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How to give an oral presentation

In this module, you will learn the 
basics of presentations. You will learn 
about steps to follow. You will explore 
key items to practice to give a 
presentation. 

The term “talk” will be used 
interchangeably with presentation. 



What is a 
presentation?
A talk giving 
information about a 
topic.

What is the purpose 
of a talk?
To transfer “an idea” into the 
listener’s mind. 
Source

https://www.ted.com/talks/chris_anderson_ted_s_secret_to_great_public_speaking/transcript?referrer=playlist-how_to_make_a_great_presentation&autoplay=true


Presentation Structure 

 Opening

 Body of Content

 Conclusion

 Closing



Presentation Structure

Opening

-Introduce…

  the topic and the ideas on the topic,

  organization of your talk (outline).

-Include a learning goal, if time is available.

-Use a “hook” to grab the attention of listeners. The “hook” 
could be a story or a joke.



Presentation Structure

Body of Content

- Organize the ideas in different order. For example: 
time, group of ideas, question and answer, or story line.



Presentation Structure

Conclusion

- Include a thought, a key idea or a take-away 
(something that the audience can do after your 
presentation). For example, if your talk is about money 
and saving money, invite them to use tools or an 
advice you include in your presentation.



Parts of a paragraph

Closing

-Use statements such as:

          “This is the end of my presentation, thank you”.

          “Thank you for your attention. I am ready for questions.” 



Thought about presentations

Focus on and share relevant “ideas” with your listener/s.   
 



Have a 

clear 

structure 

to help 

your 

audience.

Focus on 
your 

audience

Use 

“ideas” 

directed 

to your 

audience.Tips: before 
your talk
Your audience is the people who listen 

to your talk.

Source

Maintain 

eye-contact 

with your 

audience. 

https://www.oxfordlearnersdictionaries.com/definition/american_english/audience


Rehearse 

in front of 

somebody.

Practice 
Practice
Practice

Record an 

audio and 

listen to 

it.Tips: before 
your talk
Practice is essential to be “successful”.

Use feedback from 

previous talks and 

use it in the new 

talk.

Record a 

video and 

watch it.

Prepare 

and use 

notes.



Volume: how loudly 

you speak. 

Use a “slightly” 

louder volume” than 

you normally speak.

Focus on 
“how” you 

speak

Tone: emotion in 

your voice. 

Assess what tone 

is best for the 

talk.  

Tips: during 
your talk
Your voice carries the “idea” to the 

listener.

Source

Pace: speed.

Speak at a 

normal pace. 

Enunciation: how 

clearly you speak.

Avoid mumbling. 

https://opentextbc.ca/provincialenglishabe/chapter/giving-a-presentation/


Tips: during 
your talk
Body Language refers to “non-verbal 

communication”.

Project 
confidence.

Use your 
hands 

naturally.

Stand tall. Adjust to 
the 

situation.



Record 

information: 

take or tape 

notes about 

your talk.

Reflect
Review 

the whole 

process.

Tips: after
your talk
Using a guide to “reflect” on your talk 

is the way to go.  Check Reflection on 

the next slide.

Ask for 

feedback.



What is my plan? 

Topic 1. What is my topic? 
2. How am I planning to organize my talk: intro, body, end? 

Audience 3. Who are the listeners? 
4. Do they have expectations on my talk? What are those expectations?

Practice 5. Am I planning to record an audio, a video or meet with somebody to go 
over my talk? 

Feedback 6. After listening to an audio or watching a video of my talk, I consider to 
change parts of my talk. After meeting with someone, I am planning to use 
the feedback provided. 

Reflection: notes before a talk



How did my presentation go?

Overall 1. Did the talk go as planned? 
If so, how do I know that? What part/parts was/were good?
If not, why? 

Specifics 2. What part do I need to improve: my…
a) organization, outline?
b) voice
c) body language, 
d) other items?

Topic 3. Was the topic effective? How do I know that?
4. Was the take-away welcomed?

Feedback 5. Did I ask for feedback from the audience?
6. Did I receive feedback from the audience?
7. If I get feedback, what are key ideas shared by the audience?

Reflection: notes after a talk



Competency Skill: Sharing Information
Task: Give presentations about events, familiar topics, processes. 
Details: Below are features of communication to consider for your next talk. 

Profile of the speaker using Canadian Language Benchmarks (CLB)

CLB 5 CLB 6 CLB 7 CLB 8

up to 5 minutes long up to  7 minutes long up to 10 minutes long up to 20 minutes long 

Uses an introduction, some 

development, and a 

conclusion

Uses an introduction, development, and a conclusion.

Presents information that is connected, meaningful and logical. 

Shows some awareness of 

appropriate eye contact and 

body language. 

Shows some awareness of 

appropriate eye contact, 

volume and rate. 

Shows developing 

awareness of appropriate eye 
contact, volume and rate. 

Shows awareness of 

appropriate eye contact, 
volume and rate. 
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