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ORAL PRESENTATIO N 

D G Thoma s 

Every scientis t i s calle d upo n no w an d agai n t o spea k t o others . 
The rang e o f topic s ca n b e ver y wide , fro m a  specialize d 
subject matte r e .g . a n accoun t o f recen t researc h finding s t o 
his pee r s , t o a  discours e o n a  wide r scientifi c plan e t o a 
general audience . 

Not al l o f u s ar e endowe d wit h oratorica l skill s an d fe w enjo y 
this rol e o f deliverin g a n ora l address . Bu t ther e ar e certai n 
guide-lines that , i f followed , wil l mak e a  presentatio n vastl y 
bet ter , an d wil l mak e th e tas k o f th e speake r eas ie r . Som e o f 
these procedure s ma y appea r ver y elementar y an d obvious , bu t 
so ofte n th e presentatio n i s marre d b y th e oversigh t o f som e 
detail tha t coul d s o easil y hav e bee n avoide d i f thi s wa s 
considered durin g preparatio n o r delivery . 

To star t a t a  ver y earl y stage , whe n a  reques t i s receive d t o 
present a  pape r o r tal k -  i t ma y onl y b e t o a  smal l committe e -
or a  decisio n ha s bee n mad e t o presen t a  pape r a t a  profession -
al conferenc e o r symposium . 

It i s important , eve n a t thi s earl y stage , t o obtai n certai n 
information : 

1. Date , time , an d plac e o f presentatio n 
2. Tim e allowe d fo r th e deliver y 
3. Subjec t matte r 
4 . Name s an d subject s o f othe r speaker s 
5. Siz e an d genera l descriptio n o f audienc e 
6. Effor t require d i n tim e an d mone y e.g.  ar e proceeding s t o b e 

published ? 
7. Visua l aid s equipmen t availabl e 
8. Deadline s fo r receip t o f pape r o r abstrac t b y organizer s 

The nex t ste p i s t o conside r i n mor e detai l th e subjec t matte r -
its scop e an d limitations . Thi s mus t b e don e i n relatio n to : 
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1. Compositio n o f th e audience . Thi s wil l affect : 

terminology; wit h a  specialize d audience , i t save s tim e 
and avoid s irritatio n t o mak e us e o f scientifi c term s wit h 
specific meanings , bu t thes e term s shoul d no t b e use d o r 
only afte r definin g the m whe n th e audienc e i s general . 
depth o f explanation ; 
examples an d anecdote s use d t o emphasis e o r explai n 
important points ; an d 
complexity o r simplicit y o f graphics . 

2. Specifi c purpos e o f th e presentation . Thi s wil l b e clea r 
if answer s ca n b e supplie d t o th e followin g questions : 
What doe s th e listene r wan t t o know ? 
Is th e listene r expecte d t o tak e action ? I f so , wha t 
action? 
How i s th e listene r expecte d t o reac t -  confident , 
aroused, encouraged , frightened , relieved , inspired ? 
Is a  solutio n bein g offere d t o a  problem ? 
Are questions , suggestions , o r replie s expecte d fro m 
the audience ? 
Will th e audienc e b e persuade d t o accep t a  cours e o f 
action? 
Will a n attemp t b e mad e t o infor m th e audience ? 

With thi s backgroun d information , idea s ca n b e assemble d by 
pursuing i n sequenc e th e followin g steps : 

Jotting dow n idea s a s ma y com e 
Eliminating -  repetition s 

- vagu e idea s 
- unrelate d idea s 

Discriminating -  mak e roug h outlin e o f ke y idea s 
Classifying -  searc h ou t subordinat e idea s 
Placing idea s i n sequence , arrangin g the m i n a  logica l 
order 
Fortifying an d amplifyin g idea s wit h graphic s 

- determin e wha t t o char t 
- decid e o n how t o char t 

Including homel y example s t o explai n abstrus e points . 

The nex t ste p i s t o prepar e idea s fo r ora l delivery , an d t o 
consider ho w t o mak e idea s attractive , forceful , an d eas y 
to comprehend . Th e time-prove n for m consist s o f a n 
introduction, a  body , an d a  conclusion . 

Introduction. Th e audienc e ha s com e prepare d t o listen . I t 
will b e attentiv e a t firs t -  contac t mus t b e mad e a t th e outse t 
and maintaine d throughout . 
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Trans i t ion betwee n introductio n an d body . Th e audienc e mus t 
be motivate d b y givin g goo d r e a s o n s wh y eac h l i s t ene r shoul d 
heed an d weig h eac h messag e a s mean t fo r him . 

Body o f th e t a lk . Th e mai n point s ca n no w b e mad e an d 
e labora ted an d thi s ca n b e achieve d b y makin g the m c l ea r an d 
pala table fo r th e audience , an d b y i l lus t ra t in g verba l l y an d 
graphical ly b y examples , cas e h i s t o r i e s , th e typica l incident , 
the r ep re sen t a t i v e sample . 

Conclusion. Th e en d shoul d hav e a  p u r p o s e . I t ma y be : 
to act ivat e audienc e t o tak e a  cour s e o f actio n 
to summariz e th e mai n messag e -  repet i t io n aid s retent io n 
to stimulat e quest ion s an d d i scuss io n 

The v isua l a id , p rope r l y u s e d , ca n grea t l y enhanc e th e 
effect iveness o f a n o ra l p r e sen t a t i on . I t ha s bee n prove d 
time an d agai n tha t v isua l a id s substant ia l l y i n c r e a s e 
re tent ion o f informatio n b y a n audience . 

