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Tips and Tricks

Introductions
· DO NOT start with “My topic is…” or “Imagine…” or “What if or would you…”
· Creative opening – have one.   At the end of your intro, tell us, if it is not obvious, what colleges you choose
· Talk to us like we are people.  Yes, this is a formal presentation but not a stuffy weird impersonal one.

Why you chose your topic
· somewhere in your presentation you should discuss why you chose this topic.  
· A good idea is to incorporate it in your intro or somewhere after the body of your presentation

Agenda
· Give an agenda after your opening; choose maybe three areas that you will cover:
“during my presentation, I will first cover admissions information, then student life, and finally, academics.”
· Stick to that agenda!  It will keep you and US organized.  We don’t know your topic as well as you do – this will keep your audience interested
· Provides a way to review at end

Time
· You MUST practice, practice, practice!!!  The best presentations are those in which a student practices ahead of time in front of other people.
· Get your timing down – 3-7 minutes. That means, if you talk over 7 minutes, you start losing points b/c you are going to go over the 7 min mark. If it is only 3 minutes, you probably will lose points as well.
· I will stop you if you go over time
· If you are rushing, I will stop you and have you pull yourself together so that you can make the time.
· If you want me to hold something up with how much time you have left, I can do that for you.  This is an individual choice
· Don’t stand up there dragging on just to reach the time

Speaking Skills
· avoid verbal static (ums, uhs, LIKE)
· know your nervous habits and try and avoid them
· do NOT sigh and sound bored!!
· Be enthusiastic about your topic
· Make eye contact with the entire class – do NOT stare at teacher
· DO NOT read directly off notes!  You may use note cards but do NOT write out entire presentation – you will end up reading eve if you don’t mean to. 
· If using note cards, use topics and reminders – you should know your presentation ahead of time!  I’ve seen people drop note cards – you better be able to continue!



Conclusion
· A GOOD conclusion takes time and effort – you should leave your audience with something powerful
· Do NOT say, “That’s it.”  Have a REAL conclusion!  You need to WORK ON THIS!
· You might talk about what you learned during this project re: your topic, yourself, or the ways in which you grew as a person.  Be genuine though.

Dress
Gentleman					Ladies
*  collared shirt, no logo			*  no bare midriff
*  no shorts or jeans				*  no shorts or jeans
*  ironed, clean, pants				*  pants, skirt/dress, nothing low cut or skimpy
*  shoes make a big difference!		*  DO NOT overdo make-up and jewelry
*  wear socks and match them		*  no spaghetti straps or too much skin
*  TIES ARE GREAT!			*  be professional – this is not a night on the town
*  we don’t want to see your underwear!
Pull up your pants and wear a belt!

Set UP
· be ready to go right away – that means, get any and all set up done AHEAD of time
· be prepared for things to go wrong!  Deal with it and move on.


The Do’s…
Use your slides to GUIDE you - do NOT read off of them or have lots of words
Have INTERESTING slides but not too busy
Make sure your slides are readable from the back of room
Explain your information and why it is important - do not just list facts
Look up and project your voice
Be confident even if you are not - fake it until you make it!
Keep going if you stumble
Pause when needed
Use the power of the pause!

The Do NOT’s…
Do not have a ton of words on each slide
Do not read from you slides
Do not use small font
Do not just read facts
Do not say “I don’t know,” “...or whatever” - pretend you know b/c no one else does
Do not ramble or rush
Do not talk to the floor
Do not fidget

The most important thing to make sure you DO is to PRACTICE, PRACTICE, PRACTICE


