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You are signing this document to say that the work you have produced within this unit is your own. 

Presentation Skills
I declare that the activities undertaken in this unit has been completed are all my own work.
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Signed Learner: 

Date: 
Review of Presentations
Give examples of different situations when presentations might be used (1.1)

Identify the features of an effective presentation? (1.2)

Give examples of things to avoid when making a presentation? (1.3)
Mistake 1: Not Preparing Enough

Steve Jobs was a famously inspiring speaker. His speeches may have looked effortless, but, in reality, each one took days or weeks of preparation.

Careful preparation is essential. The amount of time you spend on planning depends on your situation, but it's a good idea to start early – you can never be too well-prepared. 

Proper preparation also helps you manage presentation nerves   . When you know your material inside and out, you're far less likely to feel nervous. Our presentation planning checklist   and Bite-Sized Training session on "Giving Better Presentations" can help you plan your next event properly.

Mistake 2: Not Familiarizing Yourself With the Venue and Equipment

Imagine that your presentation starts in an hour. You arrive at the venue and, to your horror, the projector won't work with your laptop. The slides you spent hours preparing are useless. This is a disaster!

You can avoid a situation like this by taking time to familiarize yourself with the venue and available equipment at least once before your presentation.

Often, the sort of problems that can jeopardize your presentation will be situations beyond your control, but this doesn't mean that you are helpless. Conduct a risk analysis   to identify potential issues, and come up with a good "Plan B"   for each one.

Mistake 3: Ignoring Your Audience

Sometimes, speakers can get so wrapped up in delivering their presentations that they forget about the needs of their audience.

Start your presentation by telling your audience what to expect. Let them know what you will cover first, whether and when you'll stop for a break, if you'll be taking questions during the presentation, and so on.

Providing these "signposts" up front will give your audience a clear idea of what to expect, so that they can relax and concentrate on your presentation.

Mistake 4: Using Inappropriate Content

The primary purpose of any presentation is to share information with others, so it's important to consider the level you will pitch it at.

Do some research on your audience. Why are they here? How much do they already know about your topic, and what do they most want to learn from you? It's no use giving a presentation that is so full of jargon   that no one understands you. But you wouldn't want to patronize people, either.

Try to put yourself in people's shoes, to get a clearer idea about their needs and motivations. You can also greet individuals as they arrive on the day, and ask questions   to get a feel for their level of knowledge. This will also help you to personalize your presentation and make a connection with each person in your audience, so that they'll be more attentive to what you say.

Mistake 5: Being Too Verbose

Short, concise presentations are often more powerful than verbose ones. Try to limit yourself to a few main points. If you take too long getting to your point, you risk losing your audience's attention.

The average adult has a 15- to 20-minute attention span, so, if you want to keep your audience engaged, stick to the point! During the planning phase, make a note of the themes you want to cover and how you want to get them across. Then, when you start filling out the details, ask yourself: "Does my audience really need to know this?"

Our articles on the 7 Cs of Communication   and Communications Planning   have more tips for communicating in a clear, concise way.

Mistake 6: Using Ineffective Visuals

Poor slides can spoil a good presentation, so it's worth spending time getting yours right.

We've all seen slides with garish colors, unnecessary animation, or fonts that are too small to read. The most effective presentation visuals   aren't flashy – they're concise and consistent.

When choosing colors, think about where the presentation will take place. A dark background with light or white text works best in dark rooms, while a white background with dark text is easier to see in a brightly lit room.

Choose your pictures carefully, too. High-quality graphics can clarify complex information and lift an otherwise plain screen, but low quality images can make your presentation appear unprofessional. Unless an image is contributing something, embrace the negative space – less clutter means greater understanding. Use animation sparingly, too – a dancing logo or emoticon will only distract your audience.

Mistake 7: Overcrowding Text

The best rule of thumb for text is to keep it simple   . Don't try to cram too much information into your slides. Aim for a maximum of three to four words within each bullet point, and no more than three bullets per slide.

This doesn't mean that you should spread your content over dozens of slides. Limit yourself to 10 slides or fewer for a 30-minute presentation. Look at each slide, story, or graph carefully. Ask yourself what it adds to the presentation, and remove it if it isn't important.

Mistake 8: Speaking Incoherently

Even though we spend a significant part of the day talking to one another, speaking to an audience is a surprisingly difficult skill, and it's one that we need to practice.

If nerves make you rush through a presentation, your audience could miss your most important points. Use centering   or deep breathing   techniques to suppress the urge to rush. If you do begin to babble, take a moment to collect yourself. Breathe deeply, and enunciate each word clearly, while you focus on speaking more slowly.

