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“Studiesshowthat fear of public speaking ankshigher
thanfear of dying | guesshis meanghat mostpeopleat
a funeral wouldratherbein the coffin than deliveringthe
eulagy...” Jerry Seinfeld

1 Introduction

Oftenin your careeryouwill befacedwith the prospect
of “giving atalk,” thatis, makinganoral presentation
beforeanaudienceThesenotesarea collectionof afew
simpleguidelinesfor preparinganddeliveringa “talk.”
Thebasicprinciplesareapplicablein defenceof your
thesis,at conferencesdn giving researctprogresseports
andthelike.

Thesenotesareintendedto supplement—rathehan
replace—standartxts on public speakingandeffective
oral communicationThesuggestionglivenherehave
worked well for the authorandhis friends; perhapghey
will work well for youtoo!

2 TheBascs

Defineyour message. If you have nothingto say you
cannotgive aneffective talk. Assumingthatyou do have
somethingo say it is importantto identify atthe outset
justwhatit is thatyou aretrying to communicateWrite
down a shortlist of importantpointsthatyou wantto
make (no morethan3 or 4). Thesepointsareoftencalled
the“take-avay messagé thatis, themessagé¢hatthe
audienceshouldbereceving if your presentatiolis to be
effective. Your entirepresentatiorshouldfocuson
presentinghetake-avay messagén aclearand
convincingway. Guardagainstmakingyour take-avay
messageverly comple, asthiswill only overwhelmthe
audience.

Know your audience. To beeffective, yourtalk must
bedeliveredatalevel thatis appropriatdor your
audienceYou mustanalyzethe backgroundand
expectationof theaudienceo deliver thetake-avay
messagén the mosteffective manner This may mean
modifying the take-avay messagéef theconcepts
involvedarebeyondthelevel of youraudience.

Knowing your audienceyou canbegin to decidehow
muchbackgroundnaterialis neededo deliver your
take-avay messageffectively. Your audiencewill
influenceyour choiceof vocalulary (technicaljargon)
andmayeveninfluencehow youdress!

Preparewell. Thebestway to give theimpressiorthat
you know whatyou aretalking about,is really to know

whatyou aretalking about. This meanghatyou should
understangour subjectwell, andbeableto answer
relatedquestionsOn the otherhand,it is impossiblefor
ary onespealerto beableto answernall questionghat
might be asled. Thereis no shaman answering‘l don't
know” to aquestiorthatis asked—infact, this answeris
preferableo anincorrector misleadingreply, or a“stab
in thedark?”

Of courseyou mustknow whenandwhereyour
presentatiois to be held,and,if necessarwhat
specializecaudio-visuakquipmen{slide projectors,
videocassetteecordersetc.)is available.You can
usuallycounton the availability of the ubiquitous
(overhead)iewgraphprojector Discover thatyour pens
aredried outbeforeyour presentationTechnical
presentationgwariablyrely on somesortof visualaid,
usuallyslidesor viewgraphs.(Whaterer they are,they
will becalledslidesin thesenotes.)More will besaid
aboutpreparingthesédater.

You shouldfind out how long you arerequiredto speak,
andaim to have your presentatiofiit within theallotted
time. Onegoodway to judgethe presentatiotime is to
rehearsgour presentatiomheadf time. Another
methodis to countslides;if you know your averagerate
of goingthroughtheslides,this canwork quitewell. The
authorusegthe“one simpleslide perminute” rule of
thumb;mostpeopleusefewer. Experimentto determine
your own rate.If, for somereasonyou find yourself
runningout of time, don't beafraidto skip slides.

It is agoodideato keepyour slideswell organizedn a
folder, binder, or notebookduring your presentation.
This allows for easyretrieval duringthe questionperiod,
when,almostinevitably, somebodywill askyouto putup
aslidefrom your presentation.

You maywantto preparehreeor sobackup slidesfor
anticipatedquestionsSuchslidescould present
interestingdetailsthatareperipherako the mainchainof
reasoningfor example.lt is alsohandyto have a couple
of blankslidesaround sothatyou have somethingo
write onwhenhave to explain somethingnot coveredon
your otherslides.

You mightwantto practiceyour presentatiorat least
oncebeforea friendly (or simulatedunfriendly) audience
acoupleof daysbeforeyour presentationTalkingto a
mirror canalsohelp, but evenbetteris ataperecordey
sinceyou canplay it backandhearyourselfasothers

will hearyou.

3 Delivering Your Presentation

Tellemwhatyou're goingsay... An effectivewayto
emphasiz¢hetake-avay messagés to repeait several
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timesduringyour talk—withoutseemingepetitious of
course.This canbeaccomplishedy presentingan
outline of yourtalk atthe beginning. After presentinghe
amgumentghatsupportyour take-avay messageyou can
recapthesepointsatthe endof your talk.

A typical outlinefor atalk lookslike this:

¢ Introduction
e Pointl
e Point2
e Point3

e Conclusions

wherepoints1-3representhetake-avay message.
Somespealerslike to returnto theoutline slide after
eachpointis covered,to shawv thelogical progression
throughthetalk.

