Dr. Barbara Goss Levi, KITP Journalist in Residence & Physics Today (KITP Journalist 4-30-04) Workshop on Giving Talks

Page 1

Giving a Talk: Content
Define your audience and specify your goal
Plan an opening “hook”
Buy time for audience to settle in
Get audience attention
Give audience an overview of your talk
Stress and repeat main point
Pick simple, logical structure
Clarity is more important than detail
Plan a strong ending
For general public, “entertain” with:
Historical, cultural, biographical links
Anecdotes to add human element
For general public, tell a “story™
Maybe the history of your topic,

Maybe the race to get a certain result, etc

Involve audience, if possible, with quiz, questions, etc.

Anticipate such questions as: Ho hum? Why bring that up?

For instance? So what? Huh?

Giving a Talk: Visuals

Devise demonstrations, if possible

Consider pros and cons of transparencies and
Power Point

Allow enough time for audience to digest each one
Allow perhaps 2 minutes per slide

Make only one point per slide

Minimize words. The audience will read your slide
rather than listen to you.

Make all words legible and label all axes
Verbally describe each slide in detail,
Tell what axes are, what graph shows
Use color effectively, not randomly

Use slides to enhance, not drive, your talk

Use slides for visual relief, to add interest
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Giving a Talk: Delivery

Speak slowly and enunciate. Aim for 90-120 words/minute.

Nervousness will make you talk faster than normal

Slow speech especially important you or if English is
not the first language of you or some of your listeners

Use simple words and sentences, no jargon
Dress neatly, simply.

Make eye contact with audience. In their expressions you
can seek feedback to your presentation.

Let your enthusiasm about your subject show through
Move naturally but don’t pace; act as relaxed as possible

Use numbered notes, if you wish, but NEVER read your
speech

Use humor sparingly and cautiously
Be alert for distracting habits you might have
Don’t let your pointer wander.

Plan in visual relief, pauses for stress or transition

Giving a Talk: Fielding Questions
Treat each question with respect: Never belittle a question.
Repeat the poser’s question so all can hear.
Answer directly and briefly. If you don’t know, say so.

If the questioner persists, suggest discussing the point with
him/her later.

Giving a Talk: Practice

Get feedback from family, colleagues.
Watch self on videotape
Time your talk
Learn from watching expert speakers
Try writing out speech but don’t memorize it
Fight “Stagefright™:

a. Be well prepared

b. Arrive early to get used to room, equipment

c. Have opening remarks well fixed in your head
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