
PA R T  2 S P E A K I N G  ( O R A L  P R E S E N TAT I O N  S K I L L S )

1. When you are initially preparing to do an oral presentation, what are the first two things you need to
consider?

2. What are the three parts of a presentation?

3. Which part of the presentation should identify the purpose?

4. Which part of the presentation should summarize the main points?

5. What are the four methods of oral presentations?

6. Prior to giving the presentation, what are some things you can do to help yourself be prepared?

7. What are some things you can do to help overcome your anxieties before giving a presentation?

8. Identify five techniques that will help you improve the delivery of your presentation.

9. What is one of the potential problems you may encounter if you give a memorized speech?

10. In identifying your audience, list three things you need to consider.

C H A P T E R  4 C O N C E P T  R E V I E W
W O R K S H E E T

Your Name 

The purpose and the audience

The beginning, the body, and the ending

beginning

ending

impromptu

memorize

read from script

note cards/outline

Practice the presentation

Check out the room

Check out the equipment

Be prepared—know your topic thoroughly and practice

Anticipate questions that your audience may ask

Think positively

Possible answers:

Use eye contact Concentrate on the message and the audience Dress professionally

Use appropriate gestures Avoid inappropriate mannerisms or habits Maintain good posture

Speak slowly and distinctly Smile

Breathe deeply Relax

You may forget a portion of the speech; you may lose your thoughts/place in the speech

Possible answers:

What the audience wants to know about the subject

The audience’s level of understanding and knowledge about the subject

What is important to the audience

What might interest the audience
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