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PGIHS-RC-2019  
  

GUIDELINES FOR PRESENTERS  
  

RATIONALE   
  
The Postgraduate Research Congress of the Postgraduate Institute of Humanities and 
Social Sciences (PGIHS), University of Peradeniya, Sri Lanka, provides you, the 
presenters, a friendly, supportive and professional platform to share the findings of your 
postgraduate research with the academic community at large. You must, therefore, use 
this opportunity to disseminate knowledge, engage with constructive criticism and grow 
as a researcher. Most of you may be presenting your work to the public for the very first 
time. The Guidelines provided here, although not exhaustive, are intended to help and 
facilitate you to make a presentation worthy of the academic excellence that you seek 
as a postgraduate student, an independent researcher and as a professional in your field. 
They will also ensure the smooth functioning of the technical sessions of the Research 
Congress.   
  

POINTS TO PONDER  
  

Before the Research Congress  

• Consider the message. Decide on the really important things that you want to 

say – what is your “take home message”?  

• Prepare Material. Choose visual aids such as MS PowerPoint to present your 

information and make the best use of them.  

• Practice the presentation. A few days prior to the Conference, find a friendly 
audience, however small, and talk through your presentation using the visual 
aids (see below on Why Use PowerPoint Presentations, How to Prepare Your 
PowerPoint Slides, and Making Your Oral Presentation at the Research 
Congress) and keeping to the allocated time (see below on Duration of Your 
Presentation).  

  

Why Use MS PowerPoint Presentations  
  

In a Research Congress, it is important to communicate your ideas to the audience 
clearly and succinctly in a short period of time.  Visual aids help you to achieve this 
purpose and will keep you on track in presenting your information to the point. So, it is 
highly recommended that you prepare some MS PowerPoint slides to support your 
presentation.   
  

Prepare your slides as a PowerPoint file and bring them with you to the conference on 
a data stick or other portable memory device. You will need to upload your presentation 
onto the computer made available at the congress session venue at least 30 minutes 
before the start of the session.  

Remember that you will not generally be able to plug your own laptop into the 
conference projection system. If you require special technology for your presentation 
please email us at <pgihsrc2019@gmail.com> as soon as you can and we will do our 
best to help you.  
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Duration of Your Presentation  
  

The time allocated for a presentation is 20 minutes including the last 05 minutes allowed 
for discussion.   

Medium of Your Presentation  

All presentations must be made in English.   

How to Prepare Your PowerPoint Slides  

The key to a great presentation is PREPARATION! Think in terms of the following 

slides:  

o A title slide – Name, Title and what the paper is about o One slide with the 

hypothesis you want to investigate  

o 3 or 4 slides covering your current research plan including literature review, 
methodology, discussion and findings  

  

IMPORTANT:   

o You should not require any more than an absolute maximum of 08 slides – this 
would mean talking to each slide for only two minutes.  

o It is generally distracting to the audience to have too many slides in a short 
presentation.  

o Structure your presentation. For example: What is the question you’re 

interested in? How have you investigated this question? What have you found? 

What conclusions can you draw?   

o Do not put too much text on a slide – you want the audience to listen to you and 
not to be reading your slides!  

o Try to get few simple ideas across and avoid too much detail.  

o Make sure each slide has only one message, and the text is written in large 

enough font to be easily visible. Use common fonts such as Times, Arial etc., 

to avoid compatibility issues.   

o Make them interesting; don’t just read out a list of bullet points from each  

slide.   

o Don’t read from a text. But if you must, make sure the text is written in spoken 

English (which is different, and less formal, than written English).  

o Repeat your main messages more than once.   

o Your audience will sit through many presentations during the congress – make 

sure they remember what yours was about! 

o Judicious use of photos/graphics can be very helpful but using too many 

different colours, fonts and graphics will distract your audience.  

o  Keep graphs and tables simple, and make sure they are legible and  

appropriately labeled.   

o Time your presentation so that it does not overrun.   

o Question time at the end is an opportunity for you to benefit from the 

audiences’ wisdom, as well as the audience to benefit from yours. To 

maximize the opportunities for discussion, keep answers short.   
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Making Your Oral Presentation at the Research Congress  
  

Your audience must understand your words, or you cannot expect them to understand 

your message.  

  
  

Ask yourself these four questions about the words that you use:  

o Are you being specific?  
o  Are you saying what you mean to say?  
o  Are you saying all you mean to say?  

o Will the audience understand your words?  

  

When you are ready to make your presentation,  

o Before the presentation. Concentrate on the first 15 to 30 seconds of a 

presentation and ground yourself before you speak.   

o Relax - Find a way of winding down a bit before your presentation.  

o  Establish eye contact and rapport with the audience.  

o  During the presentation. Make eye contact with the audience. Keep an eye on 

the time. Pause briefly to collect your thoughts if necessary. Leave time for 

questions, and concentrate on getting your major points across.  

o Believe in what you are saying.  

o  Never read or memorize your presentation.  

o Strive to be as spontaneous as you would in everyday conversation.  

o  Be natural with your non-verbal actions.  

o Use visual aids to assist you.  

  

Microphone Tips:   

o Practice with the microphone before the session begins.  

o  Watch how the presider and other speakers use the mike, and learn from their 

experience.  

o Adjust the microphone position once, then it’s "hands off".  

o  Keep the mike below chin level so everyone has an unobstructed view of your 

face.  

o With a stationary microphone, always keep facing toward the mike as you 

move or turn to look at the screen.  

o  With a hand-held mike, find the best position for it and try to keep it there. 

Gesture with the other hand.  

o Continue to use the microphone during questions and answers. Repeat the 

question before answering.   

  

As you consider these points about preparation, organization, visual aids and oral 
presentation, the road to better speaking may appear less daunting. It is a skill that all 
researchers must master. So, do your best at the PGIHS-RC-2019 so that it would help 
you grow as a researcher and a professional who strives for academic excellence.   


