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Preface

Who is this book for?

This book is part of the English for Research series of guides for academics of all
disciplines who work in an international field. This volume focuses on preparing
and giving presentations. Problems with language (both written and oral) are dealt
with extensively, whereas the technical/graphical elements of creating slides are
given less space.

The book is designed to help both those who have never done presentations before
and researchers whose English is already good (or who are native speakers) but who

want to improve their presentation skills.

Chapter 19 is specifically designed to help native speakers present to an audience of
non-natives.

The majority of the guidelines given are appropriate for any language, i.e. not just
English.

EAP trainers can use this book in conjunction with: English for Academic Research:
A Guide for Teachers.

What does this book cover?

English for Presentations at International Conferences will help you to
* learn how to assess other people's presentations, including those on TED

e overcome problems with nerves and embarrassment


http://dx.doi.org/10.1007/978-3-319-26330-4_19
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» prepare and practice a well-organized, interesting presentation

* highlight the essential points you want the audience to remember
* avoid problems in English by using short easy-to-say sentences
 attract and retain audience attention

» decide what to say at each stage of the presentation

e improve your pronunciation

 learn useful phrases

* deal with questions from the audience

» gain confidence and give a memorable presentation

* network and find new research opportunities

How is the book organized?

Chapters 1-5 cover the initial preparation: learning from others (analysing TED presen-
tations) deciding what to say, creating slides in support of what you want to say, etc.

Chapters 6-11 break down the presentation into its separate parts from the first
words to the Q&A session.

Chapters 12-15 focus on practising and improving your presentation and your
delivery (including pronunciation), and handling your nerves.

The final chapters, 16-19, deal with other aspects of international conferences -net-
working and posters - plus a chapter dedicated to native English speakers.

Chapter 20 contains a list of useful phrases.

How are the chapters organized?

Each chapter has the following three-part format:

1) FAacTtoIDS / WHAT THE EXPERTS SAY

In most cases, this section is a brief introduction to the topic of the chapter.
Occasionally, the factoids are simply interesting in themselves and have no
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particularly relevance to the chapter in question. However, they can be used by
EAP teachers as warm-ups for their lessons. All the statistics and quotations are
genuine, though in some cases I have been unable to verify the original source.

2) WHAT'S THE BUZZ?

This is designed to get you thinking about the topic, through a variety of useful but
entertaining exercises. These exercises can be done either by the reader alone, or in
class with an EAP (English for Academic Purposes) teacher / trainer. The final part
of each What's the buzz? section is a brief outline of the contents of the chapter.

3) The rest of each chapter is divided up into short subsections in answer to specific
questions.

How should I read this book?

This book is designed to be like a manual or a user guide—you don’t need to read it
starting from page 1. Like a manual it has lots of short subsections and is divided into
short paragraphs with many bullet points. This is to help you find what you want quickly
and also to assimilate the information as rapidly and as effectively as possible.

You can use the Table of Contents as a checklist of things to remember.

Differences from the first edition

There are two main differences from the first edition. Firstly, each chapter now
begins with Factoids and a What’s the buzz? section. Secondly, there are four new
chapters (Chaps. 16-19) on networking, preparing and presenting posters, and
advice for native English speakers on how to present to a non-native audience.

I am a trainer in EAP and EFL. Should I read this book?

If you are a teacher of English for Academic Purposes or English as a Foreign
Language you will learn about all the typical problems that non-native researchers
have in the world of academia. You will be able to give your students advice on
writing quality research papers and getting referees and editors to accept their
papers. In addition, you will generate a lot of stimulating and fun discussions by
using the factoids and quotations, along with the What's the buzz? exercises.

There is a teacher's guide to accompany this English for Academic Research series, with
notes on how to exploit all the books: English for Academic Research: A Guide for Teachers.
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Are the examples in this book taken from real presentations?

Most of the examples are taken from real presentations. Others are manipulated ver-
sions of the originals. A few are complete inventions, but nevertheless generally
contain real data. All the statistics in the factoids are, to the best of my knowledge,
true. Most, but not all, statistics in the example presentations are true.

The author

Since 1984 Adrian Wallwork has been editing and revising scientific papers, as well as
teaching English as a foreign language. In 2000 he began specializing in training PhD
students from all over the world in how to write and present their research in English. He
is the author of over 30 textbooks for Springer Science+Business Media, Cambridge
University Press, Oxford University Press, the BBC, and many other publishers

Other books in this series

This book is a part of series of books to help non-native English-speaking research-
ers to communicate in English. The other titles are:

English for Academic Research: A Guide for Teachers
English for Writing Research Papers

English for Academic Correspondence

English for Interacting on Campus

English for Academic Research: Grammar, Usage and Style
English for Academic Research: Grammar Exercises
English for Academic Research: Vocabulary Exercises

English for Academic Research: Writing Exercises

Pisa, Italy Adrian Wallwork



Contents

1

2

The Importance of Presentations. . . ............................ 1
1.1 What'sthebuzz? ........ ... . .. . . 2
1.2 Giving presentations gives you visibility and advances

YOUT CATEET « & v v v vt ettt et e et et et e et et e e eee e 3
1.3 Simply attending, without presenting, is not enough. . ........... 4
1.4 Good presentations: typical features .. ....................... 4
1.5 Bad presentations: typical features ............. ... ... .. .... 5
1.6 The key to a professional presentation. . ...................... 5
TED and Learning from Others . .............................. 7
2.1 What'sthebuzz? ...... .. .. .. .. . . . . 8
2.2 Choosing a TED presentation and learning the benefits .. ........ 9
2.3 TED example with use of slides: Let’s bridge the digital divide! ... 9
2.4 TED example with minimal slides, delivered from a lectern:

