
Speaking and Presentation Tips
Use these tips to help you get ready to make your SORCER presentations or for your presentations at Michael Sobolewski’s TTU courses. My recommended suggestions have been organized in the following categories: 

· Using your body effectively

· Before your presentation

· Day of your presentation

· Beginning your presentation

· During your presentation

· Closing your presentation

· After your presentation

I suggest that you review and implement these suggestions as you prepare for your seminar, research paper, or project presentation.  No priority is implied by the order in which they are listed.

Using your body effectively:

Visual impact:
Stand balanced.  Distribute your weight on both feet; don't lean on one foot.  Either face the audience or stand at a 45-degree angle.  Do not turn sideways or turn your back to audience to talk to the screen.

Move with purpose.  Do not meander or wander around the stage.  Move purposefully, either toward the audience or toward the screen when you want to emphasize a point.

Be aware of your gestures.  It looks natural to keep your hands at your sides.  Use your hands in meaningful ways to reinforce or illustrate the point you are making. Avoid useless gestures; they are distracting.  Don't clasp your hands behind your back or in front of you.  

Make eye contact.  Avoid reading your material.  

Auditory impact:

Speak up!  Make sure you speak loudly enough to be heard by everyone.

Pace yourself.  Nervousness makes us talk faster.  Remember your non-native speaking audience members.  Talk fast enough to be interesting, but slow enough to be understood by all.

Use inflection.  A monotone voice is boring.  You will be more dynamic and expressive when you use inflection.

Pause.  Pausing is powerful.  It helps to emphasize an important point.  It also allows the audience to absorb and digest what you are saying.  Do not be afraid of small doses of silence.

Enunciate.  Be sure to speak clearly and distinctly.  Remember, your non-native speaking audience members are mentally translating everything you say.

Be enthusiastic!  Your audience will catch your excitement and passion for your subject.

Language use:

Use short sentences.  Using 10 to 15 words per sentence allows your audience to better understand you.  Technical topics are better absorbed with shorter, bite-sized sentences.

Be aware of acronyms.  There are a lot of acronyms and jargon in technical presentations.  If you think any of them are obscure, explain them to your audience.

Avoid "filler" words.  Most speakers, rather than pausing, use filler words like ...um....ah...you know.   They diminish your effectiveness, so try to avoid them.  Instead, pause.

Before your presentation:

Tailor your presentation to your style.  There are basically two types of speakers: those who speak from passion and those who speak from intellect.  Think about which one you are and tailor your presentation to your strengths.
Rehearse your presentation aloud.  Most of us practice silently.  Verbalizing allows you to practice intonation, pacing, pauses, and pronunciation.  Time your presentation.

Practice until you are in command of your material.  You will be far more comfortable and relaxed and able to enjoy delivering your presentation.  To avoid using distracting body movements when you are giving your presentation, practice in front of a video camera or a patient friend.  Bad habits can be pointed out at the last minute, but will likely distract you when you are speaking as you try to remember not to do a certain thing.

Evaluate your presentation style.  Would YOU want to listen to this presentation if you were in the audience?

Tell yourself why your talk is going to be a success.  Find two or three reasons that are easy to remember.

Visualize your desired outcome.  Most of us spend time dreading mistakes and failures.  Instead, see yourself giving a great presentation and enjoying yourself as you do so.  See the audience enjoying your delivery and learning from your "pearls of wisdom."  Visualize the entire event as the success you want it to be.

Have a quiet evening the night before your presentation.  Review your presentation notes for a short time.  If possible, this should not be a cram session.

Day of your presentation:

Avoid caffeine.  It can play havoc with your stomach and increase your heart rate, especially if you are "wired" already.

Drink water before your presentation.  Start at least 30 minutes before your session.  The water takes time to reach your throat.  Your vocal chords will thank you. Drinking water during your talk does little aside from easing your nerves.

Take a short walk if you are feeling a little nervous.  It will help your circulation.

Do not sit for a long time before your presentation.  If you must be seated, sit on the edge of your seat to let you breathe properly.  Rotate your wrists and ankles for better circulation.

Practice deep breathing.  Nervousness tends to result in shallow, rapid breathing.  Slowly breathe in and out, ten times.  Your breath will become deeper and slower, allowing you to feel calmer.

Be confident.  Remember, you are an expert in your subject matter.  The audience is there to learn something valuable from you.

Beginning your presentation:

Remember, the audience is on your side.  They came here for some help.  They want you to succeed.

Be yourself.  The audience is present for the content AND to hear it from a living, breathing human being.  So, be yourself as much as you can.  Do not switch into “speech mode.”

Smile. It will make you feel better, and it will help you establish a rapport with your audience.

Make your introduction dynamic and energetic.  Let the audience know right away that they're in for an interesting talk, and an interesting speaker.

Grab the audience’s attention immediately.  Start with a relevant story, anecdote, or quotation.

In the first 30-60 seconds, tell the audience why they should sit for the next XX minutes.  Why should they listen to you?  Intrigue them. Make them feel they will benefit from what you have to say.
State your purpose up front.  Let them know what they will learn from you.  Understanding the goal of your presentation will motivate them to stay to hear all of it.

State the benefit to the audience.  Let them know WHY they want to hear what you have to say. What will they get out of it?

Use humor.  Everyone likes to laugh.  You don't have to be a comedian to introduce a few humorous quotes or stories to illustrate your points.

During your presentation:
Clarify your main points.  Often we try to say too much in too short a time, leaving the audience feeling overwhelmed.  Have only 3 to 6 main topics.  That is enough to absorb for one presentation.

Present your information in digestible pieces. If you can, divide your talk into mini-stories.  Let the audience know when they've learned something, or when you have made a key point. Then, move to the next one.

Use variety.  Throughout your presentation use stories, quotes, examples, and anecdotes.  An interesting presentation maximizes the audience's retention and enjoyment.

Make eye contact.  If the audience is large, divide it into zones and be sure to speak to all of them.  Typically you might only be able to see the people in the front few rows in a large hall, and it will be tempting to deliver your presentation only to them.  This leaves everyone else staring at the top of your head.

Make eye contact—find your friends out there.  If you can’t look directly at individuals, focus your eyes at a point just slightly above the audience on the back wall.  It will look more robotic, but at least you won't have your head down.

Relax.  This is often easier said than done.  Nothing makes an audience more nervous than a nervous speaker.  We feel afraid for you, are worried about you.  So, enjoy the talk. If that is difficult, then dig into your material.  Find the things in it that are exciting to you, those things that you must share.

Avoid swaying, shuffling, and fidgeting.  Practice beforehand with either a camera or a patient friend.  

Move every so often to relate to the audience, to explore a thought, or to help the audience think about something.  It's hard to look at someone who never leaves a particular spot on the stage.

Closing your presentation:

Summarize.  Summarize what they have learned.  Wrap it up neatly.

During the question and answer session, always repeat the question.  There are two reasons:  it allows everyone to hear the question and it allows you to verify that you correctly understood it, so that you can answer it accurately.

Thank your audience.  Thank them for the time they spent with you, and let them know how they can contact you with questions.

Keep your final goodbye decisive.  Make your goodbye short and sweet.  The audience has things to do, restrooms to visit.

Make the closing memorable.  The audience will remember your opening and your closing.  Have them leave on a high note.  

Enjoy that applause.  You've earned it!

After your presentation:

Bask in a job well done.  Reward yourself in some way to reinforce that speaking isn’t so bad after all!

Focus on what you did right.  Your friends and colleagues will have good and bad things to say about your presentation.  Filter out the bad for now.  Do a critical review of your presentation on the day after your session.
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