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Lecture
· Background to course
· Why are we here?
· How will objectives be accomplished?
· How will you be evaluated?
· Creating effective Memos
· Planning and delivering an oral presentation
· Creating effective Memos
· Develop effectiveness in written communication (2-page memo)
· Write the memo first (Pick up the important point that you think it is important to present to the audient) --- the book impact (introduce how to write a memo)
· Develop effectiveness in written communication 
· Basic writing principles for business
· Key success factors and tools
· Communication objective
· To inform and /or to persuade
· Setting up your memo
· Key success factors 
· Read –clear concise
· Understood – clear and simple message is helpful, not complicated 
· Remembered – your memo can be the one to be remembered
· The tools
· Structure- appropriate organization of ideas
· Writing- clear communication of information
· Presentation- appealing to the reader 
· Communication objective- informative writing
· You make no demands on the reader’s time or wallet – you just tell you the way it is, informing you
· You may want the reader to “save” information and act on it later --- they may act the information later
· Could include:
· Information on procedures, policies, etc.
· Announcement of change (that are positive or neutral)
· Informative writing ideas 
· Share any good news immediately and summarize main points of the information 
· Give details and background to achieve your purpose 
· Present possible negative elements as positively as possible
· Explain reader benefits and implementation ideas
· Goodwill ending- positive, forward-looking 
· Communication objective- persuasive writing
· Persuasion is a key interpersonal leadership skill
· Present facts that appeal to the deepest values of the audience (reader)
· You want the reader to take action- link “act” to “benefit”
· Could include:
· Sales and promotions
· Fundraising
· Effort to change people’s behavior
· Persuasive writing ideas
· Make reference to the service or product sought- get the reader’s attention
· Provide details regarding the proposed solution or request being made
· Review pros and cons (but emphasize positive elements)
· State action sought on the part of the reader
· Setting up your memo (block format will be provided)
· Memos are sent within an organization
· Letters are sent outside the company 
· Memos differ from letters in format:
· Omit salutation and close
· Never indent paragraphs 
· Subject lines re required 
· Headings are comprehensive (note that these are optional)
· First paragraph never has a heading 
· Most common format for memos is block formatting
· Memo format 
· Date, to, from the subject blocks lined up at left margin
· First letter of to /from/subject content lined up 
· To /from block initialed in ink 
· No paragraph indentation (use fully justified)
· Memo content 
· Indicate purpose, topic, and authorization (introduction)
· Summarize arguments or recommendations (supporting)
· Support each with evidence 
· Outline how to solve the problem (if necessary) and provide implementation ideas
· Conclude with key ideas and provide insights to reader
· Provide appropriate closing statement 
· Thank reader….
· Memo communication
· Wording: conciseness, lack of awkward wording 
· Flow: does not sound choppy, use of transition words, clear when moving from one idea to the next
· Structure: logically built argument
· Appropriateness: keep audience in mind, use professional language.
· Spelling and grammar
· This is very important!
· Be sure to read and re-read over your memos
· Consistent with UK, OR US wording. Don’t contain both!!
· Practice memo (finding errors, any types of mistakes)
· Wording 
· There is some wording issue
· Flow
· 
· Structure 
· 
· Appropriateness 
· No indentation of paragraph
· Formation of date, to, from subject is not lined up 
· Second page, there is no reader, page number, date 
· Too many space between the subject and the intro paragraph
· Subject is not good, the subject should be fit in one line, but social media does not tell us too much. 
· Better subject: use LinkedIn to build personal brain
· Not all paragraph is fully justified 
· The second paragraph of the create a LinkedIn profile is bad; wording, almost the whole single paragraph is referenced, no any insight, no own observation, rely on the same article 
· There is some date but no reference 
· Reference list should be another list 
· Reference list should be in order (字母顺序)
· Reference the same reference twice (Griffs, H)
· Should not have the hyperlink 
· “you” “I”should not be used too often in your memo except you cannot avoid.
· Academic integrity and referencing 
· Be responsible for the quality of your work
· You must want to submit work that is your own
· Act with honesty and moral integrity- essential or interpersonal relations
· Awesome resource and a must read!
· Academic integrity- student’s guide
· Note that we will reference using American Psychological Association (APA) style.
· Oral presentations 
· Planning an effective presentation
· Delivering an effective oral presentation 
· Feedback Obama 
· Obama, confident 
· Pace 
· Use a personal story 
· Different tones of voice, passion 
· Audients are engaged 
· Audients are memories his words
· Louder, faster when time is tight 
· Visualize what he is saying 
· Similar style 
· He was not moving –for this course we need to move 
· Feedback tedtalk 
· No words on the slides 
· She is really appealing to emotion, use the words that we can imagine the image from her words
· Her tone is a bit flatter, for her purpose 
· Pause 
· Communication in action 
· Who is your audient?
· Answer all the w questions
· Why, what is you intend purpose 
· Where my presenting 
· What is available to me 
· How long do you have? How can I allocate my time?
· Self- answer question –what audients might ask?
· What do you have to tell them 
· Why are you telling them? 
· How will you do it 
· When is it needed 
· Sample topic 
· Understanding the importance of social is increasing in today’s society. Your task is to help students of UO learn how to use social media appropriate 
· The presentation process 
· Identify the purpose and goal 
· Purpose 
· Inform- what does audience need to know?
