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[bookmark: _heading=h.tyjcwt]4.1 Aims and learning outcomes
This unit aims to develop your verbal and non-verbal skills needed to deliver effective presentations. By applying what you learn in this unit, you should be able to achieve the following in a presentation:
· speak clearly and spontaneously;
· monitor your use of technical language;
· use a variety of expressions;
· understand how your gestures contribute to your talk; and
· deliver the contents of a slide show in ways that can complement your talk.
You are expected to apply what you learn in this unit when delivering the presentation required in Assessed Task 2.
[bookmark: _heading=h.3dy6vkm]4.2 Verbal delivery skills 
4.2.1 Speak naturally
If you want to deliver an effective presentation, one thing you must do to is to make your audience feel that you are talking to them. One way to achieve this is to actually talk to them, which means speak naturally (spontaneously) to the people in your audience. Do not recite or read from a pre-scripted speech. 

Task 1 Think of two reasons why delivering a pre-scripted speech may reduce its effectiveness. 
You don’t really need to rely on a script when you have done enough preparation of the kinds suggested in Unit 2. If there are parts that need to be scripted or memorized, they would most probably be the opening, the concluding remarks and perhaps some transitional sentences you use to signal the development of your presentation as well as any pieces of information that are particularly complex or difficult to say spontaneously. 
Here are some tips that you can try to help you speak spontaneously: 
· Do not think of your presentation as a formal speech. Think of it as a conversation with your audience. 
· Remember well both the structure and the key points that you have prepared (see Unit 2). 
· Prepare brief notes in print or build them into slides that you can fall back on in case your memory fails. 
· Rehearse the presentation. Practice expressing the key points and elaborating them using complete sentences until you can express them fluently and naturally.

4.2.2 Speak clearly
Make sure that your audience can follow what you tell them. This means you need to speak clearly. To do this, you need to: 
· speak audibly by projecting your voice;
· speak at an appropriate speed;
· use language that your audience understands (see the section below on “Mind” your jargon);
· speak grammatically; and 
· pronounce words accurately.

You can tell whether you are speaking clearly by observing your audience’s facial expressions. If you see signs of confusion, you will need to slow down, perhaps repeat a key sentence, adjust your language or even the content of your talk. Practice by giving your talk to a friend, who can help you identify parts that are unclear.

4.2.3  “Mind” your jargon
Task 2 Think of at least one term that will be used in the presentation you will make in Assessed Task 2. Will the audience be able to understand it? If they won’t, what would you do in order to help your audience understand the term?
In your future careers as engineers, you will use a lot of technical language (jargon, abbreviations and acronyms) to communicate work matters with your colleagues. This is very natural and is in fact needed to speed up the communication. However, frequent use of jargon will run the chance of losing a non-specialist audience. This is likely the case in the presentation you deliver in Assessed Task 2 and in the meeting with the client representatives in Assessed Task 4. 

Do consider the following when communicating technical matters to a non-technical audience:
· Unless a term is essential in the communication, try not to use it especially if you know that your audience will not understand it. 
· If the term is essential, give it a brief explanation that the audience can easily understand. 
· You can explain the term visually (see Unit 2) or verbally if a visual explanation does not help (see below).
· You can integrate a gesture to your explanation that helps your audience see what you mean, for example when describing a technique, piece of equipment, or action.

4.2.4 Explaining technical terms
Task 3 Study the following explanations of some technical terms. Identify the types of information provided in each of the boxed parts.
a. An electronic circuit is a path between two or more points along which an electrical current can be carried.
b. A flip-flop circuit is a circuit containing active elements that can assume either one of two stable states at any given time.
c. An electrophorus is a laboratory instrument used to generate static electricity.
d. Hypno-analysis is a psychoanalytical technique in which hypnosis is used to obtain information from a patient’s unconscious mind.
e. An electron microscope is a microscope that uses electrons rather than visible light to produce magnified images. 
f. A high performance building is a building that integrates and optimizes on a lifecycle basis all major high performance attributes, including energy [and water] conservation, environment, safety, security, durability, accessibility, cost-benefit, productivity, sustainability, functionality, and operational considerations (Energy Independence and Security Act 2007 401 PL 110-140)
g. High performance is defined in this project as a compression ratio no less than 4 (i.e., reducing the size of an image file by the factor 4) and a maximum loss value of 1%. 
h. By high performance, we mean a compression ratio that is no less than 6 and a maximum loss value of 0.5%. 
i. Some communications protocols include “signalling” functions along with data. Channel Associated Signaling protocols– also called Robbed Bit Signaling–include signalling in the data channel (as opposed to a dedicated signalling channel). 
j. Multitasking is when you do two things at once.
k. To bluetooth means to send information.
l. A strike is when employees of an organization or a union stop working.
When explaining a term, you can tell your audience what it refers to (e.g., a piece of equipment, a technique, or an action). You can describe some of its distinguishing features such as its shape, color, sizes, structure or function. 

