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Unit 13 Verbal and Non-Verbal Communication

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

Hello everyone. Welcome to the “How to Make Yourself Understood” video series, Unit 13. I'm Peter
Richardson. In the last video, we learned that it is a good idea to take into consideration who your audience
is and what presentation tools you are going to use before you start preparing your presentation. Today, we
are going to learn some tips for the actual performance of your presentation. Let’s first consider the following

questions.

Warming Up- Essays and Presentations, What is Different?
What aspects are common between oral presentations and written essays? And what are crucial differences

between presentations and written essays?

Common Aspects in Essays and Presentations

First of all, both presentations and essays are modes of communication using language, with specific purposes.
You may want to convey some information to your reader or audience, you may want to persuade your reader
or audience, or you may want to give suggestions or lessons for the reader or audience to take into serious
consideration. Therefore, the basic structure of your presentation must be the same as the basic structure of
essays we have learned in Unit 6 to Unit 10 in this video series. That is, a good presentation has to have an
introduction, a body, and conclusion. So, the foundations we have learned for essay writing also apply to oral

presentations.

Fundamental Differences
However, there are several crucial differences between essay writing and oral presentations. Written essays
are completed before the reader actually starts to read, whereas oral presentations are being created live

together with your audience.

So, even if you have prepared a well-structured manuscript for your presentation, it’s never good enough. In
a presentation, how you address your audience is extremely important. Let’s consider some verbal aspects

first.
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How to Make Yourself Understood

1. Verbal Communication

Look at the following presentation.

Yu: Hello, everyone. I'm Yu Sakamoto. Today, I would like to talk about my reading activities, using

digitized books.

< Don’t read >
How do you find this introduction? It is not very attractive, is it? The presenter is just reading her manuscript,
not trying to communicate with the audience. A presentation is a live communication; so you have to be

talking to your audience, not just reading your manuscript draft. Yu, why don’t you try again?

Yu: Hello, everyone. I'm Yu Sakamoto. Today, I would like to talk about my reading activities, using

digitized books.

< Try to talk to the audience >
Hmm .... OK. You are not just reading this time but trying to talk to the audience. However, it is still not
very natural or attractive. What is the problem? Well, recall what we learned in Unit 1 to Unit 5 in this video

series.

< Proper use of prosody, intonation, and pauses is crucial >

Your pronunciation is very important in order to make your presentation clear and attractive. Especially,
your prosody, intonation, and use of pauses are crucial. If you employ these verbal features properly, you will
sound like you really are talking to your audience. Hence, your presentation will become clearer and more

attractive. OK? Why don’t you try once again?

Yu: Hello everyone. clearly
I'm Yu Sakamoto. (pause) / strongly
Today, I would like to talk about my reading activities,

using digitized books.

™S

slowly and clearly

Right. As you can see, clear articulation and appropriate prosody will make your speech easy to understand

and thus attract the audience’s attention effectively.
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Unit 13 Verbal and Non-Verbal Communication

= Verbal Communication (EiECH I 2=~/ —3a) (X, FTLPBrT—raromTd, BExFiL, 4
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2. Eye contact

Now, in addition to verbal features such as articulation, intonation, and prosody, there is one more crucial
feature to make your live performance attractive: eye contact. Eye contact is very important for establishing

the connection with your audience that will make them want to listen to what you have to say.

While it may be easy to have eye contact with people in a small-sized audience, making eye contact can be
difficult and is even more important, when the audience size becomes larger. For example, if you get nervous
and talk into the air or talk to the wall at the back of the room, the audience will feel that you are not really
talking to them. Also, you shouldn’t talk to the manuscript draft which you are holding in your hands, nor to

the presentation screen. They are not your audience.

What should we do when we are talking in front of a large audience? It will be difficult or even very unnatural
to try to have eye contact with each single individual when there are, for example, more than 20 people in
the audience. Here are some tips for such a situation. Try to find three or four people in the large audience
who keep watching and listening to you with interest. Then, try to talk to such people in turn so that the
entire audience feels like you really are talking to all of them. This creates a small-group atmosphere even

when you are talking to a very large audience. Let us look at the following presentation.

