Updated Summer 2010

Handout 4a 

PRESENTATIONAL SKILLS

EVALUATION SHEET

Name__________________________________________________________ Date:  ___/___/___

Course ______________________________________________  Professor__________________

Type of Presentation _____________________________________________________________

Topic __________________________________________________________________________

Observed By ____________________________________________________________________

Evaluator’s notations key:    + = A strength

                                                 * = A weakness or suggestion to improve
Rating Scale:    (+ = demonstrates mastery
   (  = demonstrates proficiency
   (-  = does not demonstrate proficiency


BLOCK I:
ORGANIZATION
Introduction

1.1 gained attention ____

1.2 communicated the purpose clearly ____

1.3 related information to the needs and concerns of the listeners ____

Body



1.4 organized main ideas in a standard organizational pattern ____

1.5 clearly differentiated between main ideas and supporting information ____

1.6 used transitions between main ideas ____

Conclusion

1.7 created a deliberate conclusion ____

1.8 concluded with impact ____

BLOCK II:
DEVELOPMENT OF IDEAS

2.1 used types of development appropriately ____

2.2 used variety in developing ideas ____

2.3 used the following types of development:

statistics    
  ____
quotation
   ____

analogy
  ____
descriptive detail ____

example
  ____
humor 

   ____

demonstration
  ____
definition
   ____

2.4 supported main points thoroughly ____

BLOCK III:
USE OF VISUALS
Prepared Visuals Effectively

3.1 appropriate to the presentation ____

3.2 clear, easy to read ____

3.3 appropriate size ____

3.4 uncluttered ____

3.5 quality ____

Handled Visuals Effectively

3.6 displayed visuals at the appropriate time ____

3.7 ensured visibility of visuals to all listeners ____

3.8 focused (eye contact) on listeners ____

BLOCK IV:
NONVERBAL BEHAVIORS
Bodily Actions


4.1     maintained eye contact with listeners ____

4.2     used notecards effectively ____

4.3     moved deliberately when appropriate ____

4.4     used effective gestures ____

4.5     minimized distracting mannerisms and fidgeting ____

4.6 appeared poised and comfortable ____

4.7 dressed appropriately ____

Voice

4.8 used vocal variety: volume, rate, pitch ____

4.9 used a conversational tone ____

4.10 presented ideas fluently ____

4.11 minimized distracting filler words (e.g.: “um,” “ok,” “uh”) ____

BLOCK V:
VERBAL EXPRESSION
5.1 used appropriate vocabulary ____

5.2 used correct grammar ____

BLOCK VI:
PERSUASION
6.1 presented proposition clearly ____

6.2 established credibility ____

6.3 organized arguments logically ____

6.4 used valid logic and reasoning ____

6.5 used appropriate emotional appeals ____

BLOCK VII:
QUESTION & ANSWER SESSION
7.1 appeared to listen to the question ____

7.2 sought clarification of vague questions ____

7.3 prevented individuals from monopolizing the Q & A time ____

7.4 provided credible answers ____

7.5 maintained focus on the thesis ____

7.6 dealt nondefensively with questioners ____

BLOCK VIII:
GENERAL EFFECTIVENESS

8.1 selected appropriate material for the presentation ____

8.2 responded appropriately to listeners’ nonverbal behavior ____

8.3 created rapport with listeners ____

8.4 spoke extemporaneously  ____


SPEAKER’S OVERALL PERFORMANCE RATING: 

Some aspects are weighted, so the overall rating 

is not an average of the ratings for the individual elements.

Comments: 
To be certified, presenters must demonstrate mastery or 


proficiency in both content and delivery. 











(+ or ( = certified; (- = must be evaluated in another course presentation








