CH311 Oral Reports
We would like you to introduce an analytical method and discuss its figures of merit.  Figures of merit are numbers derived form experimental measurements that aid us in evaluating an instrument or analytical method such as: precision, bias, sensitivity, detection limits, linear dynamic range, selectivity, and universality. The oral reports should follow much the same format as your written reports.  Your presentations will be limited to 15-20 minutes with an additional 5 minutes for questions.  Your text book and Google are good places to start looking for information to put into  your talk.  Instrument manufactures have good web sites with lots of pictures and information.

Tips for Organizing your Presentation

1. Make slides or overheads covering the following five areas:

Title:
a good hook along with the title can gain the audiences attention.

Objectives: 
general goals, specific objectives and a survey of what you will cover 

Introduction: 
Description, background, and significance of your method

Results  & Discussion:
 Use tables or figures to summarize the figures of merit and current applications of your analytical method

Summary:
Give a briefly summary, your  conclusions, and  future directions (acknowledgments are usually given here if appropriate)

2. 
Use the slides or overheads as a guide for your stream of thought.

3. 
Less is more rule.  Don't write a lot on each power point slide or overhead.  Use about one overhead or slide every two minutes.  For a 15-20 minute talk you will need about 8-12 slides or overheads.

Use of overheads/slides  
1.
Make sure that every key point is illustrated and/or summarized in print at some point.

2.
Take proper care to get just the right amount of data on each overhead.  Avoid cluttering and or small print use 18 point  fonts!  When using scanned or Xeroxed journal tables or charts it is almost always necessary to enlarge first.

3.
Never put details from more that one major point on an individual overhead or slide.

4.
Use computer graphics and color whenever possible.

5.
It is best to point out things on the actual overhead screen with a laser pointer.  If you must point things out on the actual overhead, use a pencil/pen to point out things on an overhead.  Don't use your fingers!

6.
Don't assume your audience can read,  clearly state all major points on your slide or overhead.  Start by describing the contents of your overhead or slide.  For example:  This slide contains a graph of the absorbance versus the concentration of standards in micro grams per milliliter.  This gives the audience a chance to survey the slide before you start adding details.

7.
Use good audience eye contact, don't turn your back to the audience, don't stare at your slides. Make everyone in the audience feel as if you are talking to them.

8.
Use good voice control.  Vary the rate of presentation.  Show some excitement at times.  Don't be a monotone.  Avoid distracting u words like "um", "uh"

Site Prep/Getting Psyched
1.
The day before your talk practice the talk and time it several times.  Most likely it will go a little faster during the actual presentation.  Number and label the orientation of your overheads/slides with a pencil mark in the upper right corner of the frame.  If you are using a computer down load the talk onto the computers disk drive.  Get a good night's sleep the night before your presentation.

2.
When possible, scout out the room before your talk.  Things to look for:  Is the overhead projector or slide projector clean?  If using slides, will they fit in the projector? If using a computer, will it work with the projector. Where did they hide that pointer?  How do you work the lights?  If using chalk, is there enough, of a comfortable size, shape and color?  Is the room set up so all seats will give an unrestricted view of your talk?  Do you have to worry about running into things during your talk?

3. If possible, take a few minutes the day of your talk to review your slides, and make a mental note of all key points for each slide or overhead.  This should be your "mental dress rehearsal"

Here are some general speech tips from the Web.

10 Tips For Successful Public Speaking

http://www.toastmasters.org/tips.htm

1. Know the room.
 Be familiar with the place in which you will speak. Arrive early, walk around the speaking area and practice using the microphone and any visual aids. 

2. Know the audience.
 Greet some of the audience as they arrive. It's easier to speak to a group of friends than to a group of strangers. 

3. Know your material.
 If you're not familiar with your material or are uncomfortable with it, your nervousness will increase. Practice your speech and revise it if necessary. 

4. Relax.
 Ease tension by streching or chatting with colleagues. 

5. Visualize yourself giving your speech.
 Imagine yourself speaking, your voice loud, clear, and assured. When you visualize yourself as successful, you will be successful. 

6. Realize that people want you to succeed.
Audiences want you to be interesting, stimulating, informative, and entertaining. They don't want you to fail. 

7. Don't apologize.
 If you mention your nervousness or apologize for any problems you think you have with your speech, you may be calling the audience's attention to something they hadn't noticed. 

8. Concentrate on the message -- not the medium.
 Focus your attention away from your own anxieties, and outwardly toward your message and your audience. Your nervousness will dissipate. 

9. Turn nervousness into positive energy.
 Harness your nervous energy and transform it into vitality and enthusiasm. 

10. Gain experience.
Experience builds confidence, which is the key to effective speaking. Give your speech to a friends.

The mechanics of Effective Presentations
http://mauicc.hawaii.edu/staff/stjohn/publicspeakers/support.html

Eye Contact
Using natural, direct eye contact helps your audience feel connected to you. Try to make each person in the audience feel as if you are speaking to him or her.

Gestures
Gestures can help you paint pictures with words, but make sure they don't get in the way, and they are natural.

Enthusiasm
Be enthusiastic. If you don't care, why should your audience? Your enthusiasm builds your audience's enthusiasm. 

Articulation
Articulate your words clearly so the members of your audience will understand you. Be careful not to use non-words and fillers such as "um" and "uh" too often.

Breath
Breathing helps you control nervousness. It also gives you time to gather your thoughts. Remember that a pause can be used to provide emphasis.

Tone
The tone of your voice can create or change a mood.

Smile
A smile will not only make you look and feel better, but also makes your audience more receptive.

