Presentations
What makes a good presentation?
A good presentation is one where: 
· The presenter has really thought about their audience – what do they expect to hear, see, do? How expert are they?
· The objectives are clear
· You’ve taken time to prepare – including planning and practice 
· There’s a logical structure
· You use the rule of three – start, middle and end
· We use well designed, purposeful visual aids. Make sure you know their purpose!

Creating and giving presentations 
1. Define the purpose 
· Why are you giving a presentation to this particular audience?  
· What are the objectives? To inform…. To persuade… To inspire…. 
· What are the main points you want to make?
2. Assess your audience - put yourself in their shoes:
· Who are they?
· How well informed are they (jargon)?
· What type of arguments and evidence will get the most favourable reaction?
· What are the additional needs of this particular audience?
· Constraints that must be recognised when speaking to this particular audience?
3. Research and develop your ideas. 
4. Think how best to present your ideas and structure the presentation. 
· A picture is worth a thousand words - use pictures and your message retention should increase. Research suggests that this could be by a factor of five. 
5. Write the presentation. 
· Write out the presentation in rough
· Review the draft – delete irrelevant details 
· Check the story is consistent and flows smoothly. 
· Can you describe your thoughts using visual aids (PowerPoint slides, handouts)? Visual aids are useful to stimulate interest, emphasise a point, engage with Visual learners, illustrate an idea that’s hard to visualise. 
6. Practice
· Try not to read from a script - you should know most of what you want to say.
· Prepare cue cards (postcards or the notes function on PowerPoint) which have key words and phrases (and possibly sketches) on them. Number the cards.
· Remember to mark on your cards the visual aids that go with them so that the right slide is shown at the right time. 
7. Control or influence the environment. 



Presenting 

Ideally your presentation will be concise, to the point and tell an interesting story; the following are just as important because the audience will be subconsciously taking them in: 
· Your voice - how you say your presentation is as important as what you say. 
· Body language - your body movements express your attitudes and thoughts. How you sit, stand or project your voice can reinforce or weaken your message. If you are using strong, powerful words but your body is communicating that you are not convinced, your audience are unlikely to accept what you are saying. Use positive, confident body language. 
· Appearance - first impressions influence the audience's attitudes to you. Dress appropriately for the occasion. 
As with most personal skills, oral communication practice is essential to improve your presentation skills.  
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Every presentation has a beginning, a middle and an end. It may seem obvious but if you follow this approach there should be no great problems.

The beginning 
· Grab the audience’s attention
· Gives you a chance to relax into your presentation.
There is no right and wrong attention grabber, but here are some: 
1. A funny story - but take care!
2. A short video clip, but if you use one, make sure that it is less than 60 seconds.
3. Unusual statistics about your organisation, subject or audience. 
4. A cartoon or photograph.
The middle of a presentation 
A good presentation technique is the rule of three – a technique that people tend to remember three things. In oratory it comes up all the time. Here are some examples: 
"Friends, Romans, countrymen" 
"The good, the bad and the ugly" 
"Blood, sweat and tears"
Think - if there are only three points that you would like to leave the audience with, what would they be? There you have the middle of the presentation. Think of ways of illustrating these points and you have the bulk of the presentation. 
The end of the presentation 
The end of your presentation is important - develop your conclusions and recommendations - they should all be related to the main structure of the presentation. There is a psychological factor called recency. This is where people remember most the last thing that they are told. This particularly applies to lists. 
Ideas include: 
1. Recap on the three main concepts put forward in the middle section of the presentation.
1. Use a funny story (one that encapsulates at least one of the main themes of the presentation).
1. A video clip that has impact. 
[bookmark: Making]Making the presentation 
· Welcome the audience and tell them who you are and what expertise or experience you have in the subject you are covering.  
· Tell the audience what you are going to tell them.
· Keep to the time allocated. If you can, keep it short. It's better to under-run than over-run. 
· Stick to the plan for the presentation, don't be tempted to stray - you will eat up time and could end up in a dead-end with no escape! 
· Unless told not to, leave time for questions and discussion.
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To make the presentation interesting, think about your delivery – speed and pitch of voice.
· Speak clearly. Don't shout or whisper - judge the acoustics of the room or advise how people can turn up volume for an online presentation. 
· Remember you will naturally talk more quickly if you are nervous. Don't rush.
· Deliberately pause at key points - this has the effect of emphasising the importance of a particular point you are making. Think about other ways of how you could emphasise points. 
· Look at the audience as much as possible. Online – make sure that you try to look at all the participants. In a room, pitch your presentation towards the back of the audience, especially in larger rooms. 
· Before you start the presentation check everyone in the audience can see the screen. Don't turn your back on the audience to look at your slides. Don’t block the screen. 
· Avoid pacing up and down – although some movement is natural. 
· Avoid jargon. People really do play buzzword bingo. You don't want the audience scoring points at your expense!
Keep an eye on the audience's body language. Know when to stop and also when to cut out a piece of the presentation. 

Encouraging the audience to listen
It’s frustrating when you are talking to someone when you can tell the person is not listening. Here are some ways to ensure that you will be listened to.
· Start with the point you want to make and then give your support for it. 
· Make eye contact.
· Use words that stress the importance of what you are going to say next. Such expressions include, "Probably most important of all is…," "I can’t stress this enough…," "Please keep the following in mind…," "I didn’t realise this was so important until…."
· Use the people in the audience's names occasionally as you speak. Our names always attract our attention. 
· Refer to specific people, places, statistics, and situations as you talk. The more specific you are with your presentation, the more likely it is that the audience will listen to you. For example, instead of "We need to get this information to all of our groups," you might say "We need to get this information to our groups in Cardiff, Dublin, Berlin, Helsinki, etc.” 
· Involve the audience. 
"Tell me and I will forget, 
Show me and I will remember, 
Involve me and I will understand".
Using fun, humour and participation can bring your presentation to life, and keep your audience attentive and enjoying themselves:
· Stories, quotes, fascinating facts, statistics
· Questions  
· Pictures, cartoons and video-clips 
· Diagrams 
· Sound-clips 
· Polls 
· Participation exercises and games
· Asking the audience to do something physical  
· Asking the audience to engage with each other (for example introductions) 
· Acronyms 
· Props
· Examples and case-study references 
· Analogies and fables 
· Ask rhetorical questions. 
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