Preface

If you

have ideas and information to communicate;
want to do so effectively;

find the process stressful;

have little time in which to prepare

then this booklet is for you.

The booklet is designed as a bag of tools to help you to tune up
your presentation of complex information and ideas. To help in
the run-up to a speaking assignment it offers

¢ headline points for rapid reference;
¢ brief commentary;
e review points and a check list for practice.
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A major part of this booklet (Chapter 3) is devoted to an analysis
of strategies which (in my observation of technical presentations
over some 25 years) can make speaking technically lively and
memorable.

As a teacher, and provider of courses for university teachers and
for scientists and engineers from industry and the civil service, I
could see the need for a short, sharp, even provocatively directive
booklet dealing, as this one does, with matters of immediate
concern to professional people in a manner which, while not doing
violence to the research literature, is not clogged up with
references to it.

The booklet deals briefly, even dogmatically, with matters on
which I draw upon my own observation of people speaking
technically in after-dinner speeches; conference presentations;
coping with visitors; inaugural lectures; industrial presentations;
industrial tourism; lectures to students; presentations to funding
baodies; project reports; public inquiries; school talks; section and
departmental meetings; telephone calls and consultations.

The list of points in Appendix A is designed as a “flight check” to
be used from the moment you receive an invitation to give a
technical presentation. The notes in Appendix B, and the check
list in Appendix C, are designed for use in Speaking Technically
workshops which are indispensable if the thoughts about
speaking technically offered here are to be translated into personal
skills. I will be delighted to supply further information about
workshops on request:

Sinclair Goodlad,

226 Petersham Road, Petersham,
Richmond, Surrey TW10 7AL.
Telephone 0181 940 2800
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Finally, it is a great pleasure to thank some of the people without
whose help this booklet would not exist: my wife, Inge, and my
daughter, Emily, for their infinite patience; Joyce Brown, Michael
Davis, Lewis Elton, Jane Gregory, Philip Healy and Barry Hill for
commenting on the text; and Edward James for teaching me
desk-top publishing. None of these bears any responsibility for
the imperfections that remain.





