
Preface
This IAFOR Undergraduate Research Symposium 
Handbook is a comprehensive guide designed to 
support you throughout your journey with us, and in 
�W�K�H���I�X�W�X�U�H�����:�K�H�W�K�H�U���W�K�L�V���L�V���\�R�X�U���‰�U�V�W���W�L�P�H���S�U�H�V�H�Q�W�L�Q�J��
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this handbook offers practical tips that will help you 
navigate the process of participating in an academic 
�F�R�Q�I�H�U�H�Q�F�H���Z�L�W�K���F�R�Q�‰�G�H�Q�F�H���D�Q�G���V�X�F�F�H�V�V���� 

�,�Q���W�K�L�V���K�D�Q�G�E�R�R�N�����\�R�X���Z�L�O�O���‰�Q�G���G�H�W�D�L�O�H�G���J�X�L�G�D�Q�F�H���R�Q��
everything you need to know about joining a 
conference, from selecting the right conference to 
effectively presenting your research. We will walk 
you through the steps of researching and choosing a 
conference that aligns with your academic interests, 
preparing your abstract and poster, and giving an 
impactful presentation.

�7�K�H���E�H�Q�H�‰�W�V���R�I���W�K�L�V���K�D�Q�G�E�R�R�N���H�[�W�H�Q�G���E�H�\�R�Q�G���,�8�5�6��
itself. The guidance outlined here will enhance your 
�F�R�P�P�X�Q�L�F�D�W�L�R�Q���V�N�L�O�O�V�����D�E�L�O�L�W�\���W�R���S�U�H�V�H�Q�W���F�R�P�S�O�H�[ 
information clearly, and professional networking, 
which are highly valued in both academic and 
professional settings. Mastering these skills now will 
contribute to your success in academia as well as in 
�R�W�K�H�U���F�R�Q�W�H�[�W�V�����V�X�F�K���D�V���M�R�E���L�Q�W�H�U�Y�L�H�Z�V�����S�H�U�I�R�U�P�L�Q�J���Z�H�O�O��
in the workplace environment, and more. We hope 
this handbook will be an essential resource for your 
academic growth, both now and as you continue your 
studies and professional journey �„
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Introducing 



Welcome to the IAFOR Undergraduate Re -
search Symposium (IURS)

IAFOR prides itself on its continuous support for 
undergraduate students as they represent the next generation 
of the academe, innovators, and leaders. With its inauguration 
as the Asian Undergraduate Research Symposium (AURS) in 
2015, IAFOR has expanded its symposium beyond the Asian 
Conference on Education to other international education 
conferences within the IAFOR network. We offer guidance 
and support in developing effective communication skills, 
as well as hands-on and practical experiences in attending 
professional conferences. We aimed for the symposium to 
be the platform that encourages undergraduate students to 
pursue their research, explore their passion, and push the 
boundaries of existing knowledge. In addition to academic 
support, IURS fosters a collaborative and diverse learning 
environment with delegates from different backgrounds 
and disciplines. As of 2025, IURS has received over 800 
submissions from some 420 institutions in 55 countries.

800+
submissions

420
institutions

55
countries
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IURS offers a comprehensive experience in joining the 
professional conference by offering a two-day programme. 
The online preparatory sessions brief the participants about 
the overview of the conference and help them prepare and 
perfect their presentations. The onsite day is the �nal brie�ng 
session, allowing participants to familiarise themselves with 
their fellow delegates before presenting their research in 
a professional setting. This international, intercultural, and 
interdisciplinary course offers a wonderful opportunity for 
undergraduate students to join their academically engaged 
peers in presenting their research project to a group of keen 
and like-minded delegates, academics, and professionals. 
Participants can learn from their feedback and advice, 
and in turn, develop their presentation skills, broaden their 
professional network, and forge new friendships.

Day 1 is held online and focuses on the preparation step of 
the �nal poster presentation: how to formulate your thoughts 
and structure your presentations in ways that are engaging 
and easy to understand, as well as communicate research 
effectively with maximum clarity and impact. Participants 
will not be presenting on this day.

Day 2 is held onsite during an IAFOR Conference and 
focuses on the hard skills that allow presenters to operate 
as effective communicators during presentations. These 
techniques are invaluable in academic, business, and 
everyday contexts, and will assist in conveying ideas in ways 
that will leave strong impressions on conference delegates. 
The participants’ presentations will be on this day.
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Why join IURS?

One of the most rewarding aspects of 
participating in the IAFOR Undergraduate 
Research Symposium is the opportunity to 
engage in meaningful academic discussions 
with a diverse group of scholars, peers, and 
mentors. Presenting your research at this 
symposium provides a platform to receive 
constructive feedback that can help shape 
your future academic pursuits. 

Whether it’s re�ning your research methodology or developing new ideas, the 
feedback you receive will be invaluable in advancing your academic career. 
Participating in the symposium helps you sharpen a range of essential skills that 
are critical not only in academia but also in any professional �eld. These include 
research communication, academic writing, presentation skills, and critical thinking. 
The ability to present complex ideas in a concise and engaging manner is highly 
valued in both academic and business settings, making this symposium an excellent 
stepping stone for future career development.

The symposium provides an exceptional opportunity to meet and network with 
a global community of students, academics, and professionals in the �eld of 
education. These connections can lead to collaborations, mentorship opportunities, 
and even future career prospects. The professional relationships you build during 
the symposium will be pivotal in creating a network that supports your academic 
and professional aspirations. As an international event, the IAFOR Undergraduate 
Research Symposium provides a unique opportunity to engage with scholars from 
around the world. This cross-cultural exposure enhances your understanding of 
global research trends and fosters a broader perspective on your own research. 
Sharing ideas with peers from different countries helps you grow intellectually and 
become a more well-rounded researcher, ready to engage in the international 
academic community.
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Language Requirement

The symposium will be conducted entirely in 
English. Participants should have an intermediate to 
advanced level of English pro�ciency to effectively 
engage in the seminar discussions and present their 
work at the conference. This requirement ensures 
that all participants can communicate their ideas 
clearly and actively participate in the collaborative 
learning environment of the symposium.