To communicat e f ac t s , f igure s an d idea s mos t effectively , a 
v isua l p resen ta t io n shoul d b e employed . Bu t th e graphi c mus t 
have somethin g tha t i s wort h sayin g t o someon e worth y o f 
hea r ing i t t o wa r r an t th e tim e an d effor t r equ i r e d t o p r e p a r e 
i t . 

An o ra l p resen ta t io n ha s go t t o marc h a long . Graphic s mus t 
be change d frequently , an d mus t no t b e vis ibl e i f n o longe r 
r e l e v a n t . Onl y informatio n t o b e conveye d a t tha t momen t 
should b e include d o n th e sam e g raph ic , a s o therwis e th e 
aud ience ' s at tentio n wil l b e d iver te d fro m th e immediat e 
i s sue bein g d i s c u s s e d . Visua l communicatio n i s deal t i n 
g r e a t e r detai l i n Chapte r 4 . 

F ina l ly , th e tex t mus t b e reduce d t o a n outlin e form . A  tex t 
should no t b e r e a d t o a n audienc e excep t i n ve r y exceptiona l 
c i r cums tances , an d cer ta in l y no t memorized . I t i s be t te r t o 
work i n idea s an d explai n the m i n you r ow n word s o f th e 
minute . 

The outline d tex t o r note s shoul d b e type d o r pr in te d i n 
t r ip le s p a c e . Th e note s shoul d b e nea t , wit h n o c r o s s - o u t s , 
wandering a r r o w s o r complicate d margina l n o t e s . Wher e i t 
i s advisabl e t o paus e fo r effec t o r t o mak e a  b rea k betwee n 
one ide a an d ano ther , a  mar k i n th e note s woul d hel p t o 
remind th e s p e a k e r . Mnemoni c device s ( e . g . colou r coding ) 
a r e a ls o usefu l a s aid s t o indicat e th e sequenc e o f idea s t o b e 
p re sen ted an d t o kee p ta g o f t iming . 

Both th e g raph ic s an d note s shoul d b e studie d beforehan d fo r 
hidden implication s tha t ma y hav e bee n misse d whe n planning . 

Most important ly , p resenta t io n shoul d b e p rac t i s e d a s a n 
in tegra ted whole ; th e audi o an d visua l wil l b e p resen te d 
together an d mus t b e l ea rne d toge the r . 

It i s no t uncommo n thes e day s t o b e expecte d t o mak e us e o f a 
public a d d r e s s sys tem . S p e a k e r s ofte n r e g a r d microphone s 
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with considerabl e pass io n -  the y e i the r figh t wit h them , o r 
r e g a r d the m a s object s t o b e c a r e s s e d . Other s ignor e the m 
en t i re ly , regard in g the m a s unnecessa r y gadgets . Publi c 
a d d r e s s system s a r e the r e fo r a  purpos e -  t o mak e th e 
speaker hear d b y al l th e audience , withou t undu e s t ra i n on 
the par t o f th e speake r o r th e audience . 

Microphones a r e ve r y sensi t iv e an d heav y brea th ing , sniffing , 
coughing, sneezing , an d handlin g shoul d b e avoided . Car e 
should a ls o b e take n wit h note s a s th e crackl in g o f pape r i s 
picked u p an d amplified . 

The speake r shoul d tal k quit e normall y abou t fiftee n inche s 
from th e microphone , whic h shoul d b e adjuste d t o th e leve l 
of th e mout h (an d switche d of f durin g adjustment) . 

It i s no w becomin g commo n t o us e microphone s slun g aroun d 
the nec k o r clampe d t o th e s p e a k e r ' s clothing . Th e mic ro -
phone i s ins ta l le d an d adjuste d whe n switche d off , an d befor e 
beginning t o speak . Otherwis e th e audienc e ca n b e d i s t r a c t -
ed an d los e concent ra t ion . 

Sometimes, a  pape r mus t b e r ea d e . g . p res ident ia l a d d r e s s , 
at profess iona l meet ings , t o avoi d omiss ions , e r r o r s , 
d i s c repanc ie s o r undu e emotionalism . T h e r e i s a  differenc e 
between a  r epo r t mean t fo r silen t readin g an d a  r epor t mean t 
to b e r ea d aloud . 

The silen t r e a d e r ca n r e r e a d a  sentenc e severa l time s fo r 
c la r i ty an d comprehensio n an d sto p t o analys e comple x 
sentence s t r u c t u r e . I n o ra l de l ivery ,however , a  r epor t o r 
paper mus t b e hea r d an d unders too d b y l i s t e n e r s th e f i rs t 
t ime. Sentence s mus t b e const ructe d t o b e followe d easi l y 
and comprehende d b y l i s t e n e r s . 

When readin g a  p a p e r , th e speake r shoul d bea r i n min d to : 

1. kee p th e purpos e i n min d s o a s t o b e awar e o f th e logi c 
of th e ma te r i a l , 

2 . analys e th e meanin g o f th e sentenc e b y dividin g i t int o 
thought g roups , 

3 . emphasis e ke y word s b y voca l s t r e s s , 
4 . b e sur e o f wor d meaning s an d t o avoi d word s wit h 

seve ra l meanings , 
5. avoi d verba l boob y t r a p s -  tongu e t w i s t e r s , an d t o 
6 . va r y pi tch , qualit y an d volum e o f th e vo ice . 
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