
Steps for preparing your Presentation 
 

1. Select the general purpose of the presentation, in this case, to inform. 
2. Identify the specific objective of the presentation.  This will form the 

“Thesis” statement for your introduction. 
3. Analyze and adapt to the audience.  This will be part of the information 

you gather when you establish the circumstances surrounding your 
presentation. 

4. Research the topic.  This will be done in the workplace. 
5. Select an appropriate format and organize your main ideas and details 

accordingly. 
6. Reinforce the main ideas with supporting details and data.  For 

example, stories, statistics, facts and quotes. 
7. Write the conclusion, introduction and presentation notes. 

 
Prior to developing your presentation, you may want to consider the 
following 
 
Who will you be speaking to?  
(Fellow and perspective Co-op students, faculty and placement supervisors) 
Are they visitors, colleagues or friends?  How well do you know the audience?  
Will you be comfortable with the group? 
 
How much will they know about your subject?   
(Presume little to no knowledge since there will be students from all majors.) 
You do not want to bore your audience by repeating unnecessary details.  Try to 
determine how much they know about your topic.   
 
How long will you speak?   
(8-15 minutes) 
Will you be able to provide much detailed information or just touch on the 
highlights? 
 
Where will the presentation take place?   
(Career Resource Centre Boardroom, holds about 20 people) 
Will you be speaking in a conference, class room, or in a work area?  What 
equipment will be available for your presentation?  (You will have access to a 
laptop, data projector, and overhead projector) 
 



Possible Topics (in random order) 
 The main purpose of your department. 
 The training provided by the company when you started your Co-op Work 
Term. 

 A brief history of the company. 
 How you enjoyed your job. 
 The company’s products, services, and activities. 
 The benefits of Co-op Education. 
 The major projects you worked on. 
 The corporate culture. 
 Comparison to other work terms, if applicable. 
 The skills from your program which you used on the job. 
 The things you have learned on the job that you will take back to your 
academic institution. 

 The types of equipment or machines you operated. 
 
 
At the end of your presentation, you will be required to submit the following to 
your Co-op Coordinator: 
 
Presentation Outline 
Title 

1. Objective 
2. Introduction 
3. Structure 

a. Key Points (in order of presentation) 
b. Reinforcement (supporting data evidence, details etc.) 

4. Conclusion 
5. Questions 

 
OR 
 
Speaker’s Notes (which should include the above categories) 
 
 
The criteria for evaluation will be: 
Content 
 Audience Analysis 
 Was the topic appropriate for this audience? 
 Did the topic stimulate feedback? 
Organization 
 Did the introduction create interest? 
 Did the body reflect careful structure and direction? 
 Was the conclusion memorable and did it summarize the content? 
 Were the supporting details: 
  Current and reliable 



  Related to the topic 
  Research oriented 
Language 
 Was the level of diction appropriate? 
 Was the syntax good? 
 Was the grammar correct? 

Was vitality evident in the choice of language, active verbs, precise 
adjectives etc.? 

 
In addition to being evaluated on the content of your presentation you will also be 
assessed on your delivery style.  The evaluation of the content of your 
presentation will be based on how well you developed your presentation.   