We are excited to welcome you to the IAFOR 
Undergraduate Research Symposium. This event 
is designed to provide you with a comprehensive 
experience that will challenge you intellectually, 
enhance your research skills, and help you build 
lasting academic and professional connections. 
Whether you are presenting your research for 
the �rst time or as a returnee to strengthen your 
presentation skills for the future, the symposium 
promises to be a valuable experience that will 
contribute to your academic and professional 
growth �„
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Attending an academic conference is one of the most effective ways 
academics can gain exposure to the broader research community, present their 
work and receive feedback, and make connections with other  researchers. 
However, �nding the right conference to attend can be overwhelming, 
especially with the wide variety of events held globally. 

To maximise the experience and ensure its alignment with your academic 
goals, it is important to carefully consider several factors when looking for a 
conference. These factors include the themes and scope of the conference, 
your academic interests, the location and timing of the event, the cost involved, 
and the reputation of the organisers. This section will guide you through these 
considerations to help you choose a conference that suits your needs and 
enhances your research experience. 
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The �rst step in selecting the right conference 
is to ensure that the themes and topics of 
the conference align with your research 
interests. Conferences often focus on 
speci�c academic �elds, sub�elds, or 
interdisciplinary topics. To identify relevant 
conferences, start by reviewing the 
conference’s Call for Papers (CFP). The CFP 
page usually provides detailed information 
about the themes and topics of interest 
for the event. Usually, conferences offer 
a broader scope of interest that will allow 
you to submit your relevant research. For 
example, IAFOR’s Education Conferences 
offer various submission streams within the 
education context, including these themes 
and subthemes:

IAFOR Conference Themes 2025-2029
- Humanity and Human Intelligence
- Technology and Arti�cial Intelligence
- Global Citizenship and Education for Peace
- Leadership

2.1. Understanding the Conference Themes
and Your Research Interests

Innovation & Technology
• Design, Implementation & Assessment of Innovative Technologies in Education
• Nurturing Creativity & Innovation: New, Innovative & Radical Education
• Knowledge Creation, Preservation & Access: Curation, Librarianship,  

Information & Archival Science

Your submission will be considered suitable for the conference if you are submitting 
to this stream and your research topics and contents are:
• The Role of AI in Enhancing Creative Pedagogical Approaches in Education
• Evaluating the Effectiveness of Blockchain for Secure Knowledge Preservation 

in Education Institutions
• Designing an Innovative Digital Archive System for Enhancing Access to 

Educational Resources in Remote Areas

However, your submission may not be deemed suitable for the conference if your 
research topics are:
• The Impact of Renewable Energy on National Economic Growth in Southeast 

Asia
• Cultural In�uences on the Design of Traditional Architecture in Urban China
• Exploring the Role of Quantum Computing in Financial Market Predictions 

Although these topics are related to the Innovation & Technology stream, they are 
not within the scope of education and are highly likely to be rejected.



�p�•���`��The International Academic Forum
        IURS Handbook

2.2. Location and 
Accessibility

The location of a conference is an 
important factor that should not 
be overlooked. While attending 
a conference can be an exciting 
opportunity to travel, the location can 
also affect your overall experience. 
You may consider a conference that 
is held in a city or geographically 
relevant to its themes and your 
research interests. For example, 
IAFOR holds its Media and Culture 
conferences in Kyoto, Japan, and 
Barcelona, Spain, for both cities are 
major cultural hubs in their respective 
regions. IAFOR also partners with 
renowned local universities in all cities 
it hosts education conferences in to 
ensure that local pressing issues in 
education are raised and that it will 
be bene�cial to those attending the 
conference in a given city. 

In addition to the geographical 
relevance of the location to your 
research, accessibility is a major 
factor to consider. Check if there 
are transportation modes available 
from your location to the conference 
location. Most importantly, if 
you are joining an international 
conference, check if there are any 
visa requirements or travel restrictions. 
Check if there are any necessary 
documents to prepare and how viable 
or dif�cult it is to obtain them.

2.3. Cost and Funding 
Opportunities

Costs can be one of the most 
signi�cant barriers to attending 
academic conferences. 
Registration fees, travel expenses, 
accommodation, and meals are 
among the necessary costs of 
attending a conference, especially 
for international conferences. Begin 
by looking at registration fees, which 
are usually listed on the conference 
website. The fee may vary depending 
on the time of registration, the type of 
conference, and its location, among 
others. Some conferences offer 
discounted registration fees, such as 
an Early Bird rate, student discount, 
or member discount. Additionally, the 
cost of travel, accommodation, and 
other personal expenses should be 
determined before committing to 
conference registration. Be mindful 
of the cancellation or refund policy 
before registering for the conference. 

Funding to attend the conference 
may be available in your home 
institution or from conference 
organisers. Please check with your 
institution on the conference 
requirements for funding eligibility. 
IAFOR also offers full or partial 
scholarships, including various 
discounts for registration fees on all of 
its conferences.
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2.4. Reputation and Organisers

The reputation of the conference organisers and the quality of the event are crucial 
factors in determining whether the conference will be valuable for your academic 
or professional development. High-quality conferences are typically organised by 
well-established academic associations, universities, or professional organisations 
that have track records of successful events. To make a preliminary screening, check 
whether the organisers are af�liated with respected institutions or organisations. 
Moreover, they should feature keynote speakers who are leaders or pioneers in their 
�elds, as well as a wide range of experts from different academic and professional 
backgrounds. 

It is also worth looking at previous events of the conference through proceedings, the 
conference website, or conference reports. If the event has been held before, check 
if there are reviews, testimonials, or highlights from past events. These elements could 
include speaker presentations, panel discussions, and photos.

2.5. Size and Format of the Conference

The size and format of the conference may offer different opportunities for networking 
and exposure. Smaller conferences may offer intimate networking opportunities but 
lower exposure, in contrast to larger conferences that may offer higher exposure but 
less personal networking opportunities. While this is a general expectation based 
on the size of the conference, circumstances may vary depending on the format of 
the conference. 

The format of the conference is no less important. Some conferences may focus 
on formal oral presentations or posters, while others offer interactive sessions, 
workshops, and various networking events. You should consider the format that will 
allow you to present your research most effectively and best serve your academic 
goals. Consider your preferences and comfort level when deciding to attend the 
conference.

At IAFOR, we offer a mix of Oral Presentations, Poster Presentations, and Workshop 
Presentations, with extra options of Panel and Symposium Presentations in all of our 
conferences. These formats are available both in person and online to support your 
circumstances in participating in our conferences.