Formal definitions
You can explain a term by defining it formally (see Samples a-h in Task 3). A formal definition is made up of three parts: the term (T), the genus (G) and the differentiae (D). 
	Part
	Purpose of the part
	Example

	Term
	to state the concept being defined
	· “a flip-flop circuit”
· “high performance” 

	Genus
	to state the restricted class to which the concept belongs
	· “a circuit” 
· “a compression ratio” 

	Differentiae
	to state a unique feature(s) that can distinguish the concept being defined from another that belongs to the same class
	· “containing active elements that…” (to distinguish a flip-flop from another type of circuit)
· “no less than 4 … and a maximum loss value of 1%” (to distinguish the meaning of hi-performance from that set by other researchers)



Task 4 Identify the genus and differentiae in Samples a, c, e – g provided in Task 3. 
The genus and the differentiae provided in a formal definition are what make the definition formal (serious and precise). It carries the details about a term that specialists normally provide. The differentiae are needed to distinguish the term being defined from another of a similar meaning. 

Formal definitions tend to be expressed using fixed sentence patterns that make them stand out definitions.  Complete Task 5 to identify some of the patterns. 
Task 5 Study the samples of formal definitions in Task 3 and answer the following questions: 
1. What sentence patterns are used in the definitions? 
2. What is the main verb used in the definitions a-f? What are the main verbs used in g-h?
3. What verb can be used to replace “is” or “is defined as” in a-g? 
4. Write a short formal definition of the term or the concept that you have provided in Task 1. 


Informal definitions
An informal definition is provided when the precise meaning of a term being explained is not needed. When compared with a formal definition, an informal definition is more casual and less rigorous. 
Explanations i-l studied in Task 3 are examples of informal definitions. They do not state genus (class) of the concept being defined (e.g., “strike” or “bluetooth”). The differentiae provided are rather general (e.g., “means to send information”). 

Task 6 Study the following excerpt and identify the part where the term multi-tasking is explained. Is the term defined formally or informally? Why?
Young people are spending at least seven-and-a-half hours a day with media – computers, cell phones, TV or music, and by frequently multitasking, that is, doing all these at the same time, they're packing in the equivalent of nearly 11 hours of content, according to a 2010 study by the Kaiser Family Foundation. Whether they’re texting while talking to friends or plugging into an iPod while studying, today's teenagers seem to be constantly multitasking. 
Adapted from Nightly News, msnbc.com

When explaining a term informally, you can use a synonym or synonymous expression that the audience can understand. This is sometimes all that your audience wants, i.e., “say it in language that I can understand”. Phrases such as “doing all these at the same time” (for “multi-tasking”), “to send information” (for “bluetooth”), and “also called Robbed Bit Signaling” (for Channel Associated Signaling protocols) are examples of synonyms or synonymous expressions. 
Unlike formal definitions, which are mostly restricted to technical nouns (e.g., optical tweezers, hypno-analysis), informal definitions can be used to explain terms of different parts of speech, e.g., nouns (optical tweezers), verbs (to acylate), adjectives (acylated viruses), etc.
An informal definition can be introduced as an insertion in a sentence. In writing, an informal definition is separated from the main parts of a sentence by a preceding dash, a pair of brackets, or signaling words or phrases such as, “which”,  “that is, …” , “i.e.,”, and “also called”. But, in speaking you can only use signalling phrases, short pauses or other paralinguistic cues.  