The forgotten history of autism .. ..............ccciuuevnon.. 11

2.5 What might Steve have done differently if he had been
giving a more formal version of his talk at an international

conference made up of a multilingual audience?............... 12
2.6 TED example delivered from a lectern: This is what it’s

like to teach in North Korea. . ................ ... .. .. ... 13
2.7 What can you learn from these three TED presentations?. . ... ... 14
2.8 Should you opt for TED-style presentations? . ................ 15
2.9 TED viewers rarely comment on non-native speakers’

useof English. . ...... ... .. 16
2.10 Note down what you remember about the presentations

youwatch. . ... .. 17
2.11 Assess other people’s presentations. .. ......co.vuevnenn.... 17
212 Using TED talks. . .. ..o vt e 17



3  Why You Should Write Out Your Speech. ...................... 19

3.1 What'sthebuzz? ......... .. 20
3.2 Writedownyourspeech ............ ..., 22
3.3 Don’t lift text directly from yourpaper...................... 23
3.4 Only have oneideapersentence ................oouvvuenuunn.. 24
3.5 Be concise—only say things that add value. . ................. 25
3.6 Simplify sentences that are difficulttosay ................... 26
3.7 Do not use synonyms for technical/key words ................ 27
3.8  Only use synonyms for nontechnical words .................. 27
3.9 Useverbsratherthannouns............... .. .. .. .. .. .... 28
3.10 Avoid abStraCt NOUNS . . . .« o vttt 28
3.11 Avoid generic quantities and unspecific adjectives . ............ 28
3.12 Advantages of having a written script . ... ................... 29
3.13 Mark up your script and then practice reading italoud.......... 30
3.14 Use your script to write notes to accompany your slides. . ....... 31
3.15 Use your speech to decide if and when to have slides
andinwhatorder......... ... .. .. . 31
316 TeNSE USAZE -« v o v vttt e et e 33
4 Writing the text of yourslides . ............................... 37
4.1 What'sthebuzz? ....... ... .. 38
4.2 PART 1: TITLES - WHOLE PRESENTATION
AND INDIVIDUAL SLIDES . ... ... 39
4.2.1 Make sure your title is not too technical
foryouraudience............. ... .. i, 39
4.2.2 Remove all redundancy from your title, but don’t
DE tOO CONCISE. . . v v v vttt e e 41
4.2.3 Check that your title is grammatical and is spelt
COTTECHlY . o vttt 42
4.2.4 Deciding what else to include in the title slide .......... 43
4.2.5 Think of alternative titles for your slides............... 44
4.3 PART 2: KEEPING TEXT ON SLIDES TO THE MINIMUM ... 45
4.3.1 Keepitsimple: oneideaperslide .................... 45
4.3.2  Where possible, avoid complete sentences . ............ 45
4.3.3  Only use complete sentences for a specific purpose . . . ... 46
4.3.4 Avoid repetition within the same slide. . ............... 47
4.3.5 Use only well-known acronyms, abbreviations,
contractions, and symbols . ............ ... .. . 48
4.3.6 Choose the shortest forms possible .. ................. 48
4.3.7 Cut brackets containing text. . .. .............iin.... 49
4.3.8 Keepquotationsshort ............. ..., 49
439 Avoidreferences ............. ... 50

4.3.10 Don’t put text in your slides to say what you will
do or have done during your presentation .. ............ 50



4.4

4.5

PART 3: BULLETS . . ...
4.4.1 Limit yourself to six (standard) bullets per slide,

with a a maximum of two levels of bullets .............
4.4.2 Choose the best order for the bullets . . ................
4.4.3 Do not use a bullet for every line in your text...........
4.4.4 Be grammatical in bullets and where possible

USEe VEerbS NOLNOUNS . . . oo vt et e et
PART 4: CHECKING YOURSLIDES . .....................
4.5.1 Print your slides as a handout then edit /cut them . .. .....
4.52 Check fortypos .. ..oovviiin i

Visual Elementsand Fonts. .. ................................

5.1
5.2

53
54

5.5
5.6
5.7
5.8
5.9

5.10
5.11

5.12
5.13
5.14
5.15
5.16

5.17
5.18

What’'sthebuzz? ...... ... .. .. . .
Use visuals to help your audience understand,

but keep the visuals simple ............. ... ... ... .. .....
Choose the most appropriate figure to illustrate your point. . . . . ..
Design pie charts so that the audience can immediately
understand them. ........ ... .. .. L L
Only include visuals that you intend to talk about. .. ...........
Use an image to replace unnecessary or tedious text. . ..........
Only show a slide for as long as you are talking aboutit ........
Avoid visuals that force you (the presenter) to look at the screen. .
Make sure your slide can be read by the audience

inthebackrow. . ... ... ... .
Use background color to facilitate audience understanding . . . . ..
Choose your font(s) wisely, and limit different types

of formatting ........ ... e
Remember the difference in usage between commas

and points iNNUMbETS . ... ..ottt e
Locate formulas, code, procedures etc between

‘easy-on-the-eye’ slides......... ... ...,
Be aware of the dangers of presentation software..............
Only use animations if they serve a good purpose. .............
Introduce items in a list one at a time only if absolutely

NECESSATY .« . e e et et et e e e e e e e e e e
A few tricks provided by presentation software ...............
Finalchecks. ... ... .. .. . i

Ten Ways to Begin a Presentation . ............................