Yu: Hello, everyone. I'm Yu Sakamoto. Today, I would like to talk about my reading activities, using

digitized books.

Now, it is evident that eye contact is the crucial factor to make a good connection with your audience.
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How to Make Yourself Understood

Furthermore, by having proper eye contact with the audience, you may be able to notice if something
unexpected happens during your presentation. For instance, some of the audience may not have taken a seat
yet, some of the audience may not have received the handout materials you distributed, or even your
microphone may not be working. If you are not looking at the audience carefully, you may start making your

presentation without noticing these kinds of accidents.

Since a presentation is a mode of communication, it is very important to try to sense how the addressees,
namely, your audience, are feeling about your presentation. So, don’t be shy. Try to communicate with your

audience.
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Unit 13 Verbal and Non-Verbal Communication

Also, don‘t be afraid of making minor mistakes. It is impossible to have a live performance without making
any mistakes. Suppose you are making a presentation in your mother tongue, say, Japanese. Even then you

may misstate something, make unnecessary repetitions, have a slip of the tongue, and so forth.

Likewise, native speakers of English may make some language mistakes, while ... uhm ..., during a live
presentation in English. So practice a lot in advance, and on stage, do your best and don’t worry too much

about making minor mistakes.

3. Non-Verbal Communication
Finally, let us consider a little about non-verbal communication aspects of your presentation. Your gestures

or body language may convey a lot of information; sometimes much more than you expect.

For example, it may not be a good idea to stand still like this when making a presentation. This may give the
audience an impression that you are very nervous. Try to relax. You may want to move your hands naturally
like this. Natural movements of your hands and your body will make yourelaxed, and also make the audience
feel comfortable. Together with eye contact, natural movements of your hands and body will make your

presentation very natural and attractive.

< Some inappropriate gestures >

There are, however, some gestures that are not appropriate in your
presentations. For example, making a circle using your thumb and
forefinger may mean “money” in Japan, but not in western countries.
In some countries, such a gesture might suggest something very

inappropriate. So you have to be very careful.

Likewise, in Japan, pointing your forefinger to your nose may mean “myself’. In English speaking countries,
however, such a gesture simply means “nose”. Putting your hand on your chest would be more appropriate
in such a case.

It’s my It’s me.

nose.
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How to Make Yourself Understood

Similarly, pointing your finger to someone in the audience looks extremely rude in any circumstances. So if
you want to address a specific person in the audience, it would be a good idea to stretch your arm toward the
person with your palm up. So proper gestures will help make your presentation lively and attractive, while

inappropriate gestures might give the audience a very bad impression of you.

How

about you?
-
cript
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Unit 13 Verbal and Non-Verbal Communication

Summary
Well, let us wrap up today’s points.

Presentation is a mode of communication. You really have to try to communicate with your audience.
Therefore, don’t just read your draft, but talk to the audience. Proper use of your vocal features is very
important. You don’t have to speak very fast or pretend to be fluent, especially when making a presentation
in a foreign language. Just try to articulate very clearly. Further, try to use proper prosody, intonation, and

pauses. This will make your presentation very audience-friendly.

Eye contact is extremely important to establish a good rapport, or connection, with your audience. You are

not speaking into the air; you are speaking to people.

And finally, your gestures or body language are much more important than you may imagine. Proper gestures

not only relax you, but also make your presentation lively and interesting to follow.

Satoshi (voice): Peter. Are you ready now?

Peter: Oh yeah, ... ok..., give me another second... . Hmm.... Ok. Ok, I'm ready now, Satoshi.

Satoshi (voice): Ok. Take 245. Action!

Peter: Well, how was the lesson today? You are still nervous? I know. Everyone gets nervous in making a
presentation. The only way to reduce your tension is to take enough time to prepare and practice many, many,

many times. Ok, that’s all for today. Good luck, keep practicing, and see you next time!

Satoshi: Cut!
Peter: Phew...

Satoshi: Congratulations! You finally did it just before midnight. Well done. We can go home now.

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

Further Tips (1)
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Further Tips (2)
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