The Seminar
								


Many universities  require students to give oral presentations in tutorials and seminars. During 
your studies, you may be required to give many presentations. 
What is an Oral Presentation?
An oral presentation is a talk on a set topic given to a tutorial or seminar group. In an oral 
presentation one (or more) students give a talk to a tutorial group and present views on a topic 
based on their readings or research. The rest of the group then joins in a discussion of the topic.
Depending on your course, giving an oral presentation can involve:
reading background material 
preparing and delivering a talk 
leading a group discussion 
preparing handouts and visual aids 
preparing relevant and thought-provoking questions 
submitting a written assignment based on the presentation topic 


Preparing a Presentation 
Preparing an oral presentation is much like preparing any other assignment; it needs to be 
planned researched and written before it is delivered. 
Getting started
Examine the assignment criteria provided in your course outline carefully and make sure you 
know exactly what to do. Do you have to answer a set question, present an argument, explain or 
discuss something, be critical? If you are unsure, check with your tutor.
Analyse your audience. What are their needs, constraints, knowledge level? 
Research your topic. You must demonstrate an understanding of the main points of your 
tutorial readings, but you will need to read further. Use your course reading list to 
find additional relevant information. 
Read and consider the tutorial readings carefully. Express your own conclusions about 
the opinion/argument/ thesis you think the author is trying to express. Demonstrate 
an ability to evaluate the strengths and weaknesses in the material presented in the 
texts. 
Brainstorm your topic and write a rough outline in point form. 
Organise your material and write a draft—think about the length of time you have to 
speak and the amount of information you can include. 
Summarise your draft into points to write on overheads and/or cards.
Plan and prepare your visual aids. 
Rehearse your presentation and get its length right. Ask a friend to listen and time you.

Timing
Oral presentations usually have a time limit and the amount of time you have will determine how 
much information you are able to cover. To keep within the allotted time, you need to plan 
carefully and focus on essential points when giving your talk. 
Find out what the time limit is and ask yourself: 
How much of the topic area can I cover? 
How much detail can I include? What can I leave out? (Remove any 
padding or irrelevant information). 
What is the most effective way to present information? Would using 
visuals.
 
Structuring Your Presentation 
Have a clear, organised structure for your presentation. Structuring a presentation is no different 
from writing an essay or a report; it requires an introduction, body and conclusion. Like an essay, 
these sections of your talk need to fit together, and be linked clearly. A poorly structured talk will 
confuse and frustrate an audience. 

Preparation
1.	 Prepare ‘prompts’ to help you remember what to say
Using ‘prompt’ notes prevents you from reading your talk. If you know your topic well enough, you can give the talk from these headings and point-form cues. 
To make notes, reduce your draft ‘script’ to point-form. List main headings and supporting 
details or examples. Use key words and phrases rather than full sentences. 
Try using palm-sized cue cards. Number them so they don’t get out of sequence. 
Plan your opening remarks
Think about how to get (and keep) the group engaged. Plan an opening that will attract interest 
and direct attention to your topic. Try starting with a controversial statement, a quotation, an 
anecdote, a question or a ‘show of hands’. 
Some examples:
Three out of five people in this room will be affected by heart disease. 
Who can guess roughly how many people drive to work each morning? 
A little relevant humour can be an effective ice breaker and gain attention. However, avoid 
telling jokes; you are giving a presentation not a stand-up comedy routine.
Rehearse
Rehearse your presentation at home alone, in front a mirror, then to your family or flatmates. 
Practice projecting your voice clearly and varying your pitch and tone. Don’t mumble or 
speak in a monotone. 
Be aware of body language and posture. Stand up straight. Use appropriate gestures to 
emphasise your points. 
Rehearse with notes. Practise speaking naturally, glancing at your notes occasionally. 
Rehearse with your visual aids to make sure they work. 
Time yourself to make sure you stay within the allotted time limit. 
Prepare handouts
Handouts can provide your audience with an outline of you talk, extra material and references, 
plus serve as a record of the presentation. The handout should be well-laid out and outline the 
main points.
Giving the Presentation 
Starting well
Stand in a balanced position, facing the audience, feet apart - this helps 
you to appear confident. Don’t slouch, shuffle about or lean against the furniture. 
Take a deep breath and wait for the group to focus their attention on you 
before you start to speak. 
Greet the audience and introduce yourself, even if they already know you. 
Smile! Your audience will react warmly and if you can’t feel relaxed you 
can at least appear that way. 
Delivery
Don’t read your presentation word-for-word from a script or from 
PowerPoint slides - listening to someone read aloud is boring for an 
audience. Aim to talk instead. 
Written and spoken language are different. Use appropriate language; 
generally a formal but conversational tone is best (avoid slang or 
colloquial language). 
Speak clearly and at a moderate pace. Don’t rush; nervous speakers tend 
to speed up, so try to pace yourself. 
Slow down to emphasise key points. 
Don’t be afraid to pause. Short pauses can add emphasis to important 
points and give you a chance to collect your thoughts. 
Make eye contact with your audience. Don’t just look at your tutor or 
stare off into space. A good technique is to divide the room into three 
sections (left, middle and right) and sweep your eyes across the 
audience. If you don’t want to look anyone in the eye, look at a point 
in the middle of their foreheads. 
Keep your body turned toward the audience and your body language open 
and friendly.