6.1
6.2
6.3
6.4
6.5
6.6
6.7

What’'sthebuzz? ...... ... .. .. . .
Basic do’s and don’ts at the beginning of your presentation. . . . ..
Decide how you are goingtobegin.........................
Say what you plan to do in your presentation and why..........
Tell the audience some facts about where you come from . .. ....
Showamap . ... ..ttt
Give an interesting statistic that relates to your country .........

Xi



Xii

6.8 Give an interesting statistic that relates directly to the audience. .
6.9 Get the audience to imagine a situation. ....................
6.10 Ask the audience aquestion. . ............c.ovuvuvninen...
6.11 Say something personal about yourself.....................
6.12 Mention something topical .............. .. ... ... ... .. ..
6.13 Say something counterintuitive .. ........... ... ... ... ....
6.14 Moral of the story. .. ...t

Agenda and Transitions . . . .............. ... ... ... ... .....
7.1 What'sthebuzz? ........ ... . .. .
7.2 Consider not having an “agenda”slide .....................
7.3 Use an “Agenda” slide for longer presentations

and for arts, humanities, and social sciences. ................
7.4 Use an agenda to introduce key terminology. ................
7.5 Only move to the next slide when you’ve finished talking

aboutthecurrentslide ... ........ .. ... ... .. .. .. ...
7.6 Use transitions to guide your audience .....................
7.7 Learn how to signal a move from one section to the next.......
7.8 Exploit your transitions for other purposes than simply

moving tothe nexttopic. . .. .. .o v i
7.9 Only use an introductory phrase to a slide when strictly

NECESSATY .« e v et et et et e et e e e
7.10 BeCONCISe . ..ottt e
7.11 Add variety to your transitions. . . ............c.uuiiean..

Methodology . . ..........c e
8.1 What'sthebuzz? ...... ... .. . .. .. .
8.2 First, regain the audience’s attention . . .. ...................
8.3 Give simple explanations and be careful when giving numbers . .
8.4 Give examples first, technical explanations second. ...........
8.5 Be brief and only talk about what is strictly necessary .........
8.6 Show only the key steps in a process or procedure . ...........
8.7 Use slide titles to help explainaprocess . ...................
8.8 Explain why you are not describing the whole process. . .......
8.9 Indicate where you are in a process. .. .. ..ovvvv v v ..
8.10 Tell a story rather than sounding like a technical manual . . . . ...
8.11 Bring your figures, graphs, etc.,alive ......................
8.12 Minimize or cut the use of equations, formulas,

andcalculations . . ........ .
8.13 Use active and passive forms effectively . ...................

Results and Discussion . .. ........ ... ... .. .. . .. .. . ...
9.1 What'sthebuzz? ........ ... .. .. . .
9.2 Focus only on the key results, and keep the explanation short . . .
9.3 Communicate the value of what you have done—put

your results in the big picture. . . ........ .. .. .. . oL

82
84
84
86
87
88
88

89
90
91

92
94

94
95
96

96

96
97
97

99
100



10

11

12

94

Explain graphs in a meaningful way......................

9.5  Avoid phrases that might make you sound overconfident,

arrogant or critical of others ............ ... ... ... ... ..
9.6  Tell the audience about any problems in interpreting

YOUr TESUILS . . v e e e
9.7  Explain whether your results were expectedornot ..........
9.8  Be upfront about your poor/uninteresting/negative results.. . . . .
9.9  Turn your ‘negative’ results into an opportunity

for collaboration . ............. .. .. . i
9.10 Encourage discussionanddebate ........................
Conclusions . ............
10.1 What'sthebuzz? .. ... ... ... ..o,
10.2  Be brief and don’t deviate from your planned speech. .. ... ...
10.3 Show your enthusiasm and remind audience of key findings . . .
10.4 Make sure your final slides give useful information..........
10.5 Five waystoend apresentation. . ...............c.cuun....
10.6  Write/Show something interesting on your final slide . .......
10.7 Prepare a sequence of identical copies of your last slide . . . . ..
10.8 Learn what to say before you introduce the Q&A session . . . . .
Questionsand Answers. . . ............... . ...
11.1 What'sthebuzz? .. ..... ... .. ..o,
11.2  Learn to deal with your anxiety about the Q&A session ... ...
11.3  Prepare in advance for all possible questions . ..............
11.4  Give the audience time to respond to your call for questions. . .
11.5 Get the questioner to stand up. Reply to the whole audience . . .
11.6 Repeatthe questions . ............co.vuiuiniinnenenenn...
11.7 Remember that it is not just your fault if you can’t

understand the question. . ......... ... ... ...
11.8 Don’t interrupt the questioner unless ... ...................
11.9 Be concise in giving your ansSwers . .. ....................
11.10 Alwaysbepolite .. ...t
11.11 If you are attending an important professor’s presentation,

think about the value of asking her / him a question?.........
11.12 Think about how you might answer (or ask)

12.1
12.2
12.3
12.4

12.5

ENETiC QUESTIONS . . o vt vttt ettt et e

Ensure you have an attractive title. . .. ....................
Be aware of the implications of the time when your
presentationis scheduled. ... ............ ... ... .. .. ...
Immediately make eye contact with the audience

and maintain it throughout ............. .. .. ... .. ... .. ..
Adopt an appropriate level of formality ...................

