SEEERS Guides

To support you throughout the second year
tutorials there is a series of SEEERS (School of
Electrical and Electronic Resource Supplements)
Guides. These are designed to provide timely
information and advice. This is the sixth such
guide.

SEEERS Guides to:

Second Year Tutorials
Manchester Steps

Small Group and Team Work
Searching for Information
Project Planning

Group Presentations

The Marking Scheme
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http://www.humanities.manchester.ac.uk/
studyskills/presentations/

Graham Gibbs (1994) Learning in Teams: A
Student Manual, Oxford Brookes University,
The Oxford Centre for Staff Development.

Ann Chadwick (1999) Student-Managed Group
Work: A Guide to Tutors, University of
Aberdeen, Centre for Learning and Professional
Development.

Ray Baxter (1995) Study Successtully,
Richmond, Albrough St. Johns Publications.

W. Fisher Cassie and T. Constantine (1977)
Student’s Guide to Success, London, The
MacMillan Press Ltd.

Sue Drew and Rosie Bingham (2001) The
Student Skills Guide, 2nd edition, Aldershot,
Gower Publishing Ltd.
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Questions and Answers

Invite questions at the end of your talk. Move
towards the audience with open body language.
Look interested in what they are going to say.
Allow a pause, it takes time to think of a
question, though the silence may feel
threatening. If you assume the audience will
ask you questions they often do.

If questions are not forthcoming, you could
invite them to give an opinion on part of your
presentation. Did they agree with some of your
ideas? Did they have any other ideas?

Listen to the question, watching the questioner;
their body language may give you additional
clues about the question.

Repeat the question. This allows everyone else
to hear the question and also gives you time to
think about the answer. Allow the appropriate
member of the feam to answer the question.

If you don't know the answer, say so and reflect
it fo the room. Somebody else may offer an
answer.

Remember: Questions are compliments not
threats, they show interest in your work.
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Introduction

Now you are nearing the end of a your group
project work. It is time to present all your
hard work. It is important not to let yourself
and your team down at this final stage and to
make the most of your work by presenting it
well.

Both in academia and industry communicating
your ideas clearly is very important. Even the
best ideas can be missed or overlooked if they
are not well presented.

You have had plenty of practice presenting and
discussing ideas in the more informal contexts
of group meetings and tutorials.  Formal
presentations require a different set of skills.
They require more upfront planning and
preparation to do well, especially for group
presentations were there is more to coordinate.

Formal presentations are usually made in front
of large audiences, for example at conferences.
Or they can be made in front of decision
makers, such as your managers or a job
interview panel. It is a good idea to get as
much practice these skills as you can, in the
more supportive environment of your course.
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Dealing with Anxiety

If you get nervous o~
before giving a /\ \
presentation, this s _,/ B ‘

normal. Even some of (O (
the best speakers do.
The important thing is
to harness this ner'vous(
energy into your
performance.

Here are some tips for reducing anxiety, they
are also good tips in general:

Organise

Have planned out what you want to say and how
you are going to say it. Even down to the odd
“spontaneous”, “off-the-cuff” remark. This will
mean that you will have a lot less to worry about
on the day.

Visualise

Imagine walking into the lecture theatre and
delivering your presentation with enthusiasm
and leaving the room knowing that you have done
a good job. Mental rehearsal helps you focus on
what you need fo do to be successful.
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Respond and be Flexible

Things do not always go as planned. Respond to
the audience. Are they following you, are you
going too slow or too fast.

Make a member of the team responsible for
giving feedback on fime. They can watch the
clock and gauge how the audience is responding.

Use your eye contact fto monitor how the
audience is responding to you. Sometimes they
are hard fo read. You can always ask them if
they follow a particular point.

Engage the Audience

Ask them questions, get them thinking about
aspects of the presentation. Avoid closed and
factual questions, use open questions.

What is your opinion of this?
We thought this, do you agree?

This gets them thinking about what you are
saying.

You don't have to let them answer straight
away, but you may pick up on these points in the
questions and answers section later.

SEEERS Guide to Group Presentations Page- 11



Delivering

the Presentation

Remember the points described under Dealing
with Anxiety.

Throw away the script
Do not read from a script!

If you have to write a script to work out what
you want to say, that is fine. However, when
you come to delivering the presentation, you
should work from brief notes or bullet points.
A talk comes across much better if you appear
to be talking around your subject knowledgeably
rather than reading every word.