2.6. IAFOR Conferences

IAFOR has been committed to being the platform for international, intercultural, 
and interdisciplinary research since its inception in 2009. Below is the list of 
IAFOR Conferences, their locations, and key statistics for its operation in 2024. 
To learn more about IAFOR’s upcoming conferences, please visit this webpage:  
https://iafor.org/conferences/ �„
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continued on the next page
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continued

Source: IAFOR Submission System, as of March 28, 2025.
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An abstract is often the first point of contact between you and potential 
readers, ranging from conference organisers, academics, and peers. 
Writing an effective abstract is crucial in drawing the readers’ attention 
and persuading them to learn more about your work. An abstract is a         
concise summary of a research paper or project, providing an overview 
of its objectives, methods, findings, and conclusion. It serves as a preview 
that helps readers decide if the full document is relevant to their interests.  
In this section, we will guide you through the key steps to writing a clear,           
informative, and engaging abstract that effectively represents your  
research.



3.1. The Purpose of an Abstract

The main purpose of an abstract is to provide a brief summary of your research. 
It should allow the reader to quickly understand the key aspects of your project, 
including the research problems, methodology, �ndings, and conclusions. It is not a 
detailed description of your entire research but an overview that highlights the most 
important elements of your work. In addition, it should emphasise the signi�cance 
of your research. Why does your work matter? How does it contribute to existing 
knowledge? Whether your �ndings challenge established theories, offer new 
perspectives, or suggest practical applications, make sure to clearly convey the 
broader implications of your work. 

3.2. Follow the Guidelines

Whether you are submitting your work to a 
conference or a journal, please carefully 
review the submission guidelines before you 
start writing your abstract. Each conference 
and journal has speci�c instructions 
regarding word limits, formatting, and the 
required content. Following these instructions 
will greatly bene�t your experience in the 
submission process. Failure to comply with 
the instructions or guidelines may result in 
the delay of processing your submission, 
or sometimes a desk reject, leaving you 
excluded from the conference.

3.3. Key Components of an Abstract

A well-written abstract should be clear and to the point, typically between 150 to 
250 words, depending on the requirements. The goal is to communicate the essence 
of your research while leaving out excessive details, focusing instead on the main 
contributions and results. Avoid jargon or overly technical terms that may confuse 
readers who are not familiar with your speci�c area.
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Key Components of an Abstract

Introduction  Begin your abstract by brie�y introducing your research  
   topic. Clearly de�ne the purpose of your study,  
   explaining what you aim to achieve or investigate.  
   Be sure to include any relevant context or background  
   information that will help readers understand the 
   signi�cance of your research within a larger framework.

Research  Clearly state the research question to guide the 
Questions   readers on what your study seeks to explore or resolve.  
   A well-formulated research question should be speci�c,  
   concise, and aligned with your study’s objectives, 
   helping to frame the signi�cance and direction of your  
   research. Including it early in the abstract sets the 
   foundation for your methodology, �ndings, and
   conclusions.

Methodology Summarise the research methods used in your study.  
   Highlight the approach taken to collect data or conduct  
   experiments, focusing on the most important steps. Ensure  
   that this section is clear and concise, providing a general  
   understanding of your methodology.

Results  Present the main �ndings or results of your research.  
   Focus on the most signi�cant outcomes and provide
   a brief overview of what your data or experiments 
   revealed. This section should communicate the core of  
   your research contributions.

Discussion  Discuss the implications or conclusions drawn from your  
   results. Explain how your �ndings relate to the research  
   question and what broader impacts they might have. 
   This section should highlight the importance of your 
   research and its potential.
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3.4. Avoid Common Mistakes

When writing your abstract, there are a few common pitfalls to avoid:

Rewriting or Reusing the 
Introduction of Your Paper

Your abstract should not be a direct 
excerpt from the introduction of your 
full paper. It needs to be a standalone 
summary that captures the essence 
of your research paper. Remember 
that the main purpose of an abstract 
is to provide a brief summary of your 
research, not an introduction to your 
research.

Being Too Vague

Your abstract should provide a clear 
and speci�c overview of your 
research. Beginning from the 
submission title to the content of the 
abstract, all components should 
represent what your research is about. 
Being too vague can also result in a 
desk rejection, as the editor cannot 
understand the purpose or contribution 
of your research. Use your word limits 
wisely to present the key points of your 
research. 

Including Unnecessary
Details

While being too vague is not ideal, 
neither is adding unnecessary details. 
It is �ne to add details for clarity, as 
long as the essential elements are 
included in the abstract. Adding 
unnecessary details can take up the 
space that may be required for 
essential components of the abstract 
and may result in a rejection of the 
submission to a conference or journal.

If You Are Using AI to Help 
You Write

Make sure to check the AI policy for 
each conference or journal. Some 
allow the use of AI in assisting with 
writing, and may have set a limit of 
acceptable AI-generated content 
probability. You may be required to 
submit an AI usage statement. More 
importantly, please make sure to read 
and re-read what AI generated for 
you. It should help with brainstorming 
ideas or assist with language 
dif�culties but should not replace you 
as the agent of your own work.  
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3.5. Recommended Abstract Structure

The following is an example of a recommended abstract structure. Please note 
that this is a general abstract guide. Styling may change according to conference 
guidelines or the norms of your �eld of study, but keep in mind that all the elements 
should be included in the abstract. In the following example, the conference 
organiser has set a 250-word limit for abstract submission. 

An Example of a Recommended Abstract

Evaluating the Effectiveness of AI-Powered Chatbots in Enhancing Student 
Engagement and Operational Ef�ciency in Higher Education

The integration of arti�cial intelligence (AI) in higher education has signi�cantly 
transformed the way institutions engage with students. One of the most promising 
AI technologies is chatbots, which are increasingly used for administrative support, 
tutoring, and student engagement. This study examines the effectiveness of AI-
powered chatbots in enhancing student learning experiences and operational 
ef�ciency within a university setting. Using a mixed-methods approach, surveys were 
distributed to 200 students and interviews conducted with 15 academic staff members. 
Data were analyzed using both quantitative techniques and thematic analysis.  
The results indicate that 85% of students found the chatbot interface helpful for accessing 
information about courses and schedules, while 70% reported improved interaction 
with administrative services. However, only 40% of students indicated that chatbots 
were effective in academic support, such as answering course-related questions. 
Faculty feedback highlighted concerns about the limitations of chatbots in providing 
in-depth academic assistance. The results suggest that while chatbots offer substantial 
bene�ts in administrative ef�ciency, there remains a need for improvements in their 
ability to provide personalised academic support. Future developments should focus 
on enhancing the AI’s capacity for nuanced academic conversations, particularly in 
�elds with complex subject matter. These �ndings highlight the potential of chatbots to 
enhance operational tasks but emphasise the importance of balancing automation 
with human expertise in academic contexts.