· Persuade- sell something provide motivation 
· Build goodwill- develop positive rapport/ mutual understanding 
· Goal 
· What you want the audience to know or do as they leave the presentation 
· A clear goal helps develop presentation points
· Analyze the audience (what is the knowledge level)
· Age 
· Background 
· Cultural 
· Values 
· Demographic factors 
· Corporate factors (values, culture, expectation, hierarchy)
· Knowledge 
· Attitude 
· Develop outline to accomplish goal (what is your intro, body, conclude)
· Organization: general presentation pattern 
· Introduction (30-45 seconds)
· Audiences connection- how? Personal relevant story, thought provoking question, stats, relevant quote of saying. 
· Background/ objective –state your object 
· Presentation agenda – slide shows your agenda 
· Introduction example: good morning ladies and gentlemen my name is Matt and today I want to tell you about the importance of social media. I am going to be talking about the definition of social media, various aspects of social media as it relates to your personal brand, and implementation strategies. Let’s begin. No connection to audience. Definition is not relevant because everyone knows what the social media is 
· Body (3:15-4:00 minutes)
· Discussion of agenda points- how do you support your arguments?
· Find linkage to the topics, support by using the relevant data from other company. 
· Might use a table or graph, visualize 
· Example to relate to the audience 
· Does the body flow according to a logical action
· Example: I read this really cool study that there are more and more young people using LinkedIn to find jobs and connect with professionals and stuff like that. Because of this, I recommend we create a LinkedIn profile. More and more is not specific, “cool” is not appropriate word. You cannot say “stuff like that” or “things like that”.  needs to be more specific. 
· Conclusion and wrap-up (30-45 seconds) 
· End strong, summarize key points, tie-back, close 
· Example: so I hope today you learned lots of information on social media and how it relates to your personal brand. It’s really interesting topic and I hope you can develop your skills in the area. The wording problem. Interesting might be a wrong word for LinkedIn. What might next step here. Restate the key point and summarize it. If I want to persuade you, I don’t “hope”.  Don’t use the same words twice in the same paragraph.
· Questions and answers
· Keep in positive 
· Don’t analyze questions, keep concise.
· Listen, understand（if you don’t understand, you can ask for clarification. Or you can say, I don’t know whether I can understand rights, and state your opinion.）, be concise, be sure to answer the right question. 
· Prepare visual aids 
· There are any options
· PowerPoints (at least a picture that is relevant to your presentation) or Prezi 
· This will be reviewed during your DGD
· Practice delivery skills, practice your presentation 
· Practice like you will present 
· Visualize the situation in your mind
· Create a routine 
· DGDs are the perfect opportunity 
· Significant reduction in speaker anxiety 
· Deliver and assess presentation effectiveness
· How do we know if the presentation went well?
· What are my strengths?
· What do I need to work on?
· Delivering an Effective presentation 
· Engaging and positive to the audient 
· Voice 
· Speed 
· Be loud enough 
· Movement 
· Emn, like, a, these words should be avoided 
· Over use like important, interesting 
· No disruption 
· Informative 
· Creative 
· Relevant 
· Keep your purpose in mind 
· Enthusiasm 
· Eye contact 
· Stress or speaker anxiety 
· The human body responds to stressors by activating the nervous system and specific hormones:
· Heart rate, breathing rate, and blood pressure 
· Good stressors versus “bad” stressors
· Normal response to a perceived danger 
· Speaking in public is not life threatening and the stress you experience is not the result of any true danger
· Coping with speaker anxiety 
· Confront underlying beliefs 
1. Your audience will be able to perceive your stress and see you as incompetent  FALSE
2. Your presentation must be perfect FALSE
· It needs to be effective 
3. You cannot be effective because you are not a professor FALSE
· Be well prepared 
· Accept some stress is natural 
· Can add life to your presentation
· Try doing breathing exercises before speaking 
· Practice positive self-talk
· “ I’m well prepared” vs. “I’ll forget what to say”
· Have a strong introduction 
· Visualize it 
· Delivering an effective presentation 
· 5 key elements 
1. presentation content 
2. communication skills
-verbal and non-verbal 
3. visual aids
4. timing 
5. creativity 
· rubric to assess presentation 
· Introduction conveys objective
· Body flow in a logical fashion with researched ideas
· Conclusion summarize key points and has call to action (if necessary)- end strong
· Transitions used to link themes
· Message clear-no unaddressed questions
· Communication skills
· Verbal communication 
· Rate of the speech; easy to follow, add emphasis, and make use of pauses
· Voice projection: loud enough or too loud
· Enunciate and speak clearly
· Avoid dysfluencies 
· Non-verbal communication
-exhibit confidence 
-be professional (language, appearance)
-make appropriate use of facial expressions
-use hand gestures to emphasize key points
-use controlled movement to effectively engage the audience
-maintain eye contact
· Visual aids
· Content appropriate in terms of quantity and quality of text, end date
· Layout easy to follow- font and colors effective
· Visual aids/pictures used effectively during the presentation
· Color in PowerPoint has to be consistent (black and white has to be consistent to the end, you cannot use black and white then use color)
· Picture has to the relevant 
· Logo has to be consistent 
· Don’t use the same picture in different slides 
· The first word of key words has to be capitalized 
· If you use capitalize for the title, you have to do it for all slides to be consistent 
· The words have to be clear 
· The color shouldn’t cover the logo
· Find a real image that is relevant not a sticker image 
· Words cannot go to outside of box
· Consistency 
· Timing 
· Manage it effectively- general guidelines
· Creativity 
· Engage their audience
· Exhibit the right level of enthusiasm
· Show initiative in tracking the subject
· A presentation will receive a mark of zero if:
· An inappropriate comment or action is made by presenter
· The presenter’s mobile phone rings during the presentation
· The presenter completes the wrong scenario
· The presenter does not have back-up slides to present or his/her slides are not printed for submission
· Professional attire is not worn
· PPT
· Do not take too much words
· Use parallel structure on ppt
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