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An Inter-Regional Knowledge Sharing Serieson
Avian and Human Influenza

Guiddinesfor Presenters

Dear Presenters:

You are going to make a presentation and interact with participants in distance who are located in
several countries but linked by one of the modern ICT technologies -- twoway interactive
videoconferencing (VC). Your purpose is to provide specialist knowledge or opinion in a variety of
communication situations either as a presenter of a paper/ dides show, a panelist, or a discussion
group member.

Here are some tips to help you understand the V C technology, guide your preparation, and enhance
your presentation and interaction.

Tipsof Using the VC Facility and Technology

1. Arrive the VC studio or conference room about half hour earlier than the starting time, so you
can get familiar with the facility and technology, tak to the event manager and technician, and
install your PowerPoint file.

2. Use the microphone properly by not getting too close or too far from it; turn on the microphone
before speaking, and turn it off after finishing;

3. Look directly into the camerain front of you, so that you can give the semblance of eye contact
to audience;

4. Wait a few seconds for a remote site responding to you after you ask it to speak as thereis a
delay of sound transmission;

5. Avoid excessive movement when speaking as that will make your picture jerky;

6. Be careful to whisper to the next person as the microphone of your site might be on — then your
quiet words will travel across the globe.

Tipsfor Mak ing Effective Presentation at VC

Preparation
1. Before the VC, communicate with the event manager to know about your audience and their

needs.
2. If you have no previous experience with VC, ask for afacility tour or arehearsal session.
3. Itisimportant to send supporting materials (reading materials and PowerPoint dides) to
distance learning centers (via email) at least 2-3 days before the session, so that they can
prepare hand-outs for participants.

4. Good preparation is essential. Do your homework even it is not your first time to present the
topic.

5. To beredistic and avoid trying to cover too many contentsin alimited time.

6. Prepare a contingency teaching plan in case of technical difficulty.
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Presentation

7. Begin your presentation with an overview, and finish with a brief summary of mgor points;

8. Divide your whole presentation into several segments, and verify clarity of the presentation by
asking questions and feedback from participants;

9. ltiscritical to be clear and concise of your presentation.

10. Speak a bit dower than normal, especially when talking to an audience where English is their
second language.

11. Coordinate with the classroom interpreter if more than one language is being used.

12. Pronounce clearly and spesk dightly louder than normal so the voice can be projected well to
the target sites,

13. If time alows, you can enrich your presentation by inviting loca experts to make comments or
share their loca experiences.

14. Be respectful of time allocation and follow facilitator/moderator’ s guidelines and directions.

Tipsfor Being I nteractive with Audience in Distance
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Be sure to leave enough time for questions and comments from participants,

Work with locd facilitators and get support from them;

Prepare key questions for group and/or class discussion to promote high-level thinking;

If possible, organize group responses/presentations for interaction and knowledge sharing;
Summarize or rephrase comments from one person/site for the whole audience, and add your
comments;

Be aware of gender and encourage femal e participation;

Be culturally and politically sensitive, and give each site/country equal opportunity (in terms of
time and order) for participation;

Make notes during the Q& A session for further reference;

Provide your email address to participants for Q& A before, during and after VC session;

Tipsof Preparing Your Slides
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Use “landscape’ page layout;

Avoid use serifs font, such as “times new roman”. “Arial’ is recommended;

Font size should be large enough (above 28 is recommended), and bold when possible;
Leave 1.5 inch margins for adide;

Light blue or gray backgrounds works best;

Avoid bright red color;

Contrast of color of background and text should be strong;

Use animation conservatively;

Use pictures when possible



