidedness.

_Position items for
legibility & clarity.

e
4 () Capitalize ¢

® For slide titles;

capitalize the first
letter of the fine

¢ capitalize propar anJ

other words if degire

don't caplialize
Pprepositions

nal observations
= Break any rule if
have a good reasm

= Observe copyright fa
on photos & arfwork:

= You controf every‘ '
aspect of a slide’s
design. Have 3
purpase for eve|
that happens, o




jOW TO MAKE A PRESENTATION

« You could introduce your talk or presentation formally.
Today I'm going to talk about ...
In this presentation, I'd like to tell you a little bit about ...

Alternatively, you could grab your audience’s attention by starting with a
question or a challenging statement. Use pictures or objects.

So, how much do you know about 1

Have you ever asked yourself why ... ?

What I'm going to tell you about today will change the way you think about ...
Pass around the picture/object. What do you think it is?

Make it short. Write down the points yoﬁIWant to make, edit them down to,
say, four, then decide which order you are going to make them in.
Introduce each point with an expression from the list below.

The first/key thing to say about is...

The main point to make about 150

What you really need to know about 15

Now let’s look at ...

Let’s turn to/move on to ...

Another interesting thing to say about is...

Finally, I'd like to say a few words about ...

After introducing the point, add information briefly in two, three, or, at the

most, four sentences. Use markers like the ones below to construct long,
well-balanced sentences.

Anyway, ... ; Naturally, ... ; Of course, ...

Similarly, ... ; Surprisingly, ... ; Remarkably, ...

Despite, ... ; However, ... ; Although, ... ; Whereas ...

Consequently, ... ; In addition, ... ; Moreover, .... ; Furthermore, ...
Incidentally, ... ; By the way, ... ; If’s worth noting that ...

Conclude the presentation by briefly summarizing what you have said,

or the points you have made. You could end by asking for comments
or questions.

In conclusion, ... ; To sum up, ...

is all about ) >

So, remember that
and

So, there are three things to remember about

Does anybody have any questions?

Photocopiable |

doir
com
goir