Our article on better public speaking   has strategies and tips that you can use to become a more engaging speaker. One useful technique is storytelling   – stories can be powerful tools for inspiring and engaging others. Our Expert Interviews with Annette Simmons and Paul Smith have tips that you can use to tell great stories.

Finding This Article Useful?

You can learn another 140 communication skills, like this, by joining the Mind Tools Club.

Join the Mind Tools Club Today! 
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Mistake 9: Showing a Lack of Dynamism

Another common mistake is to freeze in one spot for the duration of your presentation.

Some presenters feel most comfortable behind the podium. Try to emulate great speakers like Steve Jobs, who moved purposefully around the stage during his presentations.

As well as working the stage, he used gestures and body language   to communicate his excitement and passion for his subject. Pay attention to what your hands are doing – they're important for communicating emotion. But only use gestures if they feel natural, and avoid being too flamboyant with your arms, unless you want to make your audience laugh!

See our Expert Interview, "Winning Body Language," to learn more about body language and what it says to your audience.

Mistake 10: Avoiding Eye Contact

Have you ever been to a presentation where the speaker spent all of his time looking at his notes, the screen, the floor, or even at the ceiling? How did this make you feel?

Meeting a person's gaze establishes a personal connection, and even a quick glance can keep people engaged. If your audience is small enough, try to make eye contact with each individual at least once.

If the audience is too large for this, try looking at people's foreheads. The individual may not interpret it as eye contact, but those sitting around them will.

_
Select a topic to present to an audience (2.1)
My team experiences – team games, residential, community project, work placement, team challenge.

My hobbies and interests
________________________________________________
Identify resources needed for the presentation: (2.2)
Prepare notes to accompany the delivery of the presentation(2.3) 
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Give a Presentation (3.1)
Please attach a photograph here
Photograph Evidence (3.1)
Identify what aspects of your presentation went well (4.1)

Identify what aspects of your presentation could have been improved (4.2)
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A presentation is the process of presenting a topic to an audience. It is typically a demonstration, introduction, lecture, or speech meant to inform, persuade, or build good will. The term can also be used for a formal or ritualized introduction or offering, as with the presentation of a debutante.





A presentation is a means of communication that can be adapted to various speaking situations, such as talking to a group, addressing a meeting or briefing a team.


A presentation can also be used as a broad term that encompasses other ‘speaking engagements’ such as making a speech at a wedding, or getting a point across in a video conference.


3 Reasons Why PowerPoint Presentations Are Still Effective





1. It Engages the Audience’s Minds


Done right, the words and images in your slides can involve and engage your audience the way a print ad can. This makes the selling process interactive, especially if you take renowned author Jim Aitchison’s advertising advice and make use of specific and descriptive words, letting your clients form pictures in their minds.


These are powerful tools that you can use to get your point across, especially if you � HYPERLINK "https://www.slidegenius.com/blog/using-common-values-in-powerpoint-presentations/" �appeal to shared beliefs�.


2. It Can Persuade


Whether you’re advocating a new idea or persuading clients to buy into your proposal, print ads and a properly designed slide both show an effective call to action. Taking time to learn the ropes and design your PowerPoint to complement your pitch is rewarding in itself. But for those running short on time but want similarly effective, or further enhanced output, contacting a professional PowerPoint design specialist can reap endless benefits.


The trick is to keep your visual design simple enough to work with your text (if any).


3. It Gives You Control


As with the pages on a print ad, every slide you make is a chance to make your company and your proposal look appealing. This is why whatever you put in that slide is a reflection of your brand’s image and credibility. With PowerPoint’s ability to link to music, videos, and even websites, you’re in control of what your audience wants to see.





��





Show your Passion and Connect with your Audience





Be honest with the audience about what is important to you and why it matters.





Be enthusiastic and honest, and the audience will respond.





Focus on your Audience’s Needs





While you’re giving the presentation, you also need to remain focused on your audience’s response, and react to that.





You need to make it easy for your audience to understand and respond.





Keep it Simple: Concentrate on your Core Message





Some experts recommend a 30-second ‘elevator summary’, others that you can write it on the back of a business card, or say it in no more than 15 words. 





Whichever rule you choose, the important thing is to keep your core message focused and brief.





Smile and Make Eye Contact with your Audience





Start Strongly





The beginning of your presentation is crucial. You need to grab your audience’s attention and hold it. 





Tell Stories








Use your Voice Effectively





Use your Body Too





Relax, Breathe and Enjoy











microphone, 


overhead projector, 


flip chart, 


computer equipment,


tables, 


chairs, 


room positioning, 


que cards��
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