Presentation Skills
Hello and welcome to this AAT podcast on Presentation Skills. My name is Tracey Sinclair. 
Introduction
Speaking to an audience of any size can be unnerving; even the most confident of people can feel out of their depth when faced with a sea of faces. Yet presenting is an unavoidable part of everyday business life and the way you present yourself, and your message, can make a huge difference to how you get in in business. 
The need for good presentation skills crops up in so many aspects of our lives. You may need to ask for a rise, brief a group or conduct some training, explain a report or run a meeting, sell a service or product, give a speech or a talk, or lead a team and so on, the list is endless. First impressions count, so do second and third impressions. In virtually every area of work, presentation and communication play a very important role in personal effectiveness. Being a powerful presenter is one way of becoming more effective as a person, but perhaps you think that making an impact is not one of your strengths? Or that establishing a personal presence is something that only charismatic people can achieve? 
Whether you believe you can or whether you believe you can’t, you’re probably right. Negative words and thoughts become a self-fulfilling prophecy because they invade your subconscious and your audience with unhelpful messages. The fear of drying up, making a fool of yourself or failing to find the correct expression will find a way of displaying itself through your body language or through the hesitation in your voice. 
This podcast is designed to tackle the fears that can strike you down by giving you a firm foundation in planning and preparation, helping you to develop your own personal dynamic style of presenting, enabling you to select appropriate and supportive visual aids, helping you to overcome your nerves and handle questions and by giving you the ability to capture and hold your audience’s attention. 

First of all, take a moment to consider, and perhaps even make a few notes around, what makes a good presentation. Now think about the first presentation you can recall undertaking, and make a few more notes. What worked and what could be looked at for improvement? 
It is important to acknowledge and be clear about the aspects of giving presentations that you are already good at, so that you can keep doing them. Then you can focus on two or three areas for improvement at a time and gradually build upon your skills. Let’s look at how you plan and prepare your presentation. 
Take a pen and paper and make some notes on your answers to the following questions. Imagine that you have been asked to give a presentation. As you start to prepare for this, what are the main things that you will need to think of? Your presentation is to take place in the boardroom. What will you need to check out there? You will want to gear your presentation to suit your audience, what do you need to consider here? How will you prepare and structure the content of your presentation? Now let’s look further at the things to consider when planning and preparing. 

Presentation Objectives
Why is it important to have an objective? Your objective is like the beam of a torch on a dark night, it signals the way ahead. It should be specific and not vague, so that you can decide later whether or not you have achieved it. The starting point for your objective will be to ask whoever invited you to speak, unless of course you’re planning the event yourself, why the presentation is to be given. You need to know what ground you are expected to cover, how long you are expected to speak, when you are to start or finish, whether there are to be questions and how you will fit in with other speakers and elements in the event. Are you there to persuade? Sell? Inform or to stimulate thought? Whatever the reason, you need to present in a way that is appealing, so that people are interested and want to listen. So choose one clear purpose and write it out, preferably in one short sentence, for example, to inform staff about new taxation legislation, as this will help to clarify your thoughts.
Audience
The key to success is to please and satisfy your audience, they, not you, must be the centre of the event. You must pitch your talk at the right level for them if you want to hold their interest and attention. Consider in advance how many people are likely to be in the audience and what is their knowledge of the subject? What are their expectations? What is their reason for attending and are there any biases that they might have? What are their likely reactions? Friendly? Sceptical? Hostile? Receptive? 

Environment
If you haven’t used a particular room before, it is always wise to visit it well beforehand to check out the facilities and to familiarise yourself with the room. Check the equipment availability and its location in the room. How does the equipment work and where are the power points? What are the seating arrangements and are there any pillars that might obstruct view? Are there window blinds? Will there be any possible distractions from inside or outside and how is the heating and lighting? 

Timing
Be clear about the time you have available for your presentation. Plan well and stick to the timing on the day. If you can influence the time of day for your presentation, you may like to consider when your personal best time is and when your audience might be most receptive. Try, if you can, to avoid what is called the graveyard shift, ie. immediately after lunch.

Content
Preparing the content of your presentation is important and you need to allow yourself plenty of time for this. Just consider that the BBC allow one hour for every single minute of speaking time. There are five stages to preparing your content; brainstorm your ideas, select and organise your material, illustrate either verbally or visually, structure and sequence the material logically and create the notes from which you will deliver your presentation. 