Xiii

114

116

118

119
120



Xiv

13

14

15

12.6  Exploit moments of high audience attention................
12.7 Don’t spend too long on one slide and consider blanking

the screen. . . ...
12.8 Learn ways to regain audience attention after you have lost it . .
12.9 Present statistics in a way that the audience can relate to them .
12.10 Avoid quasi-technicalterms ............................
12.11 Explain or paraphrase words that may be unfamiliar

totheaudience. .. ...... .. ... . i
12.12 Occasionally use ‘strong’ adjectives. .....................
12.13 Be aware of cultural differences ... ............. .. ... .. ..
12.14 Beseriousandhavefun............ ... ... .. . ..
12.15 Gaining and keeping your audience’s attention: a summary. . . .

Handling Your Nerves ............ ... .. ... .. i,
13.1 What'sthebuzz? .. ...... ... ... ...,
13.2 Standingupinpublic........... .. .. .. . i ..
13.3 Dealing with your English accent and grammar. ............
13.4 Presenting negative or ‘uninteresting’ results...............
13.5 Handling nerves during the Q&A session. . ................
13.6  Prepare for forgetting what you wanttosay................
13.7 Get to know your potential audience at the bar

and social dinners . ........ .. .. .. .. . i
13.8  Check out the room where your presentation willbe ... ... ...
13.9 Do some physical exercises immediately before your

PIeSENtatioN . . oo\ vttt ettt e e

Pronunciation and Intonation . . .. ........ .. ... ... .. ... .. ...
14.1 What'sthebuzz? .. ... ... .. ...,
14.2  English has an irregular system of pronunciation............
14.3 Dealing with your accent and pronunciation. .. .............
14.4  Use online resources to check your pronunciation . ..........
14.5 Practise your pronunciation by following transcripts

and imitating the speaker. . . ........ ... ... .. . .. L.
14.6  Don’t speak too fast or too much, and vary your tone

Of VOICE . .ot
14.7  Use stress to highlight the key words . ....................
14.8 Be very careful of English technical words that also exist

inyourlanguage .............. .
14.9 Practise -edendings. .. ...t
14.10 Enunciate numbers very clearly .........................
1411 Avoider, erm, ah......... .. ...
14.12 Practise with anative speaker .. ................ .. .......

Rehearsing and Self-Assessment . . ...........................
15.1 What'sthebuzz?........ ... ...,
15.2  Use your notes (upload them onto your phone) .............
15.3 Varythe parts you practice . ...........covievuenenenn...



XV

15.4  Practice your position relative tothe screen . . .............. 179
15.5 Don’tsit. Stand and move around. . ........... .. .. ....... 180
156 Useyourhands ............ ..o, 180
15.7 Have an expressive faceand smile ....................... 181
15.8 Organize yourtime . ..........c.ouvenenennenenennennn. 181
15.9 Cut redundant slides (but not interesting ones),

simplify complicated slides. .. ........... ... .. . .. .... 182
15.10 Prepare for the software or the equipment breaking down . . . . . 183
15.11 Make a video recording of yourself ...................... 184
15.12 Learn how to be self-critical: practice with colleagues. . . .. ... 184
15.13 Get colleagues to assess the value of your slides ............ 186
15.14 Email your presentation to your professor and colleagues . . . . . 186
15.15 Do a final spell check on yourslides. ..................... 187
15.16 Improve your slides and your speech after the presentation. ... 187

16 Networking: Preparation for Social Events .. .................. 189

16.1 What'sthebuzz?.......... ... ..ot 190
16.2  Exploit conferences for publishing your research

and fornetworking .......... .. ... .. . i 190
16.3  Anticipate answers to questions that people might

ask you after your presentation. . .......... .. ... ... 191
16.4 Learn how to introduce yourself for both formal

and informal occasions . ........... ... . il 192
16.5 Use people’s titles where appropriate .. ................... 193
16.6  Prepare strategies for introducing yourself to a presenter

after his / her presentation. . .............. ... .. ......... 194
16.7 Learn how to introduce yourself to a group of people ........ 194
16.8 Identify typical conversation topics and prepare related

vocabulary lists . ....... ... 196
16.9 Learn what topics of conversation are not acceptable

for particular nationalities . . . ............ ... ... 197
16.10 Think of other safe topics that involve cultural similarities

rather than just differences. ... .......... ... ... ... ..... 198
16.11 If you live near the conference location, be prepared

to answer questions ON YOUr tOWN . . . . v v v v v vene v eennn 199
16.12 Prepare anecdotes that you can recount over dinner. . ........ 199
16.13 Practice being at the center of attention in low-risk situations . . 201

17 Networking: Successful Informal Meetings .. .................. 203

17.1 What'sthebuzz? .. ...... ... . ..., 204
17.2  Decide in advance which key people you want to meet . . .. ... 205
17.3 Email your key person in advance of the conference . ........ 206
17.4  Consider telephoning your key person in advance

