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Unit 12 Audience and Presentation Tools

Scripts and Annotations (2 7 U 7 ~ & fi##t)

Hello everyone. Welcome to the “How to Make Yourself Understood” video series, Unit 12. 'm Emma Cook
and I’'m from Hemel Hempstead, in the UK. I have been working at Hokkaido University since 2013. In the
last video, we learned that it is very important to have a clear idea of the purpose and the content of your
presentation before you start preparing for it. In this video, we are going to learn two more aspects we have

to bear in mind about presentations: the audience and the presentation tools.

Warming Up Quiz: The Topic is Set. Then, are you Ready?
Suppose that your topic is “How I Changed my Reading Activities”, and that you have decided to introduce

how handy and convenient it is to use digitized books. Now, do you have a clear image of how your
presentation will turn out to be? If you do not know who you are going to be talking to, it would be very
difficult to prepare your presentation even if you already had an idea of what you were going to be talking
about. Furthermore, if you do not know what presentation tools you can or cannot use for the particular
presentation you are going to make, it will be virtually impossible to start preparing. So let us think about

these two important aspects one by one.

1. Who are you Talking to?

1.1 Size of the audience

< small group? >
First of all, you should be conscious of the size of audience you expect to be speaking to. For example, if you
are going to talk to a small group of people, say less than 10, you may not have to care much about the volume

and speed of your speech. Just try to articulate clearly.

< middle-sized group? >
However, if your audience is a middle-sized group of 20 to 50 people, you will likely have to project your voice
to the other end of the room, and may have to speak more slowly and clearly than usual. You will likely have

to be careful of the volume of your voice, especially if you are not going to be using a microphone.

< large audience? >
Thus, if you are going to be making a presentation in front of a large audience of more than 50 people, you
will have to prepare accordingly. For example, even if you use a microphone, you will have to articulate very

clearly, and speak more slowly especially for the parts you would like to emphasize.
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D BADRERNRZNVRTRAL ZLIFEETTR, T8N VO] ONECHETON, Z0FExE
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- small group (10 ALLF)
10 NEAF D7 NV — 5T BRI, B DOFHE, —fF B a2 T, Fo& 0 &FET, 1L ADED D
Ba e s, RIEOENERLRPOEVHITLIZENEE LY, FHBRE LT 2T 5 LHE TR
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- middle-sized group (20-50 A)
20 A5 50 NHBLD 7 — G T ERIE, £ OHFTCW D AT TICAZOFENELS X o2, R&ER
BT, o< D EIFoED LEETZENAMETT, 2L DVORBEE TiE, & FEEORNED )
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- large audience (50 ALLL)
50 NLAED 7 NV—TIZGETERIT, ~A 7 25 MERH Y £3, FIIREL QD T, ~ A1 7 DMERE
DHEWEFERZ L5605, MERVIZWRRBESNET, FriC, F@EmPRSRD25E, HE
FIZEoTEHEFICH A2 b T, 20X RNEZERET 72012, LohY LI-HER®
NBRZEFTEIENFTARCTT, O LT, BONHEMALIENWZ L&, [FoFY &, oY LET
BiEZOFEL &S,

1.2 Profile of the audience
The next important thing you have to take into account before your presentation is the profile of the audience.

Suppose you are going to be talking about foods in Sapporo.

< audience: classmates in Sapporo >

How will you prepare your presentation if your audience is going to be your high school classmates from
Sapporo? You can reasonably assume that all of them already know many things about foods in Sapporo. So
you may want to introduce something new or something specific to your own experience so that your

classmates get interested.

< audience: college classmates >
By contrast, if the audience is going to be your college classmates, how will you prepare your presentation?
This time, you can reasonably assume that your classmates already know many things about your college

life, but some who are from mainland Honshu may not have had jingisukan mutton barbeque yet, for example
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< audience: international students >
Or what if your audience is going to be international students visiting Hokkaido University? Then, you can

reasonably assume that they may not know many things about foods in Sapporo.

As you can see from these examples, when you prepare your presentation, it is not enough that you know
well what you are talking about. Rather, it’s a very good idea to take into careful consideration what your
audience may already know about what you are going to talk about, and what they really want to hear from
you. In other words, it is very important to remember that you have to talk about what the audience wants
to hear, not just what YOU want to talk about. In order to do this, you really have to recognize the profile of

the audience, namely, who you are talking to, in advance.

So, one of the frequent mistakes presentation beginners commonly commit is to forget the size and the profile
of their audience. For instance, it is very likely that your first English presentation will be to your classmates.
So don’t use very long and complex sentences, and don’t use difficult words that even you have known only

by consulting a dictionary.

D> TLEBUT—TarEBEL TUBRALNDERIT. MEFITE ST BHLWEHR] T, 220 [F0 720 EH
ThHhHZ L, FELFEHEAC, MEFOEME (profile of the audience) . L oMY LET L EN
b ET,

> MEFRTTICHL TWDERIL, FEx LT XTI,
G LWEREZRAT 27200 AD 0 E LT, D ULANDRRENEE L)

) EIAZ, OODHFHIZLILS ZFELELERVWET, ZIUIAATTRA, LML, WEITKRRAZED - T
LEW, OO0 TT L, SIFZO0OFICHONVTEHEL LIZWEBNET,

2. What Tools are you Going to Use?

OK, so, let’s go on to the second part of today’s lecture, presentation tools.

