ISCG5430 Professional Skills
Oral Presentations

Go to the Library website and choose Study Toolbox, Key Study Skills, Oral Presentations.

Read the article on Preparing Presentations.  There is also a pdf file you can read called Preparation.

Here is a set of questions that may help you prepare for the presentation.
Purpose – Why?
· Why are you doing this presentation? 
· What are you hoping to achieve? 
· What “take-away” information do you want your audience to walk away with?
Audience – Who?
· Who will attend the presentation?  
· What are they hoping to achieve? 
· How do they feel about the topic?
· Is the audience uniform?
· Technical knowledge
· Importance 
Location - Where?
· Don’t make assumptions – keep equipment before you do the presentation
· What facilities are available at the venue?
· Audio and Visual technology
· Computers
· Layout and seating
· Acoustics, lighting
Time and Timing – When?
· When does your presentation need to be ready?
· When do you need to develop your presentation?
· How much time do you have to prepare the presentation?
· How much time do you have to present the information?
Content – What?
· Have you done enough research?
· Do you have sufficient information?
· Do you need to learn more?
· Do you understand the topic?
· both the technical and business aspects
Structure –How?
For presentations for this course, you presentation needs to following this structure
· Introduction
· Body
· Conclusion
· Questions
Audio/Visual aids –How?
How are you going to present your material?
· Talk only
· Use audio aids
· Use visual aids
· Use audio/visual aids

Read the pdf article “Using Visuals”

Benefits of using aids
What are the benefits? 
· a memory aid for you 
· helps the audience follow your ideas
· keeps your audience interested 
· helps the audience understand your points better
Read the article of Language.
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