of the conference, rather than emailing. ................... 207

17.5 Think of how the meeting could be beneficial not only
to you but also to your key person. . .. ..., 208



Xvi

17.6  Find out as much as you can about your key person,
butbediscreet . .. ...
17.7 Encourage your key person to come to your presentation
OF POSEET SESSION .+ ¢\ vt ettt e e e e e e e
17.8  Exploit opportunities for introductions at the coffee machine . .
17.9 Be prepared for what to say if your proposal for a meeting
isnotaccepted. . ...
17.10 Prepare well for any informal one-to-one meetings . .........
17.11 Be positive throughout informal one-to-one meetings . .......
17.12 A verbal exchange is like a game of ping pong: always
give your interlocutor an opportunity to speak .. ............
17.13 Ensure that you follow up on your meeting ................
18 Posters .. ... .o
18.1 What'sthebuzz?........ ...,
18.2 PART 1: CREATING A POSTER AND KNOWING
WHAT TO SAY. . oot e
18.2.1 Purpose. ...... .o
18.2.2 Types of research that might be better presented
in a poster rather than a formal presentation . ........
18.2.3 Deciding whattoinclude........................
18.2.4 Using bullets to describe your research objectives . . . .
18.2.5 Other points in the poster where you can use bullets. . .
18.2.6 Checking yourtext. ...........ovuvvuunuvnenenn...
18.2.7 Qualitycheck............. .. ... ...
18.2.8 What to say to your audience. . ...................
18.3 PART 2: WHAT SECTIONS TO INCLUDE

ANDWHAT TOPUTINTHEM........................
183.1 Title . ..o
1832 Summary ......covviiii e
1833 Introduction . .............c.oiuiniiiininiennn.n.
18.3.4 Materialsand methods. .........................
1835 Results ...... ..o
18.3.6 Conclusions .. ..........oititiiriiannn.
18.3.7 Yourcontactdetails ............................
18.3.8 Other things to include (in a much smaller font). . . ...

19 Advice for Native English Speakers on How to Present
at International Conferences and Run Workshops . . ............

19.1
19.2
19.3
19.4

Learn from seasoned speakers. . ...............cvuvnin.n.
Understand what it feels like not to understand . ............
Watch TED to understand how it feels to be a non-native

SPEAKET. . . vt

211
211
211

213
216
217
218

219
219



20

xvii

19.5 Watch TED to understand how to talk to non-natives. . . ... ... 234
19.6 Learn another language! .......... ... ... ... .. . ..., 235
19.7 Have two versions of your presentation ................... 235
19.8  Ensure you adapt a presentation that you have given

to native speakers and make it suitable for non-natives . ... ... 236
19.9 Focus on what non-natives actually like about native

SPEAKETS . . ot 236
19.10 Be careful of cultural differences ........................ 237
19.11 Avoid humor,buthavefun ............ ... ... .. ......... 237
19.12 Explainkey words. ........ ..ot 239
19.13 Choose appropriate vocabulary. ......................... 239
19.14 Mind your language!......... .. .. .. .. i 241
19.15 Speak slowly and enunciate very clearly................... 242
19.16 Workshops and seminars: try to reduce anxiety levels

of the audience as soon as possible. . ..................... 242
19.17 Never equate a person’s level of English with their level

ofintelligence . ...... ... ... . i 243
19.18 Take responsibility for any lack of understanding

by your interlocutor. .. ........ .. 243
19.19 Ask your participants questions during workshops. .......... 244
19.20 Avoid saying ‘OK?’ to check understanding

during workshops . ....... .. .o i 244
19.21 Remind the audience of the big picture. ................... 245
19.22 Have recap slides in addition to or as an occasional

alternative to questions slides . .......................... 246
19.23 Reduce your talking time during workshops, seminars

and training SeSSIONS . . . ..o v vttt 246
19.24 Timing and breaks: using exercises in workshops ........... 247
19.25 Handouts . . ..ottt e 247
19.26 If you are a participant, never dominate the discussion . ...... 247
Useful Phrases. .. ........ ... . . .. . . i 249
20.1 PART 1 PRESENTATIONS AND POSTERS .............. 249

20.1.1 Introductions andoutline........................ 249

20.1.2 Transitions .. .........oeuiniininin ... 251

20.1.3 Emphasizing, qualifying, giving examples .......... 252

20.1.4 Diagrams ... .....c.iiii i 253

20.1.5 Making reference to parts of the presentation . . ... ... 256

20.1.6 Discussing results, conclusions, future work. .. ... ... 257

20.1.7 Ending .. ... ..o 258

20.1.8 Questions and anSWers. ... ..........oveeueene.n. 258

20.1.9 Thingsthatcangowrong. ....................... 260

20.1.10 What to say during a poster session. . .............. 262



Xviii

20.2 PART 2: NETWORKING.............coiiiiiiian... 263
20.2.1 Introductions .. ..........c.o.vuininennenenennn.. 263

20.2.2 Meeting people who you have met before........... 264

20.2.3 Smalltalk. .. ... 265

20.2.4 Arranging meetings .. .. ..ot 266

20.2.5 At an informal one-to-one meeting . ............... 267

20.2.6 At the bar, restaurant and social dinners ............ 268

20.2.7 Sayinggoodbye ......... .. .. .. 272
Acknowledgements . . ............ .. ... 275
SOUrCeS . . .. 277
Index. . ... e 283



Chapter 1

The Importance of Presentations

Factoids

CONFERENCE - The Latin word ferre (conferre - bring together) derives from
an ancient Sanskrit word meaning to 'sustain and nourish'. So a conference
literally means a bringing together of people for nourishing new ideas.

CONGRESS - In the Middle Ages in England a congress was an encounter
during battle, but the original Latin word simply meant 'walking together'.

DEBATE - In ancient times to debate meant to beat or stir a mixture very
vigorously so that it became less viscous. The term then came to mean to
examine something in depth.

ForuM - The principle public squares in ancient Rome, where in addition to
commercial activities, magistrates would judge legal cases. Today it means an
organized event or meeting that encourages round-table discussions.