The above abstract shows a logical �ow of the 
elements of the abstract and the research itself. 
It tells the reader why this research is important, 
what this research is trying to accomplish, how, 
and what the results are. It has included all the 
necessary elements within the 250-word limit.

Introduction
Research Questions
Methodology
Results
Discussion
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Examples of Abstracts that Should be Avoided

Even with a good abstract, please avoid the bullet point structure or in-text labels 
for abstract components. For example:

Introduction:
The integration of arti�cial intelligence (AI) in higher education has signi�cantly 
transformed the way institutions engage with students. One of the most promising 
AI technologies is chatbots, which are increasingly used for administrative support, 
tutoring, and student engagement. 

Research Question:
This study examines the effectiveness of AI-powered chatbots in enhancing student 
learning experiences and operational ef�ciency within a university setting. 

Method:
Using a mixed-methods approach, surveys were distributed to 200 students and 
interviews conducted with 15 academic staff members. Data were analyzed using 
both quantitative techniques and thematic analysis.

or

Results: The results indicate that 85% of students found the chatbot interface helpful for 
accessing information about courses and schedules, while 70% reported improved 
interaction with administrative services. However, only 40% of students indicated 
that chatbots were effective in academic support, such as answering course-related 
questions. Faculty feedback highlighted concerns about the limitations of chatbots in 
providing in-depth academic assistance. Discussions: The results suggest that while 
chatbots offer substantial bene�ts in administrative ef�ciency, there remains a need 
for improvements in their ability to provide personalized academic support. Future 
developments should focus on enhancing the AI’s capacity for nuanced academic 
conversations, particularly in �elds with complex subject matter. These �ndings 
highlight the potential of chatbots to enhance operational tasks but emphasize the 
importance of balancing automation with human expertise in academic contexts.
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Examples of Abstracts that Should be Avoided

Example A:
�(�[�S�O�R�U�L�Q�J���W�K�H���3�R�W�H�Q�W�L�D�O���R�I���&�K�D�W�E�R�W�V���L�Q���+�L�J�K�H�U���(�G�X�F�D�W�L�R�Q
AI is changing higher education, and chatbots are an important part of this 
transformation. This study will explore how chatbots are used in universities to help 
students and faculty. The research will collect data from various sources to understand 
how chatbots can improve learning experiences and help with administrative tasks. 
It will look at how students feel about using chatbots and whether they �nd them 
useful. The results will offer insights into the potential for chatbots in education. 
This research will aim to show how chatbots could be more widely used to bene�t 
both students and staff in higher education settings.

Why this abstract will less likely be processed for review:

1. Your research question is vague. The editors are unsure what kind of help this 
study is addressing. The reviewers will not be able to review your abstract because 
the research question is unclear. Overall, while it is well under the 250-word 
limit, the author should use the remaining space to explain the essentials more  
comprehensively.

2. Your abstract is written in the future tense, which indicates that your research may 
not have been conducted. Hence, your �ndings are untrue, and the reviewer will 
not be able to review your abstract because the research has not been conducted. 
Abstracts submitted to a conference or journal should be from the research that has 
already been conducted. 

3. It is not clearly stated how the data will be collected or what the various  
resources are. The reviewers will not be able to review your abstract because the 
data to be used for supporting your research is unclear.

4. There are content inconsistencies. While it seems that data on students’ feelings 
about chatbots were collected and could be considered somewhat vaguely 
connected to its usefulness, it dropped the faculty variable in the data collection 
process. 
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Examples of Abstracts that Should be Avoided

Example B:
Assessing the Performance and Limitations of AI Chatbots in Addressing Student 
Queries in Higher Education Settings
This study examines the use of AI-powered chatbots in higher education, 
focusing on their ability to handle student queries related to administrative and 
academic issues. AI technology, particularly through chatbots, has been gaining  
popularity as a tool to assist students in navigating their university experience. 
Chatbots, developed with advanced Natural Language Processing (NLP), are 
designed to respond to common questions regarding course schedules, registration 
deadlines, grading policies, and of�ce hours. They aim to provide students with a 
quicker way to access information and reduce the administrative burden on 
university staff. In this research, we explore the chatbot’s ability to address a range 
of inquiries, from simple requests for information about course timings to more 
complex questions regarding speci�c course requirements or academic advice. The 
chatbot is also tasked with helping students navigate the university’s administrative 
systems, including registration and payment processes. While chatbots are effective 
in providing responses to routine queries, they often struggle when the questions 
become more context-speci�c or nuanced. For instance, complex inquiries related 
to individual academic plans or emotional support are outside the chatbot’s 
capabilities. Despite the increasing use of chatbots, it is clear that there are signi�cant 
limitations in their application. While they may help streamline administrative tasks, 
chatbots are less effective in areas that require a deeper understanding of context 
or human interaction. Academic advising, for example, often requires a level of 
personalisation and empathy that current AI systems cannot replicate. Therefore, 
chatbots can be seen as a useful tool for certain tasks but are not yet a replacement 
for human involvement in more complex or personalised student support functions. 
This study aims to assess the broader implications of chatbot integration in higher 
education, emphasising both the potential bene�ts and the current limitations.
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Why this abstract will less likely be processed for review:

1. It went over the word limit. 

2. It contained information that was not necessary for the abstract and other 
important elements were left out.

3. It does not contain necessary elements, such as how the data was collected and 
analysed and what the supporting evidence is for the conclusion.

4. It has poor logical �ow. The aim of the study should be at the early part of 
the abstract for the audience to grasp the idea of the rest of the text, rather than 
having the audience read the whole passage without knowing the purpose 
of the abstract �„

Notes
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04
Making
Submissions to
a Conference
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Submitting your research to a conference can be an exciting yet  
nerve-wrecking process. It is the �rst step towards presenting your work  
to a wider audience and receiving valuable feedback. You may encounter 
dif�culties when making submissions if you are not familiar with the guidelines 
and the speci�c requirements that vary from conference to conference.  
This section will guide you through the key steps in making a successful 
submission to a conference. 
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4.1. Review Conference Guidelines

The �rst and most important step when preparing to submit to a conference is to 
carefully review and understand conference guidelines. In most conferences, 
speci�c requirements and guidelines are provided in different sections of the website. 
You should explore the conference website to get the most information about the 
conference. In general, you should look for submission platform details, the list of 
required materials, submission format, word length, review process, and submission 
and registration deadlines.

