TO LOVE, HONOUR & OBEY? AN INTRODUCTION TO BEHAVIOURAL STUDIES

GENERAL GUIDANCE ON GIVING PRESENTATIONS:

Many people feel nervous about giving a presentation in front of others so good preparation and lots of practice can help to build confidence.  Here are a few tips to guide you on preparing, practising and giving a presentation during your university course:
The most common mistake with presentations is trying to cram too much information in so you either have to talk too quickly, or overrun the time limit.

PREPARATION
Read through the assessment task carefully.  Check instructions such as:
· The exact topic you are meant to present
· How long it should last
· Who your audience is
· What is the format/style
· What guidelines are there for the content (eg. Set title or question, fixed number of slides etc)
Stages of preparation can include:
· Objectives
· Why are you giving the presentation?
· How much do your audience already know about the subject?



Choosing your main points:
Try presenting no more than three points in a ten minute presentation.  Always allow time for an introduction and conclusion.  The best presentations need to be delivered in logical, structured way – each slide building on the previous point and avoiding jumping from one to another too quickly.
· What are the main points you want to make?
· Can the points flow from one to another in a logical way?
· Do the points illustrate your objectives and the needs of the audience?
Once you have decided on your main points, you will need to gather supporting evidence and examples to help your audience understand and agree with them.  This evidence could be factual data, statistics, an explanation of a theory or process.  You can then decide on the most effective way to present this supporting evidence, ie. diagrams, pictures, videos.  Remember:
· What will add clarity to your argument (explaining definitions)
· What will add authority to your argument (using other people’s work and research)
· What will add interest and uniqueness to your argument (pictures, photos, videos, analogies, stories)
Preparing your notes
· Make simple notes that you can follow easily, written on cards in large writing
· Try to use phrases and expressions used within the discipline of your module
· Highlight words you find difficult to pronounce and make a note to pause or slow down
· Avoid writing a full script – write key words and phrases down




THE INTRODUCTION:
The most important part of your presentation!  This is your opportunity to engage the audience, make them sit up and listen, state your objectives clearly…
· Introduce yourself
· Say what you will be talking about (a title or question)   eg. “In this presentation I intend to….”
· Say how you will be explaining it,  eg. “I will be focussing on……”
· Check everyone can see the screen, and you, and that they can hear you clearly
· Let the audience know if they can ask questions during the presentation or whether there is time at the end
You might want to start with a story, an anecdote, a joke or cartoon to relax the audience and yourself!

THE MIDDLE:
A good flow to your presentation is essential.  To help with this you can use various link statements to hold your points together, such as:
The next stage is…
Another important point following from this is….
After looking at this we can now see that…
This brings me to the next point…

THE END:
Another important stage!  You can use this section to summarise your main points,  how you supported your argument, and, if appropriate, a parting statement or question.
Useful statements for the conclusion:
In this presentation I have tried to show….
I have discussed the following points
In conclusion, it is clear…..
Practising
Prepare your slides – are they easy to see, is the text big enough, are the photos clear, do the colours clash
Do not put too much text on your slides!  Bullet points are easier for the audience to access but limit these to 3 or 4 per slide.  If needed, continue your bullet points on a separate slide
How many slides your use depends on how much information you have, have much you want to see on each slide, and what images you have available.  A lot of slides do not necessarily make a better presentation!
Once you have designed your presentation and written your notes, you need to practise:
· Getting used to the sound of your own voice!  Speak slowly and clearly – remember to breathe slowly and deeply
· Record your presentation and listen back
· When to change your slide and how to move on without hesitation
· Talking to the audience NOT the screen or your notes
· Using your notes
· Timing your presentation and making amendments as necessary.  If you go well over the time, try not to just speak more quickly – look at your notes and see where you can edit.

During the Presentation:
· Arrive in good time to set up your equipment, get familiar with the room, and to allow yourself time to get comfortable.  
· Make sure you can see a clock to keep an eye on your time limit, or be confident enough to ask the invigilator how much time you have left
· Make a conscious effort to stand tall, breathe deeply, and try to look confident and relaxed
· Make eye contact with people, the audience like to think you are talking to them
· Speak slowly, clearly and loud enough
· Move if you want to BUT try not to pace up and down, fiddle with pens or hands, fold your arms, or hide behind the lectern!  
· [bookmark: _GoBack]You can help the audience by pointing to the screen, if appropriate. 