KEYNOTE Vs PLENARY - A keynote is a presentation by a high profile expert,
aimed at generating enthusiasm amongst the audience for the theme of the
conference. Keynote is a musical term meaning the first note of the scale of
any key. A plenary (from the Latin plenus meaning full) is a presentation /
speech that is expected to be attended in full (i.e. by all participants).

MEETING - An informal conference. In fact meeting has a Germanic, rather
than a Latin/Greek origin, and as with all Germanic / Anglo Saxon words it
has a warmer feel denoting something more friendly (a talk vs a presentation,
chat vs conversation, speech vs discourse, welcome vs reception). The original
word meet meant to come across, find or come face to face with someone who
was walking towards you.

POSTER SESSION - An alternative to an oral presentation, where research is
displayed pictorially (Latin: ponere = to place].

PRESENTATION - To present originally meant to put something or someone
under a person's eyes (Latin: praesum = I am in front).

SYMPOSIUM - A prestigious conference, with a low acceptance rate for abstracts
for presentations. In ancient Greece a symposium was a drinking party (sumpotes
means a ‘fellow drinker’). After a dinner, other guests were invited to gather
round the table and discuss philosophy, politics and literary questions.
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1.1 What's the buzz?

A good presentation of a paper can be a delightful experience, an
elegant performance, a memorable show for its audience. During
the course of my scientific career I have seen thousands of
presentations. Most go immediately into oblivion, but some stay in
the memory for a lifetime. There’s no doubt about it: good speaking
skills are more important than dazzling PowerPoint slides

Osmo Pekonen, Finnish author and mathematician
Read the quotation above and think about the answers to these questions.

1. Why is it important for you to give presentations at international
conferences?

2. Is merely attending a conference (i.e. without actually presenting) useful for
your career?

3. Which is more important: your slides or how you explain them?
4. What kinds of presentations do you like to see?

5. What typical faults do you notice in other people's presentations? Do you
personally have the same faults?

6. Is being a good presenter an innate talent or can you learn to give better
presentations?

s sk sk sk sieoskoskeoiokokeokeok

This book is designed to help you give presentations in front of international audi-
ences, and to prove that it doesn't have to be a terrifying experience!

Three key points are worth making straight away.

1) Don't be obsessed by your spoken English. If you make mistakes in your English
when you talk, the majority of your audience will probably not care or even
notice. However, they may notice written mistakes. Don’t be creative with your
English. Only write what you know is correct. Generally speaking, the shorter
the sentence, the less likely you are to make a mistake.

However, the less text you have, the more evident any grammar or spelling mistakes
are. These final slides from three different presentations (all real) did not make a
good last impression on the audience!



End
Thank!

Any question?
The presenters should have written “The end,” “Thanks,” and “Any questions?”
2) Consider having two versions of your presentation.

THE VERSION YOU SHOW TO YOUR LIVE AUDIENCE: this contains the main results
with minimal detail and minimal text. This book focuses only on this version.

THE FULL VERSION: this contains more text, more details and possibly more
slides. You can tell the audience at the beginning of the presentation where they
can download the full version (you can include this in your title slide and / or
conclusions). This means that the audience can upload your presentation onto their
phone and use it as an aid to their comprehension while listening to you.

3) Consider uploading your presentation (either the 'live' one of the full one) onto
your smartphone and hold it in your hand during the presentation. This solution
is already acceptable in the business world and is now increasingly being found
at scientific congresses. The advantages are clear: you can glance at your phone
to remember where you are and what you want to say. This will considerably
reduce your anxiety (see Chapter 11, 13.6 and 15.2).

This chapter analyses the benefits for you of presenting at a conference. It also
identifies some of the basic differences between a good and bad presentation.

Posters are covered in Chapter 18.

1.2 Giving presentations gives you visibility and advances
your career

By giving a presentation at a conference, you can gain visibility and inform others
of the results you have achieved. This may enable you to increase your chances of
getting feedback on your work, establishing new contacts, collaborating with other
research groups, and maybe of even getting more funds so that you can carry out
better research.

A presentation is an opportunity to talk about factors that you probably wouldn’t
mention in your paper, e.g., ideas and conjectures, negative results, unfinished work—
all of these might stimulate useful questions and feedback from the audience.
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You will also be able to exploit the review process that takes place before the
conference, and of course you can list the presentations you have given in your CV,
in applications for grants, and in grant progress reports.

1.3 Simply attending, without presenting, is not enough

All the networking benefits are considerably improved if you have given a presenta-
tion. You will find that people will come up to you after the presentation and ask for
more details or even suggest collaborations—this means that the effort to make
face-to-face contact is principally made by them not you. In any case, if you have
gained visibility through a presentation, then you will find it much easier to intro-
duce yourself to other people and begin a conversation.

1.4 Good presentations: typical features

Audiences from all parts of the world appreciate presentations that:
 are professional and are delivered by someone who is credible and confident

* look like they were prepared specifically for us and make it immediately clear
why we should be interested

* have clear slides, with minimal detail and helpful and/or entertaining images
* tell us interesting, curious, and counterintuitive things

* don’t make us work too hard to follow what is being said—two or three main
points, lots of examples, and not too much theory

 are delivered in a friendly, enthusiastic, and relatively informal way

e entertain us and interact with us



1.5 Bad presentations: typical features

No audience will be pleased to attend a presentation where the speaker:

* has clearly not practiced the presentation

¢ has no clear introduction, a confused structure, and no conclusions

* appears to be talking to himself/herself rather than engaging with the audience
* reads the slides

* has a series of similar slides full of text and diagrams

* relies on animations

* fails to address the audience’s interest and only sees things from his/her point of
view

¢ is too technical, too detailed
» speaks too fast, speaks with a monotone, speaks for too long

» shows little interest in his/her topic

1.6 The key to a professional presentation

A “professional” presentation is one where you put the audience first. You think
about how the audience would most like to receive the information you are giving.