Theoutlinealmostinvariably containssometype of
introductionasthefirst point. Whethertheaudiencas a
groupof expertsin thefield or agroupof novices,all
audiencesequiresometype of introductionto your
topic. Suchanintroductionwill attemptto placethe
subjectof thetalk into awider context; it will also
sometimeseview someof thebackgroundnaterial(e.g.,
history, terminology andnotation)neededo understand
thetalk. For anaudienceof non-specialistghe
introductionmay take up asmuchashalf thetime of the
talk. Alwaysstartwith whatyou know theaudience
knows, to make themcomfortableatthe beginning.

The pointsof theoutline shouldbe organizedn logical
fashion,sothatpoint 2 follows logically from point 1,
point 3 from point2, andsoforth. Try to planthetalk
with aneasy-to-follav storyline. To catchaudience
attention you canfeedtheminterestingidbits to be
explainedlaterin thetalk.

Avoid trying to dazzleyour audiencewith impressie
looking equationsor complicatedines of reasoning.
Youraim shouldbeto educatenotto impress.Eventhe
mostseasoneedxpertin thefield will notbeimpressed
by anunintelligible, overly detailedpresentation.

Sayit... Onceyou have placedthe subjectof yourtalk
into the propercontext andhave reviewedthe necessary
backgroundnaterial,it is time to cornvey the essencef
eachof the pointsin your take-avay messagén an
effective manner Thisis whereyou will spendmost
time, but it may not bethe partthatthe audiencewill
remembemost.

Follow your outline. Present—irthe simplestway
possible—the@mgumentshatsupporteachpointin your
outline. A usefulrule of thumbis to usea new slidefor

thepresentatiorf eachnew idea,or agument.More on
thislater

Tellemwhatyou've said. At theendof your
presentationit is agoodideato recapthetake-avay
messageThe usualway to do thisis to provide a
summaryslide,with thetake-avay messagshowvnin
pointform. This summarywill usuallyconcludeyour
presentationgxceptin the caseof thesispresentations,
whereit is typical to provide somesuggestion$or
furtherwork. If appropriateyou caninvite theaudience
to askquestionsat this point.
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Avoid trying to dazzle your audience with impressive
looking equations or complicated lines of reasoning.

4 Preparing Slides

Oneslide—onesimpleidea. As alreadystatedeach
slideshawn in your presentatiorshouldhave asimple
messagelt is importantnotto crowd too mary ideas
ontoaslideasthisinhibits understandingText is best
presentedn pointform. Try for the maximumimpact
with the fewestwords—like newspapeheadlines!f you
write completesentencesjou will invariablysimply
recitethemto theaudienceword for word, tuningyour
audienceout completely Using point form on your
slides,you canelaborateverballywithout distracting
your audiencdrom your main message.

Avoid overcrovded“eye exam” slides.And show the
wholeslideat once! Coveringup partsof your slidewith
opaquepaperis no help—theaudiencewill justget
curiousaboutwhat’s hiding underneathandlosetrack of
your message.

Try summarizingeachslideonasingleline, e.g.,in a

box atthe bottomof the slide,or by posinga simple
guestiomatthetop of eachslide. Thiswill allow audience
memberavith wanderingattentionspango “recalibrate”
themseleswith your presentation.

Uselots of pictures,fewequations. Picturesareworth
thousandsf words—themorepicturesyou have, the
better My colleagueGlennGulak suggestshefollowing
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rule of thumb: never, without goodreasonusemorethan
two slidesin arow with no pictures.

Don’t make your diagramgoo complicated Usesimple
block diagramsgachsimpleblock canbe expandedupon
in laterslidesif necessary

Graphsarethe mostusefulway to presentelationships
betweervariables Briefly shov anequationjf you must,
but spendthe mosttime presentinggraphsobtainedfrom
theequation.Similarly, graphnumericaldataratherthan
presentingiumbersn tables.Alwayslabelthe axesof a
graph,andalwaysexplain the physicalmeaningof the
variablesbeingplotted,atleastthefirst time thata graph
of this particulartypeis shown. Try to keepthe same
scaleandsizeon graphsof a similar type;this will allow
for easycomparisonAvoid graphswith mary different
curves.Includeenoughcurvesto make your general
point—youcanalwaysclaimthatothercurvesare
similar to the onesyou show. Usecontrastingcoloursto
separateurves,evenif it meanscolouringa
computergeneratedlide by hand.

The medanicsof slidepreparation. Many effective
presentationsanbe madewith hand-printedslides.The
advantage®f hand-printecslidesarethatthey canbe
preparedairly quickly, andwithout specialized
equipmen(i.e.,you canwrite themon anairplaneorin
your hotelroomthe night beforeyour presentation)You
canalsoeasilyintroducecolourinto your presentation.
Themaindisadwantagds thatyou have to be extremely
neat.If you cannotprint neatly thenthis methodis not
for you. Anotherdisadwantageof thehand-printing
methodis thatyou might give your audiencehe
impressiorthatyou did not have time to prepare
adequatelyi.e.,thatyouwrotethemontheairplane,orin
your hotelroomthe night beforethe presentation.