4.2. Prepare Your Submission

After you have reviewed the conference guidelines, you will now know what to 
prepare for the submission. This will help you avoid being underprepared for the 
submission, which may cause delayed response, or in some cases, rejection. In 
many cases, the conference organisers will require an abstract submission as the 
preliminary submission. Please review Section 3 for guidelines on how to prepare 
your abstract. In some cases, a Full Paper submission is required after the abstract 
has been accepted to the conference. 

4.3. Tell Us Who You Are, Clearly

In addition to submitting your research, many conferences 
or journals will ask you to provide personal information 
in the form of a biography. This biography allows the 
organisers to know about you, as well as your audience 
to learn more about you as a researcher. Your biography 
should be short, clear, and professional. It typically 
includes details about your academic background, such 
as your current studies, research interests, or any relevant 
achievements. It should avoid casual, overtly personal 
information. Pay close attention to word limits set by each 
organiser.

In cases where registration to an online submission is 
required, it is important to note which email address 
you are using. Emails from organisers will be sent to the 
registered email address. Please use the same email 
address when making inquiries or indicate any reference 
numbers that are usually provided by the organisers for a 
smoother submission experience. 
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4.4. Submit on Time

Timeliness is key when submitting to a 
conference or a journal. Organisers 
and publishers have strict deadlines, 
and late submissions are often not 
accepted. To avoid the stress of last-
minute submission, make sure to start 
the preparation process well ahead 
of the deadline. Pay close attention to 
several types of deadlines, such as an 
Abstract submission deadline followed 
by a Full Paper submission deadline. 
Please make sure to check each one 
carefully and plan accordingly. 

If your submission to a conference 
involves registering for the conference, 
do not leave this to the last minute. 
Conference registration often includes 
paying fees, and some conferences 
may have discounts for early 
registration. Be sure to register as 
soon as possible to avoid issues with 
presentation slot availability or last-
minute payment delays.

4.5. Follow Up and 
Be Prepared for Revision

To maintain academic rigor, most 
conferences and journals often 
operate on strict peer-review policies. 
While the organisers or publisher 
can provide a brief timeframe for the 
reviewing process of your submission, 
it may take longer than expected. 

You will be noti�ed of your 
submission’s status, with general 
statuses such as accepted, requested 
for revision or rework, or rejected, 
within the provided timeframes.

In some cases, your submission 
may be rejected. While this can be 
disappointing, do not be discouraged. 
Review the feedback, if provided, and 
consider how you can improve your 
work for future submissions. Rejection 
is a normal part of the academic 
process, and many successful 
academics have faced rejections 
before ultimately succeeding.

4.6 Register 
and Get Ready to Present

Once your submission is accepted, 
you will need to complete the 
conference registration. Conferences 
often offer discounted registration 
fees on several criteria, such as an 
Early Bird rate or member discounts. 
Usually, the conference registration 
fee covers conference materials, listed 
coffee breaks, and access to sessions 
or designated events. 

There may be several ticketed events 
that require extra registration fees, 
such as conference dinners or 
cultural tours. Be sure to check the 
conference registration page for 
details of what is included in the 
registration fee.
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After you have registered for the conference on time, you will be notified of your 
presentation schedule by the timeframe provided by the organisers. Please review 
the conference programme, your presentation time, or the presentation sessions that 
you plan to attend. Plan your arrival to the conference venue and familiarise yourself 
with it so that you do not struggle on the spot in getting to and around the conference 
venue �„
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05
Presentation Types
at a Conference
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Conferences often feature a variety of presentation types, each serving 
different purposes and requiring different levels of preparation. The choice of 
presentation format is largely determined by the content of your presentation 
and the structure of the conference. Understanding the different types of 
presentations will help you decide which format best suits your research and 
presentation style. The most common types of presentations at academic 
conferences include oral presentations, poster presentations, and panel 
presentations, among others. 

Some conferences offer online or virtual options in addition to the onsite 
presentations. The following presentation types are what IAFOR offers in all 
of its conferences.
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5.1. Individual Presentations

A. Oral Presentations
Oral presentations are perhaps the most traditional 
and widely recognised type of presentation at 
academic conferences. Presenters are expected to 
speak for a set period, usually between 15 to 20 
minutes, followed by a 5 to 10 minute Q&A session. 
Oral presentations are scheduled in a session of 
usually two or three other presenters with similar 
research topics, who act as the main respondents 
to your presentation. These presentations are 
scheduled as parallel sessions and are advertised 
and open to other conference participants in the 
conference programme to attend.

Advantages:
Engagement: Oral presentations allow you to 
directly engage with your audience and control the 
�ow of information.

Clarity: Oral presentations are ideal for explaining 
complex ideas in live interaction through verbal 
explanations and visual aids.

Networking: Delivering an oral presentation often 
involves interacting more closely with other 
presenters and attendees, creating opportunities for 
networking and collaboration.

Challenges:
Time Constraints: With limited time, it is important to 
be concise and stay focused on the most essential 
points of your research.

Nervousness: Public speaking can be intimidating, 
especially when presenting complex material to a 
large audience. This challenge can be overcome 
with preparation and practice.
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5.1. Individual Presentations

B. Poster Presentations
Poster presentations are a highly popular and 
effective method for sharing research, allowing 
presenters to give a quick overview of their work 
tailored to the individual or small group in front 
of the poster. It is a more conversational way 
of presenting and is particularly popular in the 
sciences and social sciences, where research is 
data-driven.

Advantages:
Interactivity: Poster sessions allow for small 
group discussions, giving you the chance to 
explain your research with highlighted details.

Visual Appeal: The use of visuals in posters helps 
to communicate complex data or ideas quickly 
and clearly, which can attract a wider audience.
 
Less Pressure: Compared to oral presentations, 
poster presentation may be less stressful since 
you are not speaking to a larger audience all 
at once. The interaction in Poster presentations is 
more intimate in a less formal setting.