The key to an effective presentation is that you have a few main points that you want
the audience to remember and that you highlight these points during the presenta-
tion in an interesting, and if possible, enthusiastic way.

The important thing is to be relaxed. To become more relaxed, the key is to prepare
well and concentrate on the content, not on your English. Your presentation is not
an English examination—your English does not have to be perfect. Be realistic and
don’t aim for 100% accuracy, otherwise you will be more worried about your
English than about communicating the value of your research.



Chapter 2

TED and Learning from Others

Factoids

TED stands for Technology, Entertainment, Design and was founded in 1984
as a one-off event.

TED organize conferences under the slogan "Ideas Worth Spreading".

TED originally focused on technology and design, but now the conferences
include scientific, cultural, and academic topics - some very serious, some
very funny.

Presenters have a maximum of 18 minutes to deliver their ideas in innovative
and engaging ways, including using a story-format.

Three of the shortest TEDs, all under 3.30, are entitled: Try something new for
30 days; 8 secrets of success; and How to start a movement.

Over 2000 talks are freely available on the website and have been watched
over one billion times worldwide.

TED has become a regular word in the dictionary: I watched two TEDs today.
Did you watch that TED on ...?

TED is watched by millions of non-native speakers who can use subtitles (in
English, or their own language), or see the full transcript (again in English or
their own language). TED's Open Translation Project aims to reach out to the
4.5 billion people who do not speak English. TED also has its own series of
short books.

© Springer International Publishing Switzerland 2016
A. Wallwork, English for Presentations at International Conferences,
English for Academic Research, DOI 10.1007/978-3-319-26330-4_2



2.1

What's the buzz?

Think about the answers to these questions.

1.

TED's mission as stated on their website is: TED is a global community, wel-
coming people from every discipline and culture who seek a deeper under-
standing of the world. We believe passionately in the power of ideas to change
attitudes, lives and, ultimately, the world. On TED.com, we're building a
clearinghouse of free knowledge from the world's most inspired thinkers —
and a community of curious souls to engage with ideas and each other. How
important and how achievable do you think this mission is?

2. Have you seen any TED presentations? Which ones do you like the most?

. Are TED presentations different from the kinds of presentations you have seen

at your university or at conferences in your country? Do you think it would be
appropriate to use a TED-style presentation at your next conference? Why (not)?

. Which features of TED do you use? Have you ever tried the 'surprise me'

feature or used the playlists?

. Do you watch in English? With or without subtitles?

. Have you ever based your own presentations on the style and/or structure of a

TED presentation?

. How can you use TED to improve your speaking style and pronunciation?

. Is it possible to learn from others? Do we tend to be blind to our own mistakes?

skoskoskoskeostokokokokokokok

This chapter discusses the benefits of TED by analysing some typical TED presen-
tations. It also provides checklists to enable you to assess the slides and presentation
styles of various presenters (not just TED presenters, but your colleagues too, and
of course yourself).

You can access TED from your computer or by downloading the TED app onto your
smartphone.

Most of what is said in this chapter will make much more sense if you actually
watch the TED presentations in subsections 2.3-2.6.

In addition to TED, there are several sites on the Web dedicated to presentations.
There are some where you can share slides, for example:

slideshare.net

myplick.com

authorstream.com/slideshows/

These sites are useful for seeing how other people in similar fields to yours create
their slides. Examining these presentations should help you to understand that pack-
ing a presentation full of detail is not usually a good approach.



2.2 Choosing a TED presentation and learning the benefits

You can choose the topic of the presentations you want to watch by using TED's
search engine, and you can also choose whether to have English subtitles on or not.
The subtitles report every single word, and are particularly useful for seeing (not
just hearing) how many words a presenter uses in a sentence. This highlights that the
shorter the sentence is, the easier it is for the presenter to say, and the easier it is for
the audience to understand.

You can see or download a full transcript (called 'interactive transcript') of the pre-
sentation in English, plus translations in several other languages. This means that
you can note down any useful phrases that the speaker uses that you think you could
use too.

By reading the transcript and listening to the presentation at the same time, you can
also improve your pronunciation and intonation by trying to imitate the presenter.

A good TED presentation to start with is Jay Walker's English Mania (19.5). Jay's
talk highlights how preparation, and speaking clearly and slowly in very short sen-
tences, are key to a good presentation. This presentation is less than five minutes
long and is easy to follow even without subtitles!

2.3 TED example with use of slides: Let’s bridge the digital
divide!

You may be concerned that many of the presentations you watch on TED are given
by very dynamic presenters. Economist Aleph Molinari in his presentation Let’s
bridge the digital divide! is not dynamic, he doesn't run around the stage entertain-
ing us. But he does know how to inform us and how to bring important data to our
attention, which is all you need to give a good presentation at an international con-
ference. For another example of a good but not particularly dynamic presenter see
Jay Walker (19.5).

In his presentation, Aleph Molinari tells us that five billion people don't have access
to the Internet and then explains what we should do about it. This presentation may
seem rather dated when you watch it, so concentrate not on the statistics themselves
but on how Molinari presents these statistics.

