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Making an Oral Presentation
Oral presentations are usually graded on two parts. Content and delivery.
Content refers to the quality, quantity, correctness, and appropriateness of analyses, or a topic
presented, including such dimensions as logical flow through the presentation, coverage of
major issues, use of specifics, avoidance of generalities, absence of mistakes, and feasibility
of recommendations.
Delivery include such dimensions as audience attentiveness, clarity of visual aids, appropriate
dress, persuasiveness of arguments, tone of voice, eye contact, and posture. Great ideas are of
no value unless others can be convinced of their merit through clear communication. The
guidelines presented here can help you make an effective oral presentation.
• Organising The Presentation:
Begin your presentation by introducing yourself and giving a clear outline of topics to be
covered. If a team is presenting, specify the sequence of speakers and the areas each person
will address. At the beginning of an oral presentation, try to capture your audience’s interest
and attention. You could do this by displaying some products made by the company, telling
an interesting short story about the company, or sharing an experience that you had related to
the company, its products, or its services. You could develop of obtain a video to show at the
beginning of class: you could visit a local distributor of the firm’s products and tape a
personal interview with the business owner or manager. A light or humorous introduction can
be effective at the beginning of a presentation.
Be sure the setting of your presentation is well organized, with chairs, flip charts, a
transparency projector, and whatever else you plan to use, Arrive at least 15 minutes early at
the classroom to organize the setting, and be sure your materials are ready to go. Make sure
everyone can see your visual aids well.
• Controlling your voice
An effective rate of speaking ranges from 100 to 125 words per minute. Practice your
presentation out loud to determine if you are going too fast. Individuals commonly speak too
fast when nervous. Breathe deeply before and during the presentation to help yourself slow
down. Have a glass of water available: pausing to take a drink will wet your throat, give you
time to collect your thoughts, control your nervousness, slow you down, and signal to the
audience a change in topic.
Avoid a monotone by placing emphasis on different words or sentences. Speak loudly and
cleary, but don’t shout. Silence can be used effectively to break a monotone voice. Stop at the
end of each sentence, rather than running sentences together with and or uh.
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• Managing Body Language
Be sure not to fold your arms, lean on the podium, put your hands in your pockets, or put your
hands behind you. Keep a straight posture, with one foot slightly in front of the other. Do not
turn your back to the audience, which is not only rude but which also prevents your voice
from projecting well. Avoid using too many hand gestures. On occasion leave the podium or
table and walk toward your audience, but do not walk around too much. Never block the
audience’s view of your visual aids.
Maintain good eye contact throughout the presentation. This is the best way to persuade your
audience. There is nothing more reassuring to a speaker than to see members of the audience
nod in agreement or smile, Try to look everyone in the eye at least once during your
presentation, but focus more on individuals who look interested than on persons who seem
bored. Use humour and smiles as appropriate throughout your presentation to stay in touch
with your audience. A presentation should never be dull.
• Speaking From Notes:
Be sure hot to read to your audience, because reading puts people to sleep. Perhaps
worse than reading is memorising. Do not try to memorise anything. Rather, practice
using notes unobtrusively. Make sure your notes are written clearly so you will not
flounder trying to read your own writing. Include only main ideas on your note cards.
Keep note cards on a podium or table if possible so that you won’t drop them or get
them out of order: walking with note cards tends to be distracting.
• Constructing Visual Aids:
Make sure your visual aids are legible to individuals in the back of the room. Use colour
to highlight special items. Avoid putting complete sentences on visual aids: rather, use
short phrases and then elaborate on issues orally as you make your presentation.
Generally, there should be no more than four to six lines of text on each visual aid. Use
clear headings and subheadings. Be careful about spelling and grammar, use a consistent
style of lettering. Use masking tape or an easel for posters - do not hold posters in your
hand. Transparencies and handouts are excellent aids: however, be careful not to use too
many handouts or your audience may concentrate on them instead of you during the
presentation.
• Answering Questions;
It is best to field questions at the end of your presentation, rather than during the
presentation itself. Encourage questions and take your time to respond to each one.
Answering questions can be persuasive because it involves you with the audience,
If a team is giving the presentation, the audience should direct questions to a specific
person. During the question and answer period, be polite, confident and courteous.
Avoid verbose responses. Do not get defensive with your answers, even if a hostile or
confrontational question is asked. Staying, calm during potentially disruptive situations
such cross-examination reflects self-confidence, maturity, poise, and command of the
particular company and its industry, Stand up throughout the question and answer
period.

3

Preparing
Expository-Informative
Oratory-Persuasive
Presentations or Speeches

HERE ARE THE 6 KEY STEPS FOR PREPARING ONE OF THESE SPEECHES

1. CHOOSE YOUR TOPIC:
INFORMATIVE-EXPOS: Pick a topic where you will explain something, help people understand, show how to
use or do something, etc. Hot topics typically involve scientific or technological breakthroughs that are
obviously useful and important to the judges you will have.
PERSUASIVE-ORATORY: Pick a topic that you have a strong
opinion on. Hot topics typically involve problems that both the
government and the judge can take action on.

