Visual Aids: A tip for English for Business students by Andrew D. Miles.

N E BRI EEEEERERE. Visual aids can be a
powerful tool to enhance
e ° the impact of your
VIsuaI ald speech. Visual information
reinforces your message

and ads strength to
your spoken words.

Also, some people absorb
visual evidence better
than oral data so showing
rather than explaining

will improve their
understanding.

The old adage is true:
pictures are often worth
one thousand words!

Better Communication: Visual Aids

Bring samples, pictures, graphs, charts or videos to meetings and
presentations. They will help to get your message across. If listeners
cannot follow your words, at least they will remember your examples.

Visual aids can help in both planned and unplanned circumstances.

Unplanned circumstances? Yes. Even though you cannot guess exactly
when communication problems will appear, visual aids will help with
“Sorry, can you explain...2” questions. The right graph will make your
ideas easier to understand so always carry more information than you're
planning to use. When someone asks a question it's fantastic to be able
to say: “I'm pleased that you've asked. Here | have a chart with last
year’s sales figures”.

Of course, graphs and charts should be clear: make fonts large and
avoid pastel colours so words are easily read; eliminate unnecessary
pictures; avoid more than three columns; discard complicated
diagrams; if it's a small meeting forget PowerPoint and provide printed
sheets. Of course, you do not have to show everything you carry but it
should stand ready in case you need it.



Make sure visual aids are well produced: the sound in videos must be
excellent; product samples should be finished; charts printed on new
rather than scrap paper; backgrounds should be plain; fonts consistent.

When you are able to plan a speech beforehand, restrict visual aids to
key moments in your presentation because an overuse of graphs will
make explanations tedious and hard to follow.

For instance, during the introduction you could use slides to display the
title of your presentation, show an image which explains your subject or
list your main points. Later, diagrams might highlight new ideas, support
technical information or offer evidence
to enhance your argument. As you
conclude, an infographic could Visual aids: graphs,
summarise your main points or present

' diagrams, pictures etc.
your final argument.

Tricky: complicated.

There are many types of visual aids. Enhance: improve.
PowerPoint presentations work well with
large groups; paper handouts are fine if
people have to write something and
samples are excellent if you are going to Handout: something you
show a new product. However,
PowerPoints should be brief to be
effective; paper handouts could be
tricky if you distribute them before your
speech because people will read them rather than listen to you. Samples
that can be touched or smelled will take up time and slow you down.
Also, audiences can get immersed in examining things, which means
their attention will drift towards the object and away from you.

Scrap paper: used paper.

Drift: move slowly.

give out.

Finally, aids ought to be relevant-we do not really want to see your
holiday pictures or watch a video because it's funny. Only display what
can clarify or reinforce your message.

Andrew’s advice: Showing often works better than explaining so try to
include visual aids in all your speeches.
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