EXAMPLES AND STATISTICS
Aleph immediately starts with concrete examples of victims of the digital divide. He

then moves on to some statistics. He shows a slide with the number of people in the
world: 6,930,055,154.
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Why not 7bn? Because the length and exactness of the number emphasizes firstly
the incredible number of people who live on our planet and at the same time that
they are individuals. The long number also looks dramatic on the screen. But when
he actually mentions the number verbally he says "nearly seven billion people" -
there would be no point in reading the exact number. He then gives the number of
people who are digitally included, which on the slide appears as 2,095,006,005.
What he says is "Out of these, approximately two billion are digitally included, this
is approximately 30% of the entire world population, which means that the remain-
ing 70% of the world, close to five billion people, do not have access to a computer
or the Internet .. five billion people, that's four times the population of India".

Aleph's technique is thus to:

1. show a statistic in a simple clear way (i.e. not along with several other dis-
tracting statistics)

2. talk about the statistic in three ways (first as a whole number, then as a per-
centage, then by comparison with India). Aleph thus offers his audience dif-
ferent ways of absorbing the information, his aim being to help them to really
understand the true significance of the numbers involved

3. interpret the statistic by saying what the implications are

TEXT, BACKGROUNDS AND FONTS

Aleph's slides have a black background with a yellow font. They are incredibly
clear. The majority of his slides that contain text only have one or two words. The
slide with the most text, which is his first slide and contains a definition of the digital
divide, contains 19 words. At least half his slides are just photographs, which sup-
port his speech. Essentially, the information contained on each of his slides can be
absorbed in less than two seconds. This means that all the audience can listen to him
with 100% of their concentration, rather than some of the audience reading the
slides and some listening to him.

ALEPH'S PRESENTING STYLE

I may be wrong, but I imagine that Aleph is quite introverted. This reveals itself in
the fact that he spends too much time (in my opinion) looking at the screen rather
than the audience. Although he does try to emphasize his key words, his voice is
rather monotonous. The combination of these two factors could lead to the audience
losing interest.
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However, Aleph compensates for this lack of dynamism by
* having a clear logical structure
* having excellent slides - clear, easy to follow
* being professional

This makes him very credible in the audience's eyes. They will certainly be moti-
vated to follow him and listen to what he has to say. And this also means that
although his conclusion in itself lacks impact (his voice does not sound very impas-
sioned), as a whole his presentation will have a positive impact because he appears
to the audience as being totally committed to his project and also very sincere.

2.4 TED example with minimal slides, delivered
from a lectern: The forgotten history of autism

The TED website introduces this presentation as follows:

Decades ago, few pediatricians had heard of autism. In 1975, 1 in 5,000 kids was estimated
to have it. Today, 1 in 68 is on the autism spectrum. What caused this steep rise? Steve
Silberman points to “a perfect storm of autism awareness” — a pair of psychologists with
an accepting view, an unexpected pop culture moment and a new clinical test. But to really
understand, we have to go back further to an Austrian doctor by the name of Hans Asperger,
who published a pioneering paper in 1944. Because it was buried in time, autism has been
shrouded in misunderstanding ever since.

This presentation contains only four slides - one graph and three photos.
FULLY WRITTEN SPEECH

Steve is speaking from a lectern upon which he has his full speech. He looks down
frequently (but very rapidly) to remind himself what to say next. If someone on
TED can rely on looking at their written speech, then so can you. A better option
however, may be just to have notes (see 19.5, and also see 13.6 and 15.2 on how to
use your smartphone).

STRUCTURE

There is a clear logical structure - 1) introduction to the issue of autism, ii) how and
where misconceptions arose, iii) how these misconceptions were overcome, and iv)
finally the positive aspects of autism and the key contribution of having a diversity
of brainpowers in our society.


http://dx.doi.org/10.1007/978-3-319-26330-4_19
http://dx.doi.org/10.1007/978-3-319-26330-4_13
http://dx.doi.org/10.1007/978-3-319-26330-4_15

12

EYE CONTACT

Notice how Steve looks at one section of the audience for a few seconds, and then
turns his head to look at another section. Maintaining eye contact is essential to
maintaining audience attention.

GRAPH

Steve only uses one graph. Note how the information on the graph is extremely
simple to absorb very quickly.

BODY LANGUAGE

When you are standing at a lectern there is less opportunity to use your body.
However Steve makes great use of his hands to emphasize points (see at 4.0, 5.45,
7.23, 12.32 minutes)

VOICE

When reading from a prepared script, there is a danger of adopting a monotone.
Note how Steve modulates his voice to give emphasis and raise the audience's inter-
est in specific points.

2.5 What might Steve have done differently if he had been
giving a more formal version of his talk at an
international conference made up of a
multilingual audience?

I think he would simply have used more slides for the following:

STATISTICS: He mentions a number of statistics. Given that numbers can be quite dif-
ficult to process by speakers of another language, and given that some English numbers
can create confusion (e.g. thirteen vs thirty), having the numbers on a slide is useful.

MORE PHOTOS: He mentions the famous movie Rain Man starring Dustin Hoffman.
It might have been useful to see a photo of the movie poster. There is a chance that
the audience knows the name of the film in a translated version and may pronounce
Dustin Hoffman in a very different way. This means that they may miss the point.

QUOTATIONS: He quotes from many people and it might have been helpful for the
audience (as well as creating variety) to have seen these quotes on a slide - after all
his quotes were well chosen as they were all very concise.