Brainstorming

Jot down your thoughts and ideas about the subject as they occur. Make mind maps or pattern notes, developing as many parts as possible. The brain is continually analysing, interpreting and juggling into related networks of thoughts and ideas. Mind maps replicate the way that the brain works, enabling you to relate to information more naturally and efficiently. If you’ve not used mind maps before, you may find it a little strange to begin with. Persevere; it is a really useful technique here. Start by taking a plain piece of paper and setting it landscape. Write down the main theme in the centre and then branch out along lines of connecting ideas. Let your mind be as free as possible and don’t restrict your thoughts by deciding where each point should go on a list. Use different colours; even diagrams or pictures to capture your thoughts. After a while, you will have a mass of headings with connections to references, quotations, statistics and illustrations and other relevant information. 
Selecting and organising your material

You will now have far more material than you can possibly use in one talk and that’s fine; just allow your subconscious time to get to work. After a while, you will find that you can more easily decide which is the best line or theme or section of information to take. You will now need to start putting some order to your notes, grouping related ideas together and making links from one idea to another. At this point, you will also need to prune your material, because you will still have too much of it. Select from it the best reasons for your proposition and the best arguments to validate your case. Think about the objective of your talk, your audience, and then what you must tell them, what you should tell them and what you could tell them. Select what is relevant to your audience; be ruthless in your selection, it is better to say too little than too much. 

Illustrating

Think now about how to bring your talk alive for your audience; you can paint pictures with words. Try to quote practical examples and draw upon your own experiences, as these will make the subject more alive to the listener. Use visual aids where appropriate to present images and to clarify your arguments, or to illustrate points. Don’t use them to hide behind, and don’t saturate your presentation with them. 

Structuring and Sequencing the Material Logically.

Your presentation should have an introduction, a middle and an end. Let’s look at the introduction. This stage is often described as tell them what you’re going to tell them. So let’s see how you can do that by looking at what the INTR and O of intro mean.
· I is for impact or interest. Make an impactful start and arouse the interest of your audience. Start off with something that is particularly interesting, unusual and which perhaps they are not expecting. 
· N is for need. Demonstrate the need or incentive for the audience. Make it personal to each one, get them to understand why they need to give you their attention and show them the importance of the topic to them. Be enthusiastic and sincere. 
· T is for title. Give the title of your talk, if there is one. 
· R is for range. Indicate the range of your talk, saying what you will be including, and what you must leave out. Indicate how long it will last and whether or not you will be answering questions and  . . .
· O is for objectives. What are the objectives for your talk? What will they know at the end of it and how do you want them to react to it? Use your introduction to set out the route you intend to take. Indicate what you are going to tell them, signpost and signal. 

The Main Body

The stages of the development of your theme must be clear in your own mind. Only make the points that are essential to your objectives. Give clear signposts and verbal paragraphs. To help you make your points, use examples, analogies and appropriate visual aids. Be sure that your linking summaries are accurate and adequate for the purpose. Don’t labour your arguments with too much repetition, but do illustrate and reinforce your points where possible. Present your arguments so that only the main or important ones are remembered. Your system of priorities is important here.

The End

Tell them what you’ve told them; don’t suddenly end abruptly. Your finish needs to be part of the overall plan. The closing sentences of a well delivered talk will tend to linger on in the minds of your listeners. Capitalise on this, summarise by briefly repeating and restating your main points. Check that you have achieved your objective. It can be useful to restate this. If you have any references or hand outs, now is the time to give them. Answering questions, if you indicated that there would be a time for 
questions, invite them now. And point to what comes next, for example another talk or a refreshment break. End positively by thanking the audience for their time and their interest. 

Notes

Notes are necessary because you can’t always rely on memory, they are a safety net, they help to keep you on track and it’s difficult to rehearse timing without notes. No matter how much preparation and rehearsal has been put in, being faced by an audience makes even the most experience presenters forget their material. For this reason, all good presenters come equipped with a set of notes. Not to read out directly, but to use as prompts. There are four main methods for note taking: highlighted scripts, which are typed, large type face, double spacing. Highlighting key words; record or cue cards, which are small, approximately 2x4 inches, numbered in order, loosely tied with key words and phrases. There are column style notes which are similar to highlighted script but with notes in columns so that you can locate information easily and mind maps, sometimes called pattern notes or spider diagrams. Whichever method you use, the first step is to produce a script of what you want to say. This is used for planning your material as well as helping in the rehearsals and timing of each particular key stage. The notes serve only as prompts; you must rehearse the scripts so that you know what you are going to say. 