Task 7 
1. Which of the signalling devices listed above are applied to the informal definition of “multi-tasking” observed in Task 6? 
2. Study the following passage and locate the informal definitions embedded in the text. What information is provided in the definitions and how are the informal definitions signalled?  Imagine the two paragraphs were to be delivered orally in a presentation. Read aloud the paragraphs and signal the informal definitions. 
There is a new challenge to conservation biology in British Columbia (a province in Canada), one which goes hand in hand with intensifying efforts to save species at risk and restore natural ecosystems. It’s an “alien” invasion, and though it’s been going on for decades its implications to restoration and recovery efforts throughout the province are profound. Invasive non-native plant species, which are also called alien, introduced, or exotic, grow quickly and aggressively. These unwelcome plants disrupt the ecology of natural ecosystems by displacing native plants and the animal species that depend upon them reducing native biodiversity. In this century the greatest threat to our native plants and wildlife may well come from invasive species. 
When using an acronym or an abbreviation, you may also need to unpack it for your non-technical audience.

Task 8 Identify the acronym used in the text below and provide an informal definition of the acronym. 
A laser is a device that emits light (electromagnetic radiation) through a process of optical amplification based on the stimulated emission of photons. The emitted laser light is notable for its high degree of spatial and temporal coherence, unattainable using other technologies.
4.3 Presentation language 
4.3.1 Stating the aims and the structure 
[bookmark: bookmark=id.1t3h5sf]Task 9 
1. You will listen to the start of a talk introducing the services offered at Clifton Language Training. While listening, fill the gaps in the transcript below with the expressions that the speaker uses.  
Good morning, ladies and gentlemen. ___________________, very briefly, about Clifton Language Training. And _________________, what is Clifton Language Training, ____________________ in it, and _______________________________. 
2. How does the speaker announce the structure of his talk?  

3. Read the following extract of the loosestrife speech you analyzed in Unit 2. Fill in the blanks to make it a complete outline of the speaker’s speech.

Today _________________________ why purple loosestrife has become a problem and what is being done to solve the problem. First _______________________ ______________________ that loosestrife has had a serious impact on public wetlands in the United States. Then _______________ some of the methods that have been successfully used to control loosestrife. And finally, ____________________________ a unique way to control loosestrife that appears to be both safe and effective. …
4. Your teacher will show you the original version on the screen. How’s your version similar to / different from the original? 

4.3.2 Signaling transitions
Signal the transitions you make in your talk by using short pauses or verbal transition markers, e.g., 
· Now, let me just briefly summarize…
· For instance,…
· But, … 

[bookmark: bookmark=id.4d34og8]Task 10   You will listen to the rest of the Clifton speech. While listening, fill the gaps in the transcript below with the transition markers that the speaker uses.  
So, ______________, ______________________ Clifton Language Training?  Well, it’s an English language training consultancy, based in Clifton, in the north of England. It was established in 1980, with the objective of specializing in industry-specific language training.  
_____________________ two main activities. ______________, in Clifton, we run individual courses of two types, either what we call ‘one-to-one’,  _____________,  one teacher for one student, or a ‘two-to-one, ‘two teachers for one student.  And, we also run small group courses in Clifton. The other main activity, our overseas services, where we send a trainer abroad to work on-site, usually with a group, in a company. 
_________________________________, we also write a lot of materials, both for publishers and also specially commissioned by companies. 
____________________________________________. There are five partners, four teaching partners and one administrative partner and, in addition, there are several, experienced freelance teachers. 
And, _________________________________________ And here I’d like to stress that, as a partnership, we are not only a partnership amongst ourselves, but also are partners for our clients, and the basis for all the work we do is a very thorough needs analysis, that is an analysis of the job-related communication needs of the students. On the basis of this analysis, we go on to design a course and then to actually run the course. _______, obviously, an integral part of the course itself are the materials and for the development of these materials, we call on our extensive resources of print, audio and video material. 
_________________________, finally, at the end of the course, there will be suggestions for follow-up and a thorough evaluation in terms of the objectives set during the needs analysis. 
________________________, that hopefully answers three questions: what is Clifton Language Training, who is in it, and third, how do we work. 
Are there any questions ____________________________________? 



Below are some common transition markers used in presentations.
	Contrast
	But
	Change in topic
	Now, let’s move on to…
Now, I’d like to show you…

	Continuation / adding
	And
	Summarizing 
	So
So, to sum it all up, 
Right, to recap, 
So, very briefly

	Exemplification
	For example, 
one example of this is…, 
Let me show you one example…,  



Transition markers can be phrases such as “X is a case in point” (instead of “for example”) or sentences such as “There is one more point to say about this design” (instead of “furthermore”). They don’t have to be the connectives that you learned in your secondary school (e.g., furthermore, moreover, besides, consequently, etc.).

