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Talks and Presentations: Skills and Practice

FEEOREE

This class aims to cover both the theory and practice of giving presentations in an a

cademic context, as well as understanding and practicing different types of public

speaking and talks.

The first aspect of the course deals with some of the important elements of any

presentation and talks:

1) Presentation planning

2) Presentation structure

3) Starting a presentation, closing a presentation, summary and conclusion

4) Dealing with nervousness

5) Understanding the concepts of voice and speech, and learning to control and
improve speaking in public.

6) Styles of presenting, body language and other non-verbal communication

7) Slides and visual aids

8) Elements of visual communication

9) Handling the question and answer (Q&A) session

10) Talks, casual presentations and other types of public speaking

The second aspect of the course, which will be intertwined with the first, focuses on
giving students the opportunity to apply what they learn and present their topic(s).
They will also evaluate presentations, as well as review presentation videos,

including one of their own.

Upon completion of this course, students should be able to:
- recognize the basic structure of an effective presentation

- create and deliver an academic presentation

- answer and ask questions following academic presentations

- evaluate presentations by their peers, as well as provide constructive feedback

The class 1s taught in English, and students are expected to give presentations in E
nglish.
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#1[E: Goal setting
#2lA]: Planning a presentation
#3lAl: Structuring a presentation, openings
#4l8]: First presentations
#5a]: Focusing on content
#56[E]: Visual aids 1

Understanding typeface choice and fonts sizes.

Colour choice and slideshow mechanics.
Z5718]: Visual aids 2

Chart types and designing effective graphics for visual communication.
#8lal: Summaries, closing.
#9Ia]: Second presentations (recorded on video)
#10[F: Handling Q&A
#11[5]: Body language and non-verbal communication
#12[0: Giving Feedback and assessing presentations
#513[0]: Practicing and rehearsing
%314[7]: Final presentations 1

All students give presentations. Typically, 15-20 minutes per student.
#515[0]: Final presentations 2

All students give presentations. Typically, 15-20 minutes per student.
EWRERII T DN

53

F% 2 R

The instructor will provide a number of handouts which will form a class workbook.

No textbook is required.

BEE - BEERE
Paulette Dale Speech Communication Made Simple 1 (Pearson Japan)
Paulette Dale, James Wolf Speech Communication Made Simple 2 (Pearson Japan)

ST R

Active participation and contribution:25%

Class workbook:15%

Presentation 1:10%

Presentation 2 (inc. video and self-assessment):20%

Presentation 3:30%
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