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What is a presentation?

DDECENITATINN CIKII I ©

u R B VaYEASAR B4 RN L

To convey your idea to audience

Images are so Powerful

Outilnes

Computer Concepts Practice - . ETEAEMBIERES0.2 cm
Eam . Resnds Things to Picture v.s. Text (FIEESEETH260

PowerPoint/ Other points bring
Keynotes for attention

Summary b -

IERESCRIEESV -

» Let the pictures or graphs tell the story .

3
3

FERBFTREL -
FATARIENR (4

F &

L E
~ i~ & &
BEHEE

I} BiS ¢

PowerPoint Presentation Background

Backgrounds should never from the
presentation.

K u tences short, about 10-20
Sl et s s Use contrast: light on dark or EsEI{&eIgRIls]g):

words each ( <3 lines). & :
Less than 7 lines in your slide. A dark background with white font reduces glare.

The title default size is 44. e e T
A font size of 28 to 34 with a bold font is g g g pic.

recommended for subtitles and text.

One slide, one idea

15



Background- bad example Numbers

Backgrounds should never distract from the

presentation.

Use contrast: light on dark or dark on light. EX: GigaByte - TeraByte

A dark background with white font reduces glare. y == You would not say:

For a long presentation, you may change the ~uo /A I(B If e 19 lines o RE.
X g 'ou would say:

color or the pattern of the background designs % TBis as 1000 times as GB.

when shifting to a new topic. ’

Numbers should never be ultra precise.

G : - g You would not say:
This line is too much. : ‘ TB is 1099511627776bytes.
Y You would say:
TB is 102 bytes.

Charts Projectors

Charts need to be clearly labeled The projectors are not so colorful (less
Facebook color depth) as the LCD monitors.

wesss] Favorites

Strawberry Shortcake Rolls
3%

Other Tips Skill- Speaking

Show the explanation or total name for Talk at a natural, moderate rate of
terminology, jargon or acronyms speech

Number your slides and give them a title. Project your voice.

You can insert video and audio clips into Speak clearly and distinctly.
PowerPoint. Repeat critical information.

Too much animation is distracting and Talk, don’t read.

wasting time. Don't attempt to memaorize your text.

16



Skill- Body Language

Keep your eyes on the audience

(Make an eye contact with every audience)
Use natural gestures.

Don’t turn your back to the audience.

Don't hide behind the lectern.

Don’t swing your body too much.

Avoid looking at your notes/slides.

Give your What | would like to do today is to explain/to illustrate...

objectives What | want my listeners to get out of my speech is...
Ifthere is one thing I'd like to get across to you today it is
that...

Announce your | have divided my presentation (up) into N parts.
outline. In the first part | give a few basic definitions.
In the last part | would like to give a practical example

Q and A from the Please stop me if you don't understand any thing | say but
audience. could you keep any specific questions until after I've finished.
I'd ask you to save your questions for the end.

Make a transition You should refer to your transparency or outline.

bw the beginning Now let us turn to point one.

and the middle Let us now move on to the second part, which is, as | said
earlier

SKill- Opening

Jump right in and get to the
point.

Briefly state the problem or
topic you will be discussing.
Briefly summarize your
main theme for an idea or
solution.

Language and skills needed

Greet audience Hello ladies and gentlemen,
Good morning (Good afternoon, Good evening) esteemed
guests/honorable guests
Thank you for your kind introduction

Get the audience's  Let's get the ball rolling.
attention Let's begin. Shall we start?
Right. Well. OK. Good. Fine. Great.

Introduce oneself, let me introduce myself. | am a student of the NSYSU

your group, I've had wide experience in the field of

company I would like to talk to you today about some of my findings in
a study | did on...

Introduce title Today I'm going to talk about...
Have you ever heard of...?
You may have wondered...

Language and kilsneedd

Content
Quantity

Organizing

Keeping the audience's
attention

Ideas, sections/making
transitions

17

What information should you give in your
speech? Mind mapping

Develop your ideas.
Illustrate through examples.

logical; chronological order; from general to
specific; from known to unknown; from
accepted to controversial; cause/effect;
problem/solution.

Now let us look at the first aspect which is...
Firstof all,...
In the first place...

| would like to say about...
let us turn to...




Techniques Language and skills needed

To give an example:

To rephrase:

To summarize:

To emphasize

For example,; For instance,
To illustrate this...
Let's see this through an example.

In other words
Another way of saying the same thing is
That is to say

Briefly said ; In short,
So that concludes my overview
To summarize ;To sum up,

What is very significant is...

to highlight...

What | tried to bring out...

What we need to focus on...

I'd like to emphasize the fact that...

Agenda- The end

Techniques Language and skills needed

A Content
summary

Dealing with difficult
questions

I'd like to summarize/sum up

In conclusion | would like to say that...

Above all when you conclude do not do it abruptly or as
if surprised to get to the end of your talk.

1. Make sure you understand the question.
2. Inanswering:
I'm glad you asked that question.
That's a good question/point/remark.
| agree with you but there is another way of looking
atit

Thank the audience for being there.
Thank for your attention.
Wish you have a Good night / nice day/ great weekend

Practice with your friends.

Your words will probably be different each
time you practice.

Think about the ideas, and your words will
follow naturally. F

18

Techniques Language and skills needed

To refer to what you
have said previously:

To refer to what you
will say:

To refer to what an
expert says:

To refer to common
knowledge:

As | have already said earlier...
As we saw in part one...
To repeat what I've said already...

We will see this a little later on.
We will go into more detail on that later.
For now, suffice to say...

In the words of...

According to...

Here I'd like to quote...

As Mr. X says in his book...

There is a famous quotation that goes...

As you all may well know...
Itis generally accepted that...
As you are probably aware (of)...

Know the length of your session.

\Ah i-)iow much time for each slide.

Remote/

‘Leave some time for Q & A.

Back-up of your
presentation

Cough drops



how r enthusiasm ion
Summary Show your enthusiasm/passion as

Preparing a talk always takes far longer than
you anticipate. Start early!

Proofread everything
Practice * Practice and Practice
Show your enthusiasm/passion.

Thank You

19
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