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 Why this seminar?
 Recommended bibliography
 Recommendations to prepare your ESL presentation
 Usual mistakes to prevent (before rehearsals!)
 Examples and discussion
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 Dry runs: Simulation of presentation at conference/event

You MUST use the video 
recording for rehearsals

if I am not present
(and send me the video!)

 One dry run (at least) per presentation required (with daily supervisor and team)
 Must be ready and timed as if it is in a conference: cannot be given without  

approval of daily supervisor

 As promised, recording system already bought for  
you to practice:
 All will be recorded (ESL purchase of recording  

system: extra feedback for you!)
 ELG 123 or ELG 010 can be used for training or  

meetings
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 Many references on-line exist: not very well structured
 Two comprehensive books can be suggested
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 Key idea: Have something meaningful to say!
 Time is precious, and your audience is sacrificing theirs to listen to you
 Smartphones and laptops are your worst “competition” these days
 Slides for a presentation are (usually) not the same as for handouts

 Duration of presentation: The shorter, the better
 Consider 1’ (or 1’30’’ if using animations) per slide
 Silence helps to understand ideas and flow!
 Leave enough empty space in slides: at least 50-60%

 Style of presentation: Understood by all!
 Try to know your audience (and adapt!)
 From general to more detailed slides (“Tree like”)
 It is normal to be nervous (you care about the talk!)
 …But (likely) you know more anybody else
 … Audience does not notice you are stressed!
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1. Introduction: Attention cetter-captivate audience (20% time)
 Provide the audience an incentive to listen
 State topic directly: what is your point?
 Preview what is to follow to make it easier for the audience

2. Body: Main Ideas you want to present (75%)
 Make sure there is a line of thoughts (flow) between slides
 State your idea (1 per slide) with main heading (no repetition!)
 Support ideas with simple messages and figures 

3. Conclusion: Summary of main points (5%)
 Brief motivation reminder: why was this talk important?
 Key points you want the audience to remember (no more than 4!)
 Include main results (no more than 2-3 “striking” ones)
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 Style of slides
 Templates ESL’s slides/posters: Private ESL Wiki
 Min. font size: 18 in small rooms (24 in large ones)
 Light colors for background, dark colors for fonts
 Do not use more than 3 colors, and avoid italics!

 Content of slides
 Short messages (ideally fitting in one line)
 Use bullets to create structure (no more than 4 points), align left  
 Figures/illustrations easier to follow (big enough!)
 Carefully check for typos (looks like you “did not care”!)

David Atienza 7

Key points can be shown with text boxes!



 (Very) well-prepared performance
 Know your messages (no learning by heart!) 
 Look at the audience, not at the slides
 Do not read the slides 

 Making sure to keep audience’s attention
 If you are not going to explain something, 

do not include it!
 Make sure to “connect” one slide to the next one
 Avoid unnecesary animations (less time for

audience to get the ideas) 
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Use of laser pointer should be avoided
(use animations)



 Listening to the audience
 Listen to the question without interruption
 Clarify the question if in doubt (ask to repeat, 

nothing bad on that!)
 Acknowledge the questioner and repeat the 

question to the audience

 Answering the audience
 If related to a slide, go to the slide first

(shortcut: slide number + Enter)
 If you have an answer, respond sharply

(remember: the shorter, the better)!
 If you don’t: admit that you do not (and possibly hint

where to start looking if you know)
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Let’s try out then!
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[examples taken from “Effective Presentations”, 
School of Public Health, Univ. Washington]
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Please follow the
recommendations!
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