AVOID

OVER CROWDED
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Mostcomputergeneratedlidesarepreparecy
photocopying printer outputdirectly ontotransparencies.
(The ECE photocofy roommaintainsa supplyof these.
Justaskfor thematthedesk.)Slidescanbe prepared
usingyour favourite word-processingackage—just
remembeto usealargefont (point-sizel4 or more).
Avoid too mary font changesusesimple,easyto read
fonts(Helveticaor anothersansseriffont) for headings
andlabels.If you uselATEX, you maywantto usethe

sl i des documentlassa versionof IATEX specialized
for slide production.Watchfor unwantedhyphenation;
generallytext on slidesshouldnot be hyphenated.

Figurescanbe hand-printedpr computemenerated,
whicheverlooksbest(or is mostcorvenient).Many of
thecomputerdrawing packagesanbeusedto create
boththetext andpicturesfor eachslide. Finally, don't
forgetthatyou canalways"“cut-and-pastethedifferent
elementof aslide,eachof which canbegeneratedn the
mostcorvenientway.

5 Other Useful Tips

Relax! Try notto benenwousor intimidatedby your
audienceGive theappearancef calmconfidenceand
focusall your enegy andconcentratioron the message
in your presentationlf you arefocussednyourtalk and
notyour nenousnesssowill youraudienceoe.

Someinexperiencedspealerswill attemptto memorize
theirtalk, or readit from a preparedext. Oneword of
advice:don't! If you needto referto asetof notes put
themin pointform, notin completesentencesyr you
will find yourselfreadingthemout. The bestmethodis
to useyour viewgraphsor slidesasvisualcuesasto the
pointsyouwould like to make. If you keepeachslide
simple—onddeato a slide—nothingwill beforgotten.

At the start,determinehe bestplaceto standsothatyou
arenot blockingthe projectionor somebodys view.
Whenplacinga slideon the projector make surethatyou
look backatthe screerto seethatall is visible, and
adjusttheslideif necessanit is bestto pointatthe
screenjf possibleratherthanatthe projector The
projectormovesif you gettoo friendly with it. If you
mustpoint atthe projector(if thescreens too far away,
for example)be sureto keepthe pointersteady Also,
don't fiddle with your pointer, astelescopingt in andout
really detractfrom whatyou aresaying.Don’t fumble
with your slides. Throw away “tissuepaper”separators
before your presentation.

Remembeto focuson youraudiencenotonthe
projector Aim to speakslowly andwith enoughvolume
to reachthe personin theaudiencevho s farthestaway.
Look around they won't bite, andyou canseewhether
your pointsaresinkingin. Interactwith theaudience.
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Ask themif they arefollowing you, or askthemsimple
guestiondo seeif they are.Liventhemup abit.

Take controlof thequestionsduringor afterthetalk. Try
to steerthetopic backon track,otherwiseaudience
participationcandrive thingsfar away from themain
pointsof thetalk. Take discussion®ff-line if they are
consumingoo muchtime or will notreadilyberesohed.
Feelfreeto interruptdebateamongaudience
members—afteall, it's your talk!

Humourcanmalke a big difference gspeciallyin dry
technicaltalks. Try to lightenit up a bit; especiallyafter
someparticularlyheary going. Cartoonscanbean
effective way to draw parallelswith pointsyou aretrying
to make. Evenshortverbalasidesrhetoricalquestions,
or anecdotesango along way to keepingup audience
interest.

&y

Try not to be nervous or intimidated by your audience.

Learn by observation. In university youarein a
particularlygoodpositionto obsene othersgiving
presentationsTake the opportunityto learnfrom the
mistalesthatothersmake, andborrow (steal)techniques
thatyou find effective. Watchcarefullyfor methodsused
by your lecturersthatimprove your understandingBe
careful,though,thatyou don’t pay somuchattentionto
themediumthatyou losethe message.

Further Reading. Therearedozensof booksin
librariesandbookstoreshatcover effective oral
communicationThe IEEE Trans.on Professional
Communications agoodsourceof articles,especially
theMarch1980"“Speciallssueon Public Speakingor
EngineersaandScientists. Anothergoodway to get
public speakingexperienceof all kinds—notjust
technical—igto join a Toastmastes Club.

6 Conclusions

Finally, alastpieceof advice.Giving asuccessfutalk
takesalot of effort, andmorethanabit of experience.
Don't getdiscouragedf your oratoryability is found
lackingyour first time out. Take seriouslysuggestions
madeby your audienceandtry to improve for next time.
Soonyou will beanexpertin thepreparatiorand
presentatiomf technicalseminars!
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End Note

Thesenotesarepresentedherein aratherpreliminary
form to which | hopeto make improvementsn future. |
would appreciatédhearingyour commenton aspectof
thenotesthatyoulikedor didn't like, pointsthatyou
foundusefulor uselessandtopicsyou would like to see
omittedor includedin futurerevisions.Sendemailto
frank@onmm ut or ont 0. ca. — FrankKschischang
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