Challenges:
Space Constraints: Poster presentations rely on 
your ability to condense and summarise your 
research in a limited space. It requires you to 
be selective with the content you include. Please 
refer to Section 6 for the suggested poster 
preparation.

Engagement: While interactive, poster 
presentations require you to be proactive in 
starting conversations with attendees.
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5.1. Individual Presentations

C. Workshop Presentations
A workshop is a brief, intensive course which is 
led by an experienced researcher or practitioner, 
usually with a PhD-level quali�cation. It 
facilitates group interaction and the exchange 
of information between a smaller number of 
participants than is usual at a plenary session. 
Often, a workshop involves problem-solving, 
skills training, or the dissemination of new 
content or disciplinary approaches. Conference 
workshops are typically more instructional and 
interactive in nature than oral presentations and 
involve participants working with the workshop 
leader on a particular zeitgeist issue.

Advantages:
Active Participation: The presentation 
encourages active involvement from participants, 
making it an excellent opportunity for capacity 
building or brainstorming.

Collaboration: Workshop presentation allows 
participants to engage in hands-on practices, 
which can foster collaborations and connections 
with peers in your �eld.

Challenges:
Limited Structure: Depending on the format, it 
can be dif�cult to stay on topic, and the focus 
may drift away from the central issue.

Smaller Audience: Workshops are often held 
on speci�c topics, which may attract fewer 
audience members than traditional presentations 
and may limit the exposure of your work.
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5.2. Group Presentations

A. Organised Panel Sessions
This proposal type and session consists of formal paper 
presenters (3-5 papers maximum) within a 75-minute 
presentation, including a session chair and a moderator 
(discussant). Organised panel sessions are submitted by the 
session organiser as a fully organised session complete with 
all paper presentation abstracts, a selected chair, and a 
discussant pre-determined.

The session chair brie�y introduces the panellists, ensures 
panellists keep to their allotted presentation time, and 
moderates the Q&A when needed.

Advantages:
Collaborative Learning: Panel discussions allow for a 
deeper exploration of a topic from multiple perspectives, 
providing attendees with a richer understanding of the topic 
being discussed.

Networking: Panellists often have the opportunity to 
network with other experts and attendees after the sessions.

Challenges:
Time Constraints: Since the group panel presentation 
involves multiple speakers, it can feel rushed, leaving less 
time for individual presentations. Presenters may be forced 
to be selective in the content they are presenting.  

Engagement: Compared to other types of presentations, 
engaging the audience in the panel presentation can be 
more challenging than in one-on-one presentations in 
poster presentations or smaller audience groups in oral 
presentations.
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5.2. Group Presentations

B. Roundtable Sessions
A roundtable is a session format at which no formal papers 
are presented. This format provides opportunities for 
participants with speci�c expertise to discuss with each 
other, and with members of the audience, timely issues or 
themes. This session type consists of a chair and 3 to 5 
panellists that serve as discussants.

Advantages:
Active Participation: The discussion session encourages 
active involvement from participants, making it an excellent 
choice for brainstorming or exchanging perspectives on a 
speci�c issue.

Collaboration: Roundtable allows participants to engage 
in hands-on practices, which can foster collaboration and 
connection with peers in your �eld.

Challenges:
Limited Structure: Depending on the format, it can be 
dif�cult to stay on topic, and the focus may drift away from 
the central issue.

Smaller Audience: Roundtables are often held on speci�c 
topics, which may attract fewer audience members than 
traditional presentations and may limit the exposure of your 
work.



5.3. Livestream Presentations

Livestream presentations give speakers the
opportunity to avoid the expense and time 
required to travel, reduce their carbon 
footprint, and share ideas online. 
Additionally, many of the same bene�ts 
enjoyed by presenters at traditional 
in-person conferences are available to 
online presenters, including presenting 
one’s work to an international audience 
and engaging in Q&A, publishing in the 
Conference Proceedings, and 
participating in discussions with other 
scholars around the world.

5.4. Virtual Presentations

A live presentation has the advantage of being ‘live’ but also the same 
disadvantage: a pre-recorded presentation enables you to make sure you are 
happy with the result without the pressure and time constraints of immediate 
delivery. You can also incorporate different and varied audiovisual technology that 
is not possible in a live presentation. A distinct advantage is that the presentation, 
once recorded, is uploaded and archived, allowing for its continued dissemination 
and use long after the conference and thus increasing its long-term impact. 
While it may take longer to prepare, a virtual presentation is certainly quicker, 
easier, and more cost-effective than travelling to an event, with all that entails �„
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06
How to Make
a Poster
for Presentation



Creating an effective poster presentation is key to visually showcasing your 
research and engaging your audience. Posters are typically displayed on 
boards measuring 900mm wide by 1800mm high. It is important to use 
lightweight paper or cloth, and ensure the poster is secured properly. 
Aesthetics play a crucial role, as the visual appeal will be the �rst thing 
delegates notice. From the title to the conclusion, your poster should clearly 
communicate your research while maintaining an organised and structured 
layout for easy readability.
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        IURS Handbook



             The International Academic Forum���`���•�Ž��
                 IURS Handbook

6.1. Understanding the Conference’s Poster Guidelines

Before you begin designing your poster, please review the conference’s poster 
guidelines. Conferences often have strict requirements regarding the size of your 
poster, which include the dimensions and orientation of the poster, among other 
things. Some conferences may provide templates, which can be helpful in maintaining 
the correct layout and formatting. 

For IURS and IAFOR conferences, the posters are required to be in a portrait setting, 
with dimensions of 900mm x 1800mm. The recommended sizes based on common 
paper sizes are:

A1: 594mm x 841mm
B1: 707mm x 1000mm
A0: 841mm x 1189mm

You can design the poster to fill up the whole space, but please avoid putting the 
text at the bottom of the poster, as your audience may need to bend down to read.
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6.2. Organising Contents

Making a poster for the presentation is a great way to reflect on your work.  
The content on it should highlight the key elements of the research that are digestible 
for the audience in a short period of time while maintaining the rigour of the work 
being presented. Here are some essential elements that should be included  
on a poster:

Title
Think of an interesting, eye-catching title that will grab your audience’s attention.  
This will be one of the first things the delegates will read, therefore you want something 
that will either clearly communicate the main message of your topic or leave  
the delegate wanting to read more through hinting at an unexpected result or finding.

Introduction
Underneath the title, state what your topic is about. You may want to include reasons 
as to what drew you to research the particular topic. Your introduction should be 
brief: we recommend the introduction be no longer than a paragraph.

