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Assessing Presentations

Self Assessment 

Step 1

Watch the whole presentation and write a few words about your first impressions regarding your presentation.

Step 2

Transcribe your presentation word for word, including all the pauses, false starts, repetitions and non-word fillers (err, ehm, etc).

Step 3

Read through the check-list below.

Step 4

Watch the presentation again making notes about the various aspects of your presentation.

Checklist 

Obviously not all the items below are appropriate for all the presentations. Indeed there are many qualities and features mentioned below.

PLEASE do not worry about this first presentation. As I explained, my intention is to get you to think about what it means to give a presentation. Also note that different people have different styles and approaches and there is no one correct way to do a presentation.

Structure

Greeting

Purpose

· clearly stated?

· Audience (how does it relate to them?)

· Did you achieve the purpose?

Introduction (should arouse interest) 

· Self/audience (who you are who acknowledging who the audience is)

· topic/general statement/purpose/identify main issues/factors addressed in presentation

· outline of presentation

· definitions

Main body

(organisation – chronological/background info – devt. of ideas        conclusion)

· restatement of purpose/idea

· background info

· arguments for/against + evidence/examples (only one side of case??)

· Repetition of main concepts

· Rounding up 

Conclusions (leave enough time!)

· Sum up main points

· YOUR conclusions given evidence

· NO NEW MAIN POINTS IN CONCLUSION

· Recommendations/future challenges (if appropriate) / questions left unanswered/open issues

· Questions (asking if any and answering them)

· Handouts

· Thanks 

Timing

· The Introduction and Conclusion should be short and snappy

· The main body should take up the bulk of the time available

· Keep an eye on the time and cut material if it means you can’t reach your conclusions

‘Personal’ Factors

Personal involvement

· Speaker involvement (in the topic)

· Audience involvement (in the topic)

· Personal opinions vs expert opinions

Engaging the audience

· Address audience directly

· Eye contact

· Gesture 

· Questions (direct)

· Questions – rhetorical

· Intonation 

· Jokes/entertaining anecdotes

· Eye-catching slides

Pace

· Speaking at a comprehensible speed

· Pausing at appropriate places (to enable people to digest info)

· Leaving time to read slides

· Monitoring audience to see if pace appropriate

Personal appearance

Body language (what was yours like?)

Poise /Posture/position in regard to audience (clearly visible?)

DON’T FIDGET/SWING/PLAY WITH HAIR OR OTHER

Content

· Well-researched

· Appropriate

· Appropriate level of detail 

· Lots of concrete examples to illustrate your points

· Personal anecdotes

· Personal opinions/stance

· How does topic relate to audience

· References

Aids

Visual (PPP or OHP slides)

· Clear/legible

· Pertinent

· With full references

· Appropriate amount of text

· Correct spellings

· Add to rather than distract from presentations

Use of video/audio clips
· Appropriate

· Technology works (audio and video)

· ADD something to presentation?

Cue cards

Written speech (do you really need one????)

Language 

Use of Language

· Simple sentences (few subordinates)

· Concrete language

· Everyday language (not too formal)

· Rhetorical questions

· Clear referencing

· Appropriate register

Pronunciation

· Clear and comprehensible (loud enough)

· Reasonable pace

· Accurate ( in particular of key words, including word stress)

· Intonation (use of stress and pitch to emphasise) + Tone (if you sound bored the audience will ‘switch off’

Cohesion

· Use of referents/referencing

· Use of linking words

· Use of signposting language

· Use of appropriate fillers (Well, Now, etc – not just erm and ah)

· Repetition

Vocabulary

· Wide range

· Avoidance of jargon

· definitions

· Appropriate repetition

· Use of synonyms and antonyms

· Appropriate collocations

· Appropriate use of intensifiers (where necessary)

Preparation: Did you

· practice your presentation before hand alone/to an audience (even of one person)?

· record your presentation before hand?

· time your presentation before hand?

· re-read your slides and check spellings?

· check the pronunciation of any unfamiliar words in a dictionary?
The above list is not exhaustive. Let me know if there are any other comments you wish to add.

Remember that if you are interested in a topic and show that interest you will probably arouse the audiences interest. 