< no specific tools >

In some cases, you may not use any presentation tools, like this:

Student A: Good afternoon. My name is Nagisa Nakamura. Would you like to go abroad? What

countries do you want to go? I'm here to talk about what I want to do in my college life.

Student B: I think Hokkaido University is good for pursuing my dream, so I am here today.
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< handout materials >

In some cases, you may use handout materials which you distribute to the audience, like this:

Teacher A: Look at (9) on the handout, OK? Page 3, top of the page 3, look at (9), OK?

Four plausibility conditions ...

< concrete items >

In some other cases, you may use a specific object to demonstrate, like this:
Student C: Today, I'm going to talk about my treasure. This is my treasure. This is a silver chain.

Student D: What is your treasure? My treasure is the T-shirt. The T-shirt is basically black, but back
of it printed the logo CHICAGO and around the logo is very colorful.

< presentation slides >

Or you may use presentation slides, like this:

Student E: ... 360 citizen and I did the survey with the city office and [those in] charge of the

promotion of public relations.

Teacher B: As we have seen, what is our language knowledge as adult speakers of native language?
What is the endowment; inborn, innate property? And what is the necessary “primary linguistic

data”? All of these are not very clear ...

As you can easily imagine, your presentation preparation will vary greatly depending on what tools you are

going to use.

Notice also that how to use presentation tools depends on the size of the audience. For example, if your
audience is a small group of less than 10 people, demonstration using a real object would be very effective;
you can even circulate and let the audience touch the object. However, you cannot do that when the audience
is very large. Likewise, if you use presentation slides, you will have to use larger fonts if your audience is

large. It is very important to make your slide content easily visible to all the people in the room.

> FLELTF—va v ETARICHEDNAERIL, ZTRNERORIITS LT, BAMER BEHES, bo
LHED Y RTV L ORRIRLE S,
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» no specific tools (FFITERIEMEAZELY)

BT LB T —va VOREARTT, Lo LIEMIRKONEZ, @722 LI Trrrn 3 < KT
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» handout materials (B %#EBH7 3)
THUZIELL T D 2 >OBERER H Y £,
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- concrete items (BEHHGHERES)

[ERA 72 2D WTCEEZ T 2 BRI, B & FORINZ, T DOEMD HAUTIFEA T, E5C Student C, Student

D @ Tthisis my treasure] ® X 572 Show and Tell % A 7O H{ETT, X512, METFRDANEITNV—T
DEGEIIE, EMEEFDOLTERICA-THE S LW FEBDIRMTL X O, @GR LA Z &R
W2 OLHEE, BERATAFTHLWVWTLE ), EQOXIRIERAIELESIL TS, MEFERERE
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CRELEMHLEE L RITNE, 0T VRRFELNTL X 9,

- presentation slides (/XU —&KRA > b« A5 4 F&FEH)

TR T = a VLA DL T IR RE DL, AT A RIZE SADOEREFEDIAATLESI Z LT
T, [HFRENZTEDLATA RNiL, UL RSG50 T, MEFNAT A4 FOIFRE AR
MAIRD T, BEHFOFSELZM N /oTLEVET, AT NIFREHOTOO [HEFMH TiEd
DEFA, HSETH, BHEFOHBEYT 57O DOMBTFETT, FiC, HBRIHKRE RS T, Z<DOA
WP T LB T —2a T 25813, SUDOATRXTHRLoNVERTEL LI, EATA FTHE
ILFIIREL, FLTELRTREEZFATH72E, A A—VEPLIIHE, BOORA v E—VEEZD
EOILELED, LB T =2 a yOERT, MHEEZEDLTIITIZETHLENWIZ AL ) —
FELoMDRBHRL TL72E, BRRADRSA FIEHETEHBIFR CHL L) 2L aERTIC,
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Summary

OK, let us wrap up today’s lecture.

When you prepare your presentation, you have to think seriously about not only what you are going to talk
about, but also about who you are going to be talking to: that is, the size and profile of the audience. Further,
you have to consider what presentation tools you are going to use. In order to make your presentation
attractive, as well as the topic itself, it is extremely important to consider these additional factors when you

prepare your presentation.

What is more, considering who your audience will be and what tools you will be using is very important when

you make a presentation in Japanese, or in any other native language, as well.

Well, how was the lesson today? What is important when you prepare your presentation? In a nutshell,
always try to be audience-friendly. The main player in your presentation is not you: it’s the people who are

watching and listening to your presentation.
OK, that’s all for today. Good luck, keep working hard, and see you next time!

OK, guys? Let’s start today’s story.
“Prince Goose in Ohno Ike Pond”. Once upon a time, there was a deserted pond in the middle of an old

university campus. The place was so neglected that no birds or animals came to the pond ...

N N N N N N U N N S N N N N N N N N N N N N N N N N N N N N N N N N N N N S S S

Further Tips

FEEPHSARA—VEIBRD
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To Make Yourself Understood % H¥5 L T !
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