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Getting started
• What you need to know before you start creating your presentation:
• Subject
• Purpose
• Audience

• Time limit
• Organization 
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Presenting in groups
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Planning presentations in groups
• Each group member should have clearly defined tasks

• Set deadlines
• Communicate regularly

• Notify your partners early if there are problems
• Aim for each person to speak for similar spans of time
• Think about consistency of information and slide formatting
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Creating presentations in groups
• Make sure that all team members know the plan
• Work on consistency of information & slide formatting

• Keep all contributors consistent regarding:
• Color scheme, font choice, backgrounds
• Amount of text per slide
• Amount of time per presenter
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Presenting in groups
• The first speaker should introduce everyone 

in the group (including him- or herself)

• Aim to have everyone know how the person 
before them will finish his or her portion(s) of 
the presentation to ensure smooth hand-offs

• The final speaker will, of course, conclude the 
entire presentation
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Delivery
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General delivery tips
• Use your intonation to help the 

audience understand. Intonation 
includes:

• Word stress

• Pauses

• Need pronunciation help?

• Use online dictionaries – many have 
recordings of each word to which 
you can listen
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Connecting the parts
Use “signposting,” or words & phrases that let the reader know how the ideas and sections of 
the talk relate to each other

• Transitioning between partners
• Example: Elias will now explain …

• Indicates what is to come 
• Example: Next, moving on to step three …

• Referring back to what came before
• Examples: As Linnea said earlier … , Comparing this to our previous sample …
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No scripts!
• DO NOT read a script (a fully-written-out set of everything you will say). Why not?

• Reading from a script:

• Makes you sound robotic, flat, unnatural

• Causes many people to lose their place (and thereby become more nervous)

• Keeps the talk’s energy so low that the audience will lose interest quickly
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… then what should you use instead?
• Either construct the slides so that they guide you towards what to say (but do not simply 

read all text on the slide), or use paper notes

• Hints for using notes on paper

• Use keywords and phrases rather than a “script"

• Use a large font for easier readability

• Color code (to make it harder to lose your place)

• Reading from a phone can be challenging (small & 
easy to lose your place), so it is NOT recommended

11

Image by Mick Haupt via Unsplash



2021-08-03

Use non-verbal cues for emphasis
• Non-verbal elements include

• Eye contact with audience

• Facial expressions

• Gesturing, including pointing to slides

• Looking at the presenter when you are not 
presenting (to help focus audience’s 
attention)
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Tools
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Use the criteria
• Make sure 

everyone in the 
group has 
reviewed and 
understood the 
criteria

• Use them as a 
way to know 
what the 
presentation 
should and 
should not do
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Other resources
• View the companion out-of-class material on 

creating presentation visuals

• See more information on creating notes for a 
presentation at the Chalmers Writing Guide

Good luck!!!
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https://writing.chalmers.se/chalmers-writing-guide/presentations/presentation-notes/