Reading also breaks eye contact with the
audience. It is the engagement between the
audience and the speaker that is key to a good
presentation. Otherwise, you may as well simply
give them the script to read and sit down.

Have some fun

The presentation will be more enjoyable for
everyone if give yourself permission to relax
and be light about the presentation.
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Practise

.. makes perfect. Try and get into a class room
and go through the presentation. Get feedback
from your team-mates. Try estates room
booking service or the Centre of Excellence in
Enquiry Based Learning. The latter has the
facilities for you to record your presentation so
you can see how well you come across.

roomrequest@listserv.manchester.ac.uk

www.manchester.ac.uk/ceebl

Breathe deeply
Breathe slowly and deeply, concentrating on
your breathing.

Relax
Try to empty your mind and think about being
relaxed rather than winding yourself up.
Consciously relax vyour shoulder and arm
muscles.

Stand Straight

Move your arms

Do not lock your arms into a rigid position, that
makes you tense. Use your arms to emphasise
points, point to visual aids, express points.
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Move your Body

Don't pace up and down. Move forward when you
want to regain your audience’s attention from a
visual aid, furn your body to gesture at the
screen or board.

This not only adds fo a more inferesting and
animated delivery, but it also stops your body
becoming tense, by keeping it moving.

Eye Contact

Try and make your presentation like a one-to-
one conversation. Treat your audience as
individuals. Look at and see the people you are
talking to. Use your eye contact to draw one of
them into the talk for a few seconds then move
onto the next one.

Smile

Smile and look confident, this
is not only more pleasurable
for your audience, but it also
helps you. It has been shown
that smiling releases chemicals
in your brain that improve how
you are feeling. Remember,
nobody knows how nervous you
feel if you do not show it.
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A

= OHPs
. Your main source of visual
aid should be OHPs.

@ These should be
generated in PowerPoint
to help produce a
consistent look and style

to the presentation.

White/Black Board
Additional points
and explanations
can be developed
on the white/
black board.

Try to keep these
short and simple
and choose ideas
where the drawing
of the diagram is
helpful fo the
explanation.

Use sparingly, this can take up a lot of time.
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Visual Aids

Visual aids can:

v help emphasis a point,

v add interest and variety to your talk,

v engage the listener and

v illustrate things that are hard to explain.
Remember: A picture can tell a thousand words.

An important visual aid may be a map or plan of
your talk.

Do not use your visual aids to:

x Bamboozle your audience with detail,
x  Avoid interacting with the audience,
x Make too many points at once,

x  Present things better stated.

The golden rule for visual aids is:
Keep It Simple and Sweet (KISS)
Don't overload your slides with oo much detail.

Don't cram too many slides into your talk.
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Planning the Presentation

For a group presentation
there is a lot to organise
and coordinate. So start
early. You need to
coordinate what is going
to be said, who is going to
say it and how it is going
to be presented.

Some questions to ask when preparing the
presentation:

Why?
What is the aim of the presentation? What are
you hoping to achieve?

Who?

Who is your audience? What will they already
know? What will have to be explained? What will
interest them? Know your audience.

What?

What do you want to say? What are the key
points that you need to make? What detail can
be left out? Do not include too much content. A
few clear points come across much stronger.
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Where?

Try to get to see the room you have been
allocated, get a feel of the space and where you
are going to stand. If you can arrange to
practice there.

When?

Timing is critical in a presentation. You need to
practice as a group to ensure that it all fits
neatly into the allotted time. In a group
presentation you have additional time for
changeovers, make sure these are smooth and
slick.

Have elements that you can add or drop to keep
to time.

How?

How are you going to present the information?
What visual aids and OHPs are you going to
require?

Use PowerPoint to generate your slides.

With a group presentation, attention is needed
to ensure that there is a common style between
the various contributions. It should come

across as one integrated presentation, not
several unconnected bitty short talks.
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Organise Your Talk

Structure
Good talks are well structured, they have:

A Beginning: Where you tell them what you are
going to tell them and why it is important.

A Middle: Where you tell it to them.

An End: Where you tell them what you have
just told them and draw some conclusions.

Signposts

People need more help in
following the flow of a talk than
a written piece of work. So it is
more important fo have plenty
of signposts built into it. Keep
them informed about where you
are in the talk and what you are
about to tell them.

Links

A group talk can be more disorientating with
the changes of speakers. Provide a structure of
the talk to reinforce where in the talk you have
reached. Make the links between speakers
clear and explicit.
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