Presentation tips and tricks

Presentation overview

· Start

· Ask a question you know the audience can’t answer (OPTIONAL)

· Tell them what you are going to say

· Tell them how you are going to say what you are going to say

· Tell them you will answer questions at the end (OPTIONAL)

· Middle

· Say what you want to say

· End

· Tell them you have said what you wanted to say

· Say it again quickly

· Ask for questions and answer them (OPTIONAL)

· Leave

Planning

· Things you need to know

· How long do you have to speak for?

· Who will be listening?

· What facilities can you use?

· laptop, projector, OHP, sound, microphone, whiteboard, chalkboard...

· Content

· On a blank piece of paper, write down everything you want/need to say

· Put the ideas in a logical order

· On cards, write key words for each idea for your Middle section

· On two more cards, write key words for your Start and End

Before you start... 

· Run through your presentation a few times

· Check you remember your stuff

· Check the time each idea/card takes

· Go to the toilet! 

· Look in the mirror, smile and laugh

· Say ’What am I doing here?’ and laugh ’Ha ha ha!’

· Say a trigger word a few times

· Open your mouth as wide as you can a few times

· Relax your facial muscles

· Exit with a smile


Working as a group

· Divide time by ideas 

· Each speaker has one or two ideas to talk about

· Best speaker can do Start and End

· When each speaker has finished own section, hand over to next

· Now, I will hand you over to ..., who will talk to you about ...

Doing it

· Body language

· Stand tall and straight, look confident

· Walk around if you want, even into audience

· Do something with your hands

· Make gestures

· Point to board

· Eye movement

· Find a triangle of people to look at – switch between the points

· Left front

· Middle back

· Right front

· Use visible pointers

· Write or project key words, as you say them, eg...

· Structure of your presentation (eg, 3 main ideas)

· Important names, places and dates

· Each idea as you start it

· If you have an assistant, they can do it

· Do not write or project too much information onto board

Absolute no-nos

· Do not say sorry at the start 

· Make them think you are an expert

· Do not say sorry at the end

· Pretend you know more, but that’s all they’re getting!

· Do not let any of the listeners take over

· Questions at the end, please!

· Do not let your listeners read instead of listen

· Only put key words up for them to see

· Do not run out of time or finish early

· Both are bad, so plan your presentation to the second...

· Do not stand in an awkward way, looking down at your notes or your feet

· Do not read!