Working with Visuals & Technology 
1.	 General Principles 
Any visual materials or multimedia you use should support and add impact to your 
presentation. 
They can: 
illustrate factors which are hard to explain with words alone 
show reality (photographs, plans, maps) 
Help the audience to visualise abstract concepts (charts/diagrams) 
reinforce or compare information and (numbers, graphs, charts) 
Messages should be concise, simple and relevant. 
The impact of each visual message can be varied by the imaginative use of colour. 
Lettering should be clearly printed in bold colours and properly spaced. 
PowerPoint
You can use PowerPoint software to produce overheads, or to make a computer-based 
presentation. 
For more information, see
PowerPoint Pitfalls 
Spending more time on producing PowerPoint graphics than on the actual talk. 
Remember—Powerpoint can certainly support your presentation, but it can't deliver the 
presentation for you. If your talk is poor, no amount of fancy graphics will save it! 
Ignoring the audience. Don't become so preoccupied with your PowerPoint presentation that you 
pay more attention to clicking the mouse at the right time than delivering your talk. Speak to your 
audience, not to your screen or your notes. 
Turning all the lights off. Dimming the light can increase the clarity and contrast of your slides. 
However, don't turn off all the lights and leave your audience in darkness. They may want to 
make notes or read handouts. 
Using too many slides. A common pitfall is to reproduce almost the entire text of a presentation 
onto slides. The result is too much text and too much on-screen movement (in the form of 
clickable bullet points and slide transitions etc.) Too many slides also effectively anchor the 
speaker in place. 
Reading slides aloud. As you should avoid reading a script of your presentation word-for-word, 
so you should avoid reading from slides.
Use slides carefully. Limit the number to 5 or 6 slides per 10 minutes. Think of them as key 
points which you can use as prompts. Do not simply read the material: supplement or explain 
what is written.
Too many animations/ decorations/ bells & whistles! 
Managing the technology
While OHTs or PowerPoint slides add interest to a presentation, but they can also add 
distractions and technical problems that you need to prepare for. 
Check the equipment
Try to have a rehearsal with the equipment beforehand.
Make sure the computer will open your presentation file. 
If you are using your own laptop, make sure that you are able to connect it to the overhead 
projector. 
Practice so that you are competent in using the equipment and the software (e.g. going back 
to previous slides). 
Look at the layout of the room:
Where should you stand to avoid blocking the screen? 
Where is the computer/ overhead projector located? Where do you need to stand to operate 
it? 
How light is the room? Will you need to dim any lights, or close the curtains? 
On the day
Arrive early on the day of your presentation. Test and (if possible) set up your equipment 
beforehand. You are likely to feel nervous and want to concentrate on your presentation, rather 
than the extra stress involved in setting up equipment. 
Is the projector plugged in/ switched on? 
Is the projector in focus? 
Is the projection screen set up? If there is no screen, is there a clean white space (a wall or 
whiteboard will suffice) and is the projector facing it? 
If you are using OHTs:
Make sure OHTs are arranged in the right order (paper between each one helps) and are 
facing the right way up. 
If you are using a computer for a PowerPoint presentation:
Arrive early and set up 
Have a colleague at hand who understands the technology and can help you if there are any 
problems setting up. 
Have a Back-up Plan
Remember that PowerPoint may look great, but if the technology goes wrong you may be very 
embarrassed. It's a good idea to print out a handout, or have some overheads as a backup just in 
case.
Hints for Designing Overhead Transparencies or Slides
Do
either print clearly or use a large font (at least 24 points). Text should be readable from the 
back of the room. 
use text effectively. Avoid overly elaborate fonts. Choose a font that is easy to read, like 
Helvetica, Arial or Times. Put your message in Bold. 
use 1 message per OHT (15-20 words). 
check spelling and grammar. 
choose appropriate colours. Use strong colours for text and ensure there is a clear contrast 
between text and background colour. 
work in the centre of the OHT. Leave a margin of about 4 cm, otherwise it may not fit the 
overhead projector frame. 
choose diagrams, charts or pictures to support your spoken material. Use one image per slide 
or OHT. 
Do Not
use small fonts, cursive typefaces or untidy handwriting. You audience won't be able to read 
it. 
cram too much information on one slide/OHT. For example, don't reproduce the entire text of 
a presentation; list the main points in bullet form. 
include any visual elements (like computer clip art) purely for decoration. 
use faded or pale colours for text, unless your background is dark. 
squeeze lines or cramp letters together. 
use too many of the animations available in Powerpoint. They can be very distracting for an 
audience. 

