ORAL REPORT PRESENTATION REQUIREMENTS
Informative Speech # One
· The time limit for this speech presentation is 4-6 min. You should note that the penalty for over/under time is 5 points for every 30 seconds.

· Based on your Interview Findings, you will build your presentation around such main points as: The Job, Interview Questions, and Kinds of Presentations Given for the Job. 

· You should also include in your supporting information such things as who was interviewed, why this job, the purpose of these presentations, the audience, time frame of presentation, etc.

· You must have an Introduction, Body, and Conclusion.

· You must speak behind the podium for this speech.
· No more than two pages for your Key-word/Topical outline. You do not have to hand in your outline to me for this presentation, but it should be typed for your benefit and professionalism
· Your Introduction should have an Attention Getter and Purpose (previewing your main points). The Body should house no more than 3 main points with detailed supporting information. Your Conclusion should have a summary with a memorable closing.
· You will be graded on the Criteria listed on the Instructor’s Evaluation Form.
INTERVIEW ASSIGNMENT REQUIREMENTS
· Decide on Your Dream Job.

· Interview someone who has your dream job—either in person or over the phone.

· Create a discussion agenda of questions you will ask this individual about the types of presentations they have to give (purpose, audience, language, they are exposed to, topics about which they usually speak, locations, and time limits, etc.).

· Make sure you get his/her correct name, title, address and spell them correctly.

· Call the interviewee within the next two days and set up the interview time.

· Prepare your questions as soon as possible because you will turn them in on the day of your presentation.

· You may not interview a family member, roommate or University Faculty or staff member.

· Tell the interviewee that it won’t take more than 20 minutes….but continue the interview if they let you! 

· If you do a face-to-face interview, remember to wear proper attire, shake hands firmly, keep eye contact, listen actively, act professional at all times, use vocal variety, stay poised with good posture, smile, etc.

· If you want to use a tape recorder, be sure to ask his or her permission.

· Remember the purpose of this Interview is to find out as much as you can about the presentations you may have to give and not about job duties.

· Type a business thank you letter (see sample below) and envelope to send immediately after your interview. Turn a copy of the letter into me the day of your presentation.

Sample Thank You Letter for Interview

Your Name

Your Address

Your City, State, Zip Code

Your Phone Number

Your E-mail Address

Date

Mr. Thomas Brooks

Director of Investment Division

Raleigh Investments, Inc.

25 Business Park Blvd.

Raleigh, NC  94102

Dear Mr. Brooks:

Thank you for taking the time to discuss the investment broker position at Raleigh Investments, Inc. when I visited (phoned) you last Tuesday.  I learned a great deal about the kinds of presentations that the job would require to prospective clients, and I feel that this is a career in which I’d be very interested upon my graduation.  

Again, I appreciate the time you took to talk with me.  

Sincerely,

[Your signature]

Your typed name
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