Highlighted Script

With this method, you use the actual script with key words or phrases within the text picked out with a highlighter pen. Ideally the script should be typed in large type face with double line spacing to make it easy to read. When using record or cue cards, you identify key words or phrases in the script and write them on a series of small, discrete cards. Punch a hole in the corner of each card, and tie them loosely together. This ensures that if you drop them they stay in the right order. 

Column Style

Some like to use column style format on A4 paper. These are probably best placed on a table beside you so that you can refer to them easily while speaking, rather than hold them in your hands. 

Mind maps are becoming increasingly popular for notes and these can be drawn on A4 paper or on record cards. Your notes should be brief and consist of key words. The level of detail to extend to is a matter of choice. If you have prepared thoroughly and well, you may not need too much detail. The rule of thumb is to use just enough explanation to enable you to put your points over effectively. Too much detail and your notes will be difficult to follow. They should not be read like a script, rather, they should provide you with a set of clear pointers or signposts to steer you through your talk. They must therefore be set out clearly and simply. You can also write timings down, so that you can keep a check on how slow or fast you are. 
Your notes will need to include your introductory points, the main points of your talk, some examples, analogies and verbal pictures that you intend to use to illustrate and points that you wish to emphasise. Whichever method you choose to use, the benefits of using notes are that they will give you more confidence, provide you with a memory jogger as your talk progresses, ensure a logical sequence, demonstrate that you have prepared thoroughly and keep you on track. 

Presenting with Presence and Passion
Presence

Professional performers walk into the room with presence. Your presentation starts from the moment people walk into the room to hear you, or, if they are already there, when you walk on stage to speak. Presence is conveying to an audience that you are present at that particular moment. You are aware of all that is going on around you and this heightens your awareness and that of your audience. 
It is a useful exercise to use your senses, sight, sound, touch, taste and smell, to gain as much awareness as you can around what is happening around you. This alertness creates a form of chemistry between you and your audience, a kind of intuition. It is not a mask, but, in that moment, you are potentially aware of life as it is happening. You are truly yourself and that has a commanding power. You have a right to command such attention. So, stop, breathe, look, listen and feel. 
Use this process to gain your audience’s attention and establish yourself as you begin your presentation. Use it to maintain your presence with them, as this will allow you to react spontaneously to the situation. The more prepared you are, the greater your ability will be to ad lib and improvise. Use the process of awareness again at the end of your presentation, as you cease to be the centre stage. Try to finish your presentation in some memorable way that leaves you and your audience on a high note. Don’t drift into a vague nothingness at the end. 
Passion

Performing with passion is all about being yourself; developing your own personal style of presenting. How your favourite speaker succeeds is not necessarily your path; the best presenters sometimes break all the rules. To get their message across, they may act or talk outrageously and, somehow, get away with it. Success stems from being themselves and not by imitating anyone else. 
Electronic voice scans show that every person’s voice is unique; the nuances, emphasis, timing, inflections, volume and pitch that make you unique. Nor is the voice the only thing that makes you special; your eyes, body, head, hands and feet also play a part. What you say and when you say it and to whom, also add further differences. 
To perform with passion and presence is to recognise this and use it to maximum advantage. You have something interesting to say. There are no boring people in this world, only boring ways of behaving. Just for fun, imagine the sentence, yes we have no bananas. Now imagine it being said by your boss, or by Tony Blair, a supermarket cashier, your best friend or your mother, Jonathan Ross, Billy Connolly or a small child. Now you say it, in the style of your choice. 
Passionate presentations connect with feelings, not the head. They warm, excite, enthuse, amaze and interest us because they stir our feelings. If that seems alien, remember that managers too must influence persuade, convince, gain acceptance and inspire. Connecting with feelings does not mean you have to reduce the audience to tears, make it laugh hysterically or become angry, it means you need to create the right level of emotional involvement for that particular audience. 
Even boring material can be made interesting if your audience understand why you feel so strongly about it. They will listen attentively because they sense that what you have to say is important. It is finding the human element that makes the difference. If you do not care strongly about what you are talking about, why should your listeners? Passion is about caring. Select any effective speaker or presenter and analyse why they are effective. It’s because they really care about what they are saying. They allow their passion to be seen and heard. So, when preparing your presentation, ask yourself, why do I care about this? Why should my audience care about this? 