Research Methods
Describe how, when, and where your research was conducted. You may want to use 
bullet points or flowcharts instead of large paragraphs to break down the process, 
so it is easier for the delegates to read. 



             The International Academic Forum���`���•�•��
                 IURS Handbook

Results or Main Points
Take into consideration who your target audience is and what they would find 
interesting to read. You may want to use diagrams or images to help present your 
findings. Anything visual will help the delegates understand your research further. This 
should be the biggest section on your poster. 

Conclusions
Write a short summary of your findings. This should be brief and highlight the key 
points that you have previously discussed. You may want to highlight or use bold 
formatting for the important findings.

References and Acknowledgements
If you have used any references in your poster, you will want to cite them. As well 
as references, you may want to acknowledge anyone who may have helped you 
with your project.

6.3. Poster Formatting

A poster is essentially a large visual abstract of your research, so simplicity is key. 
Your audience should be able to quickly grasp the essence of your research without 
needing an extensive explanation. When designing your poster, keep the following 
principles in mind:
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Plan the Layout
Organise your poster into clearly defined sections like the title, introduction, methods, 
results, and conclusion. Each section should have a logical flow, guiding the audience 
through your research or message. Use space wisely, ensuring important content 
stands out without overwhelming the viewer. Make sure that the spacing between 
sections is consistent and well-balanced.

Use Clear and Concise Text
Keep text short and to the point. Avoid long paragraphs that can be difficult to read. 
Use bullet points or short sentences to make the poster easy to scan and understand 
quickly.

Visual Elements
Include images, graphs, and charts to enhance understanding and break up large 
blocks of text. Visuals should support the content, making complex information more 
accessible. Make sure they are high quality and clearly labeled for clarity.

Fonts and Sizes
Choose a font that is easy to read from a distance, such as Arial or Helvetica. The 
title should be the largest, followed by headings and body text in descending order. 
A balance between font sizes ensures that information is readable without causing 
strain.

Colours and Contrasts
Select a colour scheme that is visually appealing while maintaining readability. High 
contrast between the background and text is important to make sure your content is 
legible. Avoid using too many bright or clashing colors that may distract the audience 
�„
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6.4. Suggested Poster Designs
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07
Top 5 Delivery Tips
How to give an effective
poster presentation
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Drawing from the experiences of the facilitators who have been involved extensively 
in the symposium since its initiation in 2015, here are the Top Five Delivery Tips 
for an engaging, effective, and successful delivery of your Poster Presentation.  
Your audience looks at your poster and listens to your presentation because they 
are interested in what you have done and what you have to say. Give them what 
they are here for. Do what you are here for!

1. Be Passionate
Showing passion and enthusiasm about your topic is just as important as your 
research content and poster design. One way or another, in every presentation, 
you are expressing what you believe, who you are, and your deepest values. Show 
your commitment to the topic. Your passion for your topic is what it is all about when 
giving a presentation.

2. Be Confident
Start out strong. Be confident in delivering your presentation. Give the audience 
a good first impression and the rest of the presentation will glide. Being confident 
gives you an image of being a true professional, adding value to your presentation 
and your research. Remember that everybody at the conference is there to  
support you, not to spot your mistakes. If there is an overlooked mistake,  
own it and improve it later.
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3. Be Concise
Stay focused, stay on message, and keep each point short. You are making a short 
communication to the audience who can walk away to another Poster Presentation 
at any moment. Maximise your time by delivering your key message first. Audiences 
usually focus on the results rather than a long introduction. First tell them your key 
clear pitch points and what you found out. This is better than having them walk away 
in the middle of a rambling or long introduction.

4. Be Connected
Connect to your audience with good eye contact. Own your poster, but do not 
read from it. Use your poster as the communication tool between you and your 
audience. Maintaining eye contact with your audience helps engage them more 
than turning your back on them to read your poster. Reading straight from your poster 
can give the impression that you may not fully understand your topic. Engage with 
your audience and turn any possible glitch into a conversation.

5. Be Professional
Always remain gracious. Even if you have practised and are well-prepared, 
sometimes unexpected glitches happen. Do not panic. Remain calm and in control. 
If you forget the statistic, glance at your poster and read it to your audience. If you 
are nervous, take a deep breath, then breathe out. Your professional audience has 
been in your position before, so they will understand. Your fellow audience members 
are in the same situation as you are, and they are there to cheer you on �„
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08
Attending the
Conference
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Attending an academic conference is not only an opportunity to present 
your research, but also a unique chance to connect with fellow students, 
scholars, and professionals in the �eld. Networking at the conference can 
lead to meaningful collaborations that shape your academic or professional 
future. In this section, we will explore strategies for making the most  
out of your networking opportunities and fostering meaningful connections  
at the conference.
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8.1. Dress Code and Professionalism

Your appearance at a conference and networking event plays a significant role in 
how you are perceived by others. Dressing professionally not only enhances your 
credibility but also helps you feel confident and prepared for the event. The level 
of formality may vary depending on the conference. The most common conference 
dress codes are business casual or business attire. 

Additionally, it is important to stay composed and confident when making contact 
with new people. Try to stay calm, take a deep breath, be polite, and approach 
conversations with curiosity and respect. Prepare to share your contact information 
professionally, whether a business card, a digital business card, or sharing your 
professional social media profiles.

8.2. Set Clear Goals for Networking

Setting the goal or objective for networking can help you be prepared for who to 
look for or what to say when you meet a person. Are you looking for feedback on 
your research? Are you seeking potential collaborators or mentors? Questions like 
these will guide your interactions in a meaningful way.
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8.3. Be Proactive and Engage with Others

Networking at a conference requires more than simply attending sessions  
or presentations. Be active in approaching other attendees or speakers during the 
networking events or coffee breaks. Some conferences offer networking lunches  
or dinners or welcome receptions. These informal settings provide excellent 
networking opportunities to meet other attendees in a more relaxed environment.

8.4. Follow Up and Stay in Touch

Effective networking is about building long-term relationships, not just collecting 
business cards or contact information. After the conference, make sure to follow 
up with the people you have met with a quick email or message, highlighting what 
you have talked about or opportunities for future collaboration. It can also mean 
you sharing updates about your research, giving feedback on their work. Keeping 
the contact alive with regular communication will help nurture relationships that may 
lead to collaboration down the road �„  
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Notes
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Conclusion
This handbook aims to support your journey of professional development  
regardless of your career path. Attending a conference offers more than 
just the opportunity to present or listen to research, but is a chance to  
develop essential skills and make meaningful connections. 

