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Presentation skills

How to structure your presentation

· Introduction, who you are, purpose of presentation

· 5 - 7 key points, linked 

· Signpost your points as you go through your presentation

· Conclusion

· Questions

Key points for presenters

· Body language – be positive but not threatening

· Know your audience – check before hand

· Eye contact 

· Define question policy – particularly important with a large or vocal audience

· Use of visual aids – can be very helpful but keep them relevant

· Smile and relax – you will not feel so tired at the end!

· Slow down – be concise and to the point

· Preparation – do trial runs – better for you and the audience

Aide-memoire for presentations

Remember … 

	· BODY LANGUAGE


	· EYE CONTACT



	· SMILE AND RELAX
	· SLOW DOWN 

– be concise and to the point



	· USE VISUAL AIDS 


	· DEFINE QUESTION POLICY

	· KNOW YOUR AUDIENCE


	· PREPARATION 

– do trial runs




Talk on Student Life
In groups of 5/6 prepare a presentation about Student Life.

You have approx 30 minutes preparation time and the talk should last for 5 minutes 

Think about your audience

Group 1  Your visitors are a group of 100 six formers from a local Comprehensive School. Your emphasis is on how and why you chose the University of Greenwich and your particular course, how you prepared your supporting statement on the UCAS form, your expectations and achievements.  The student’s teachers are in the lecture theatre. The aim of the talk is to inspire and motivate the youngsters to think about higher education opportunities.

Group 2  A small group of students from a local school are visiting the university and you are asked to talk informally about life as a student – including issues of living away from home for the first time.

Group 3  This time you are helping with an Open Day and are asked to give a Student Life presentation to a group of 200 students and their parents/partners.  Your aim is to encourage students to apply to the specific university and to inform visitors about your experience.  Not course specific but talk about tutorial support, study/social juggling, halls, facilities on campus, student union etc.

Group 4  A group of mature students studying an Access course at a local college are visiting the university – some of them are very apprehensive about embarking on a degree programme and need to know what is involved – tell them about your experiences of juggling study with demands of home, work and childcare.

Group 5  The vice-Chancellor has invited a group of MPs to visit the university and has asked a Student Ambassadors to talk to the visitors about the opportunities that higher education has given them and their experiences whilst at their university.

Group 6  A film crew are at the university and they want a group of students who live-in to talk about living in halls.  They are making a short news piece about how students living away from home manage their budget.

Group 7  You are helping with an Open day and asked to give a Student Life presentation to a group of 50 students and their parents/partners.  This time the presentation is programme specific.   (Please choose one programme of study) 
Group 8  A group of 100 Californian undergraduates are visiting the university.  They are on a British Culture and Heritage course.  Prepare a presentation of life as a student in the UK.

Presentation skills

Assessment Document 

Name of Student…………………………………..

(The following criteria should be marked on a scale of 1-5 where 5 represents the top score and 1 the lowest.)

	
	1
	2
	3
	4
	5

	1.  Focus/eye contact
	
	
	
	
	

	2.  Effective use  of language
	
	
	
	
	

	3.  Vocal clarity/projection
	
	
	
	
	

	4.  General manner/confidence
	
	
	
	
	

	5.  Suitability of presentation   for target audience
	
	
	
	
	


Summative assessment.

How well did the student address the task?  

How effectively did they communicate their presentation to the audience?
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