2. MAKE A THESIS STATEMENT:
What point do you want to get across?
FOR INFORMATIVE SPEECHES: “I will explain . . .” “I will show how to . . .”
FOR PERSUASIVE SPEECHES: “The government should . . .” “We should stop . . .” “X is a harmful practice.”

3. CREATE POINTS THAT SUPPORT YOUR THESIS:
Take a moment and think up what would support your thesis. Write the points down on a sheet of paper, leaving
room after each one so that you can add supports for them.
TYPICAL ORGANIZATIONS FOR AN INFORMATIVE SPEECH
How to speech: 4 key steps to doing the thing you are talking about.
Example: Step One: Reformat the hard drive. Step Two: Place the CD into the computer and begin installation.
Step Three: Fine tune your operating system.
History/what happened speech: Points listing out from the beginning to the latest thing you want to
discuss in your speech.
Example: First, the people inhabited the territory. Second, there were great conflicts. Third, there were good and
sad after-effects.
What is it speech: 2 to 4 main points that discuss the key elements of your subject.
Example: First, there must be small numbers; Second, a focus on general rather than specialized education;
Third, a focus on more intellectual rather than practical or technical knowledge.
Explain it speech: 2 or 4 main points that go through the key elements of something to explain it.
Example: A plane flies by first, its wing design; second, engine forward movement; third, direction of wing
flaps.
Typical organizations for an
TYPICAL ORGANIZATIONS FOR A PERSUASIVE SPEECH
Problem-solution: First point shows there is a harmful problem; Second point shows a proposal and proof that it
would solve the problem; it is good to get the judge/audience involved in taking their own actions to help solve
the problem.
Demonstration that something is wrong/right: First, list out an agreeable standard for judging (things that kill
should be rejected; things that intrude on our civil liberties should be rejected); Second, show that the thing you
are talking about does indeed violate the standard you set.
Main reasons approach: Just list out the reasons why your thesis is true. First, because of x; Second, because of
y; Third, because of z.
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4. NOW, DEVELOP SUPPORT FOR YOUR THESIS
Now, write down supports for your points. Take time to research your topic thoroughly and get yourself stories,
statistics, expert opinion, and more to make your speech standout. Kinds of supports you should use in your
speech:
1. Interest supports to increase interest in your speech: stories, examples, personal experiences, interaction (e.g.
games or questions you ask of your audience).
2. Evidence supports to increase solid support in your speech: statistics, expert opinions, direct quotations,
studies, surveys, and facts.
3. Multimedia aids such as posters with writing and pictures, PowerPoint, music or recordings on a stereo player,
videotapes and DVD’s.

5. WRITE YOUR INTRODUCTION AND CONCLUSION.
Write your introduction. Give a quick attention getter, state the thesis, tell why it is important to you and your
audience. Typically in forensic competition, it is expected that you “preview” your main points in the
introduction by listing out the main points you will present.
Write your conclusion. Tie the speech together, build to a higher point and give it a sense of conclusion.

6. DELIVER THE SPEECH
Practice and prepare to present your material as effectively as possible.

THE DIFFERENCE: INFORMATIVE VERSUS PERSUASIVE VERSUS AFTER
DINNER SPEECHES
INFORMATIVE SPEECH--give us information that describes something or states how to do something; it does
not give your opinion as a main point; it avoids making judgments that the things you are talking about are
bad/good, etc.
PERSUASIVE SPEECH--persuade us to change our beliefs or actions; shows us YOUR opinion on a subject-that you think it is good/bad, right/wrong, moral/immoral, justified/unjustified, that we should/should not do
something.
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General Presentation -Example topics: ‘ Women’s position’
TOPIC
WOMEN’S PLACE IN SOCIETY

Names

WOMEN’S PLACE IN DECISION MAKING
POSITIONS
WOMEN’S PLACE IN POLITICS

WOMEN’S PLACE AT WORK
WOMEN’S PLACE AT HOME
WOMEN’S PLACE IN RELIGION
WOMEN’S PLACE IN ARTS
INTERNATIONAL WOMEN’S DAY

VIOLENCE AGAINST WOMEN

DOMESTIC VIOLENCE

TRAFFICKING IN WOMEN

SEXUAL HARRASMENT

SEXUAL ASSAULT
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Informative Presentation -Example topics:
TOPIC
RED

‘Psycology of Coulors’

Names

YELLOW
ORANGE
BLUE
GREEN
INDIGO
PURPLE
TURQUOISE
PINK
MAGENTA
BROWN
GRAY
WHITE
BLACK
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REQUIREMENTS FOR THE CONTENTS OF THE FOLDER
FOR THE JOB INTERVIEW

1-CV with a formal picture
Student number and department should be included in the personal details
section
2- Application letter
3- One page summary of the company chosen
4- Job description

No cover page should be included
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Departments
Name

Positions

Company

Business Administration

Sales Manager

Coca Cola

Human Resource Management

Human Resources Manager

Coca Cola

Banking & Finance

Credit Manager

HSBC Bank

European Union Relations

European Countries Relations Manager

NEU

Economics
Central Bank

Research & Development Officer

Turkey

Marketing

Marketing Manager

Coca Cola

International Business

International Sales Manager

Coca Cola

Accounting

Sales Manager

Coca Cola

Banking & Finance (2yrs)

Credit Manager

HSBC
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