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CHAPTER 3

B AV SHOWMANSHIP Classroom Presentation Skills

GETTING READY

Planning

An effective presentation begins with careful and thorough plan-
nireg. These guidelines apply to dassrosm nstruchon as well as
o rmore formal presentations.

1. Anafyze your leames What are their needs, values,
backgrounds, knowledge leveis, and misconceptions?

2. Speclly vour objectives. What should students do? How
miuch time do you have to present? Limit your objectives
and content to the tme available.

3. Speciy benefits and rationale for the feamers. Why is the
miessade impartant for them? If you cannat answer this
question, perhags you should not give the presentation.

4. Ideritify the key points fo cover. Brainstarm the main ideas,
Put therm on nate cards or stick-on notes. Maost
presentations will have from five 1o nine main points.

5. Mdentify the subpoiis and supporting detoils. Again use note
cards or stick-on notes. Try to limit yourself to five to hine
subpoints for each main point

6. Oganize the entine presentalion in @ logiodl and sequentiol or-
den Ome arganizing strategy = this:

Presges/Cherview: Tell therm wiiat you are going to tell themn,

Prasent: Tedl them,

Feview: Tell them what you tokd thern.
Rehearsing

1. Lse keyword nobes, not a soript. Print keywords on an index
card. Mever read from a script, written language is differént
from spoken language.

2. Mentally run through the presentation to review each idea
in saguence.

3. Do a standup rebearsal of your presentation, Try to practice
in the room where you will be presentng or one simalar to it

4. Give a simulated presentation, idea for idea (not word for
ward), weing all media. Note: This is not usually done for
classes but for formal presentations)

s e — —

5. Practice answers to questsons you anficipate from leamers,
&, Videotape {or audiotapel yourseli or have a colleague s jq
on your rehearsal and give you feedback.

Setting Up

1. Check your equipment in advance of your presentation.
Change the arrangements, if necessary, to meet your
needs. When the equipment is in place, make sure
everything operates properhy.

2. For slides and video projection, place the screen front and
center (Figure Al

3. Place the overhead progector screen or flip chart at 3 45-
degree angle and near the comer of the roam. Place the
owerhiead screen to your nght if you are right handed. Place
flip chart to your left if you are nght handed. Each should
be reversed if you are left handed (Figure B)

4. Position obgects being studied in the front and center. Re-
miawve them when they are no longer being studied.

PRESENTING
Anxiety

1. Mervousness and excitement are nomal before and during
a presentation. Some anxdety and concern are important for
an enthusiastic and dynamic presentation.

2. Proper planning and preparation should reduce your ansoety.

3. Harmess your nervous energy and wse it positively with
body movement, supporting gestures, and vaice projection

4. Breathe slowly and deeply. Your cardiovascular systerm will
slow down and ease the syrmptoms of anety.

Delivery

1. Stand up when presenting. When you stand, you and your
message command more attention.

2. Face the learmers. Place your feet 10 to 12 inches apart and
distribute your weight equally on both feet. Your kness
should be unlocked, with hands out of your pockets and
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arms at your side. Facing the leamers gives you eye contact
with them and allows them to see your facial expressions.

3. When using chalkboards or wall charts, don't talk with your
hack to the leamers. In this position you lose eye contact
and may not be heard as well. Write on the chalkboard,
then talk (Figure CJ.

4. Stand to ene side of the lectern (f you must use onel.
Stepping to the side or in front of it places you on mare
personal terms with the learners. It allows you to be seen
and to be more natural.

5. Mowe while you speak. Instructors who stand in one spot and
never gesture expenence tension. Move and gesture, but
don't overdo it

Voice

1. Use @ natural, conversational style. Relate to your learners in
2 direct and personal manner.

7 Dt read your presentation, Don't read from your averheads
or handhouts, If part of your presentation is just information
mransfer, give the students a copy and let them read it

3. Use vocal variety, A& monatone is usually caused by anxdety
{rehearsal should help this). Relax with upper and lower
by movermnents.

4, Use a comfortable pace. When you are anxious, your rate
of speaking usually increases. Refax and speak in a
conversational tone.

5. Speak up 50 you can be heard in the back of the room. If you
speak up, your rate will show down—sahing two problems!

As people in the back row if your volurme 5 appropriate.

& A pause (silence) after a key point i an excellent way to em-
phasize it. The more important the idea, the more important
it is for you to pause and let the wards sink in before going
on to the next idea.

Eye Contact

1. Daon't speak until you have established eye contact with
your audience. Eye contact will make your presentation
similar to a one-on-one conversation.

Figure

S

An excellent way o keep your leamers attention is to look
eye o eye at each person for at keast three seconds, Don't
quickhy scan the leamers or look at the back wall, soreen, or
notes for long penods of time.

. Maintain eye contact with your karmers. If yvou must write

something on a fiip chart, overhead, or chalkboard, stop talk-
ing while you write,

Gestures

1.

ise natwral gestures. Learn to gesture in front of a cass as
wou would if vou were having an animated conversation
with a friend,

2. Don't put your hands in your pockets. Don't clasp your hands

behind your back. Don't wring your hands nervously. Don't
play with a pen or other abject.

Visuals

. Wisuals help to attract and hold learners interest. People like

1o see keywords, diagrams, and drawings.

. Reinforce and danfy verbal concepts waith visuals. A picture

is worth a thousand words.

. Make key points memorable, and help the listener

remember your message. Most people remember visuals
longer than they remermber wards and numbers.

. Wisuals bose their effectiveness if overused. A guideline is to

use abowt one visual per minute.

. I designing viswals:

+ Use headlines only.

+ Eliminate unnecessary words.

+ Wirite large so words can be read from the back of the
FOCAT,

« Lise drawings and diagrams whenever possible.

+« Limit to 36 words per visual (6 lines of & words each.

. After using wisuals, redirect learners” attention back to you:

« Shut off the overhead projectar when there is a lengthy
explanation and there is no need for the audience to see
thie transparercy. Don't turm the machine off and on o
frequenthy that it becormes distracting (30 seconds is a
guidelinel,

« Turn a flip chart page o a blank one when you are
firiehed referring to it If the Rip chart pages have been
prepared in advance, leave blank pages between each
prepared sheet so the next prepared page will not show
through.

« Erase any writing on the chalkboard or whiteboard when
you no longer need it

« Break up slide presentations by inserting a black or
translucent slide at points where an explanation is needed
or where guestons will be asked or answered,

» Show or demonsirate an object by revealing it when
needed and covering it when it 15 no longer in use,
Otherwse, your audience will look at the object and be
distracted from your presentation, Avoid passing an object
arpund the asdience. Instead, walk around the audience
and show the object to everyone briefly and make it
available at the end of the presentaton.