Through this guide, you have learned how to prepare for, and participate in 
academic conferences, equipped with tools you need to be successful and 
gain the most out of your attendance. It highlights the value of conferences in  
developing transferable skills such as communication, critical thinking, and 
professional etiquette, all of which are essential for both academic and  
non-academic careers. The guidelines in this handbook ensure that you 
leave each conference with new knowledge, expanded networks, and 
enhanced career opportunities. The experiences you gain will serve as a 
foundation for future academic success and personal growth, opening doors  
to a variety of career paths �„  
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Joseph Haldane

Joseph Haldane is the founder, chairman, and CEO of IAFOR. He is responsible 
for devising strategy, setting policies, forging institutional partnerships, implementing 
projects, and overseeing the organisation’s global business and academic 
operations. Dr Haldane has a PhD from the University of London in nineteenth-century 
French studies (ULIP/RHUL), and has research interests in world history and politics; 
international education; and governance and decision making. Since 2015, he has 
been a Guest Professor at University of Osaka’s School of  International Public Policy 
(OSIPP), and Co-Director of the OSIPP-IAFOR Research Centre since 2017.

In 2020, Dr Haldane was elected Honorary Professor of University College London 
(UCL) through the Bartlett School of Sustainable Construction, and full Professor in 
the United Nations Peace University’s European Center for Peace and Development 
in 2022. A member of the World Economic Forum’s Expert Network for global 
governance, he holds visiting professorships at Belgrade and Doshisha Universities 
where he teaches ethics and governance. He is a member of the International 
Advisory Council of the Department of Educational Foundations at the University of 
Hawai’i at M�noa. 
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Dr Haldane has had full-time faculty positions at the Université Paris-Est Créteil, 
Sciences Po Paris, and Nagoya University of Commerce and Business, as well as 
visiting positions at the French Press Institute (Université Paris-Panthéon-Assas), and 
the Schools of Journalism of Sciences Po Paris and Moscow State University.

Dr Haldane has been invited to speak at universities and conferences globally, 
including the UN HQ in New York, and advised universities, NGOs and governments 
on issues relating to international education policy, public-private partnerships, and 
multi-stakeholder forums. He was the project lead on the 2019 Kansai Resilience 
Forum, held by the Japanese Government through the Prime Minister’s Office and 
oversaw the 2021 Ministry of Foreign Affairs commissioned study on Infectious 
Diseases on Cruise Ships.
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Grant Black

Professor Grant Black is a professor in the Faculty of Commerce at Chuo University, 
Tokyo, Japan, where he has taught Global Skills and Global Issues since 2013. 
Grant is engaged in diverse roles as a global manager, systems builder, executive 
leader and university professor. His research and teaching areas include global 
management skills, intercultural intelligence (CQ) and organisational management. 
He also has taught Japanese Management Theory at J. F. Oberlin University (Japan), 
and a continuing education course in the Foundations of Japanese Zen Buddhism at 
Temple University Japan.

Previously, he was Chair of the English Section at the Center for Education of Global 
Communication at the University of Tsukuba where he served in a six-year post in 
the Faculty of Humanities and Social Sciences. He holds a BA Highest Honors in 
Religious Studies from the University of California, Santa Barbara; an MA in Japanese 
Buddhist Studies from the University of California, Los Angeles; and a Doctor of 
Social Science (DSocSci) from the Department of Management in the School of 
Business at the University of Leicester. 

Dr Black is a Chartered Manager (CMgr), the highest status that can be achieved 
in the management profession in the UK. In 2018, he was elected a Fellow of the 
Chartered Management Institute (FCMI) and Fellow of the Royal Society of Arts 
(FRSA).
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Grant is President of Black Inc. Consulting (Japan), a Tokyo-based firm specialising 
in international and intercultural project management, communication projects, and 
executive leadership and training. He is the director of the Nippon 
Academic Management Institute (NAMI) and the author of Education Reform 
Policy at a Japanese Super Global University: Policy Translation, Migration and 
Mutation (Routledge, 2022). He serves as a Vice-President for the International 
Academic Forum (IAFOR).



Melina Neophytou

Dr Melina Neophytou is the Academic Operations Manager at IAFOR, where she 
is leading various projects within IAFOR, notably The Forum discussions and the 
authoring of Conference Reports and Intelligence Briefings.

Born in Germany and raised in Cyprus, Dr Neophytou received her PhD in 
International Development from Nagoya University, Japan, in 2023, specialising in 
political sociology, the welfare state, and contentious politics. She received an MA 
in International Development from Nagoya University, with a focus on Governance 
& Law, and a BA in European Studies from the University of Cyprus, Cyprus. 

Dr Neophytou’s research interests currently focus on how Artificial Intelligence (AI) 
is changing the relationship between state and society. Her current work examines 
technologies such as facial recognition (FRT) and biometric surveillance, and how 
these tools impact freedom of expression, protest, and social policy.
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Apipol Sae-Tung

Apipol Sae-Tung is an Academic Coordinator at IAFOR, where he contributes 
to the development and execution of academic-related content and activities.  
He works closely with the Forum’s partner institutions and coordinates IAFOR’s 
Global Fellowship Programme. His recent activities include mediating conference 
reports for the Forum’s international conference programme, moderating The Forum 
Discussions, and facilitating the IAFOR Undergraduate Research Symposium (IURS).

Mr Sae-Tung began his career as a Program Coordinator for the Faculty of  
Political Science at Chulalongkorn University, Thailand. He was awarded the  
Japanese Government’s MEXT Research Scholarship and is currently pursuing a 
PhD at the Graduate School of International Development, Nagoya University, 
Japan. His research focuses on government and policy analysis, particularly 
on authoritarian regimes. His research interests are on foreign policy analysis,  
domestic politics, democratisation, and comparative authoritarianism, and more 
recently on the role of Artificial Intelligence in these fields.

Mr Sae-Tung holds an MA in International Relations and Diplomacy from  
Thammasat University, Thailand, where he studied foreign policy analysis and 
Thailand- China relations. He also holds a BA in History from the same institution, 
with a focus on modern Western and Southeast Asian comparative history and                 
historiography �„
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