Preparing for the Presentation

Once the portfolio is ready for the first oral presentation, then one is ready to share it with others.  The following are some items to consider before presenting:

1. Who will be evaluating the presentation?  Use examples that will validate your unique skills and also satisfy a specific audience.

2. What criteria will be used to evaluate?  If possible, obtain a copy of the rubric or evaluation scale to be used.  Be meticulous about including all required items, meeting or exceeding the acceptable level.

3. What is the time frame of the presentation?  Never exceed the allotted time.  Practice.  Rehearse.  Know your material, and prove to your audience your knowledge and expertise.

4. Will the format be strictly a presentation, or will there be a forum for questions?  Try to anticipate what questions will be asked, what your responses will be, and how the portfolio artifacts demonstrate your skills.

5. Has an outline been prepared?  Having the basic points on a card demonstrates your ability to plan.  And even if you do not use it, such a guide provides a safety net for nervousness, forgetfulness, or sidetracking.

6. Does your apparel and grooming reflect the seriousness of this professional presentation?  Wear something comfortable and attractive.  Poise and a self-confident attitude enhance your presentation.

7. Is the presentation free of slang and grammatical errors?  Be cognizant of the fact that you will be judged by what you say and how you say it.  A poor oral presentation will sabotage an exceptional portfolio.  If you currently use colloquialisms and slang, begin now to correct these to a standard form of English.  Formal occasions require formal speech.

8. Have you rehearsed the physical logistics of finding materials in the portfolio quickly and “upside down?”  Those evaluating the portfolio will want to actually see what is included, so the presenter, out of deference to the viewer, will be showing the material by looking at it upside down.  There is an art to sharing the information included in a notebook format, but it takes some practice (see the portfolio oral presentation evaluation in Chapter 6).