4.3.3 Concluding 
Task 11 
1. How does the speaker of the Clifton speech (Task 1) end the talk? 
He ___________________ the main points by reiterating (repeating) the three ________________________raised earlier. 
2. Below are some ending lines that you can use in a presentation. Can you come up with some other sentences to replace the underlined parts?
_______________________________________. _________________________________ _____________________. I have briefly described the existing problem caused by loosestrife, evaluated different approaches to solve the problem. I’ve suggested that option X will be the best. _________________________________________? 
___________________________________________ loosestrife. Obviously, ___________
___________________________________________________________. So, __________
____________________________________________________________ for clarification or further understanding of my topic. 


	
[bookmark: _heading=h.2s8eyo1]4.4 Non-verbal delivery skills 
4.4.1 Embodied Communication
Embodied communication are those aspects of your bodily movement that the audience will perceive as related to your presentation and as integral to what you are saying. They are often referred to as gestures, nonverbal behaviors, or body language. Your audience sees these movements as meaningful and attends to them differently than to other bodily movements like taking a sip of water, adjusting your clothing, or nervous fidgeting. There are two important things to always keep in mind about embodied communication: 
1) It is fundamentally related to your spoken language and to the ideas that you are sharing;
2) You use embodied communication completely naturally and spontaneously whenever you discuss and talk in everyday contexts, like answering questions in class or discussing with your friends. 

What makes the presentation format different is that you are usually talking to a larger audience and standing in front of the slides showing the information that you are presenting. 
Task 12  How do you think this context may influence aspects of your embodied communication? 

Researchers analysing oral presentations have identified some features of embodied communication that we see during presentations by highly skilled speakers. One of these features is the way that speakers communicative bodily actions relate to their slides. You may immediately think about pointing gestures, but speakers’ bodily movements in relation to slides are much more complex than this (and more interesting too!). 
You are going to see videos of a presenter using speech and gesture to ‘animate’ the visual on his slide while keeping the audience’s attention intact. This aspect of embodied communication is worth thinking about. Examiners have been found to praise students who interact with their slides in this way, and speaker-slide interaction is a descriptor in the assessment criteria for your Public Talk: “Clear signs of preparation and rehearsal including non-verbal language and use of visuals.” (see Task 2 assessment criteria)

Task 13 Watch the three-minute talk by award-winning science communicator and astrophysicist Professor Brian Cox entitled “What went wrong at the Large Hadron Collider”. His embodied communication is very diverse, but see if you can notice any moments where his speech and gestures are very closely related to the images he is showing on the slide. 

After watching an example in more-depth, we can see that in coordination with speech, the speaker’s embodied communication is able:
· to ‘model’ the image on the slide from alternative viewpoints and perspectives
· to highlight certain features by ‘zooming in’ or ‘decomposing’ the image
· to show features of the image that are not visible on the slide
· to represent the image in three-dimensions as opposed to the two-dimensions on the slide
· to ‘animate’ or ‘run’ the image, which means bring it to life
Finally, notice how the speaker engages and monitors the audiences’ attention through shifts in eye-gaze.

Task 14  Now it is your turn to try. Think about one or two of the visuals that you might be using on your slides. These may be based on showing an engineering technique, piece of equipment, action, or process. Once you have chosen your visual, think about the following questions:
· What matters to you about this visual or what draws you to it? 
· What do you want the audience to notice about it? 
· What explanation does it facilitate?
· What are you going to say about your visual and how might you gesture?
Next week, you will have an opportunity to present your visual to the class to practice speaking about it with embodied communication. 

4.4.2 Slide presentation 
When presenting a slide, do not just fix your gaze on the screen and turn your back on the audience. Remember to talk to them and maintain eye contact with them every now and then. You may need to stand at an angle to one side of the screen so that you only need to turn your head when switching your gazes between the screen and the audience.
When presenting a graphic, give verbal commentaries by explaining what it is, stating what it is for and telling your audience what you want them to focus on. Use a non-distracting object such as a ruler, a laser pointer, or a floating marker to highlight the part to cue your audience’s attention. Also, don’t flash the graphic. Allow your audience enough time to look at it.  

4.4.3 Time management
An effective presentation should also be one that starts and ends on time. If you are running out of time, skip the less crucial parts. If you have already run out of time, find a right point to end the talk and do not drag on. 

4.4.4 Mindset
Be enthusiastic about your talk. Also, be assertive and think of yourself as an expert who is sharing knowledge with a group of people who want to learn from you.  
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