Presentation – your key to a successful method

Step 1
The Topic
Mostly you’ll get a topic to talk about. But it is also allowed to modify [image: image1.wmf]it – to add a more interesting point and leave out something you think to be obsolete. Be sure that you talk about something that interests you.

Step 2
The Research

You should not only use the Internet but also books and other material like articles in magazines or newspapers. Before you begin, put down your questions as precisely as you can. Then start your search. Here are some useful general Internet links:

www.about.com, www.encyclopedia.com, www.infoplease.com, www.monsterfiles.com. You can also use search engines like www.google.com, www.vivisimo.com, www.northernlight.com. Be sure that your input always refers to the information you want – especially in Google use “xxxx” to make sure you’ll only get links to one word, use negative suffixes to avoid ugly sites (so add e.g. –sex, -tf,-vu,-nackt). It can also help to look for your word in an URL – so use in url:xxxxxx. 
Write all your results onto a file card [image: image2.png]


(and put them into a file card box); always add the source (be exact!). Be aware that something can be wrongly written or wrongly given – so always check it.

Step 3
The Compilation

To have a number of file cards doesn’t make up a presentation. You have to put them into a good order (what is the first thing to be mentioned, what the second one, etc.). 
Decide what your classmates should really know. Restrict your talk to these points (it’s no use telling them everything, even the smallest details). 

Then write the main points onto notecards, one for each point. 

Put down keywords and useful phrases.

Put them into the correct order.

Number them.

And now we come to an even more important part. Which material to use. You have to decide on OHP [image: image3.png]


, PC or anything else that might be helpful. Also a joke or some music might be good to illustrate your points. Put your ideas onto file cards too.

After that, check your English. Look for the pronunciation of words (!) [image: image4.png]DOOEEE]




. Be aware of the fact that you may have to explain words that your classmate need to understand in order to understand you.

Step 4
The Practice

Practise your presentation at home.[image: image5.wmf] You may use a mirror, your dog, cat, or your younger sibling. It can also be of help to use a cassette recorder. Maybe, even your mum or dad or grandma will find some time in listening to you. Keep an eye on your time!
Step 5
The Visuals

Too many of them distract attention – so be careful. If you use a PC (Powerpoint or any other suitable program) make sure that you obey the MIR (most important rules):

· Do not read what is written

· Give your audience time to read or look at a picture thoroughly

· Don’t give numbers – use graphs

· Begin with the beginning – the overview of your presentation.
Make sure that you know how to show everything – and that everything really runs. Be prepared that something might break down – an alternative must be at hand.
Always refer to your visuals – and do not write too much!

Step 6
The Presentation

Everybody (even your teacher) will understand that you are a bit nervous. So, enjoy your talk – then your audience will enjoy it, too.

Here are some rules that help:
· Take a deep breath before you begin [image: image6.jpg]



· Stand up straight and don’t rock when speaking. It’s okay it you walk around a bit.

· Give your presentation freely – do not use your file cards all the time. Look sometimes at somebody in the audience you like.

· First things first – tell them what you are talking about – the run of your presentation (or show and explain)

· Speak slowly and loudly

· Help your listeners – explain words that you yourself have looked up; if you see that somebody has got problems following you, go back and tell them “or to say it in other words”

· When you see there might be a question give your classmate the chance of asking [image: image7.jpg]



· When you move to the next point, tell them (“Next I’d like to “ or “If there aren’t any questions I’ll go on”)

· Find a good finishing sentence after you have summarized the major important idea (“I’d like to finish by summarizing” and/or “That brings us to the end of my …”)

· Always end with “I’m open to any additional questions”
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