Delivery
Having prepared your presentation, it’s now time to work on your delivery. What’s important here? Think about and jot your thoughts down under the following headings: words, voice and body language. 

Words

Take a listen to this sentence: further to the announcement on the 28th July 2003, I should like to announce that we have reached agreement in principal, subject to certain conditions on the terms of our financial restructuring with the ad hoc committee of our bond holders pursuant to which the holders of all outstanding notes and debentures will receive in aggregate 98.5% of the issued shared capital of the restructured company, following the restructuring and the holders of our existing capital will receive the remaining 1.5% of the issued shared capital. Awful, don’t you think? 
With your research and preparation work complete, your notes and visual aids ready, you still need to give some careful thought to the delivery of your presentation. Choose words that are simple and clear and that your audience can follow easily. Use every day language, avoiding jargon and technical terms where possible. Make sentences simple and easy to follow, for example say, so instead of consequently, help instead of assist, and instead of in addition to. Draw verbal pictures if you can, for example say, a component as tiny as an ant, rather than a component measuring 2mm2. Say the area is the size of a football pitch, rather than the area is very large.

Voice

Words are important, but so are tone of voice and body language. Research has shown that the words alone make only a small contribution at just 7% to the total impact of our communication. Whereas the tone, pitch and volume of your voice account for much more at about 38%. How you use your voice has a strong impact on how well your audience will perceive and understand you. 
It is not an accident that newscasters have excellent vocal abilities; they know that if people speak poorly people won’t listen to them, they are not as likely to believe them and will possibly make negative judgements about them. You may already speak well, but you can give your presentation skills a big boost by improving your vocal projection, your clarity and fluency and your expression and voice quality. 

Vocal Projection

You must be heard if your words are to be understood and accepted. If you mumble, you may be perceived as lacking in confidence in yourself or in your work. At the other extreme, your audience will not appreciate you booming at them. The best way to improve the projection of your voice is to improve your posture. Stand up straight and breathe properly, your lungs are the bellows of the voice. If you are slumped or curled up, you cannot use your lungs to full capacity and your tone and volume will be impaired. Good vocal projection depends on good breathing, deep, frequent and controlled. 
Here are some suggestions. Talk at a level that ensures you are adequately heard without shouting or straining. If you are talking to a large audience, use a microphone. Stand upright and talk directly to the audience, not to your notes, the floor or the screen. Keep your hands away from your mouth. Talk to the whole audience rather than select a person or area. Remember also to do this when you are answering questions. Increase emphasis on key words. Be careful not to tail off at the ends of sentences. Be sensitive to changes in the environment; if an air conditioner comes on, adjust your volume. If an outside disturbance is very loud, don’t try to talk through it. Repeat all questions, so the whole audience can hear before answering. 

Clarity

Authorities on the voice consider lack of clarity and articulation as the most common vocal deficiency among speakers. Your audience will have a hard time understanding you if your dictation is sloppy, you speak too quickly or muffle your words. Lack of clarity is often due to lazy lip and tongue movements. Some warm up exercises before speaking could be helpful here; exercises loosen the vocal chords and strengthen lip and tongue muscles. 

Expression

Expressive speakers hold audiences, whereas lifeless, monotone speakers lose them. Communicate your message clearly and with passion; use variety, timing, emphasis and tone to add feeling and flavour to your words. Conviction, good material and an eagerness to communicate will usually enable you to express yourself naturally and effectively. Lack of passion, trepidation and poor preparation will impede it. Pace is also important. Hurried speech is one of the most common failings in verbal communication. This may be a result of over confidence, or self-consciousness. If you rush your words, no one will absorb what you say. If you are laboriously slow or long winded, everyone will be bored or asleep before you are finished. Remember to use pauses, because they add emphasis to what you have to say. Yet it is surprising how often people fear them, your audience needs time to reflect and to take in what you say, even if a pause seems like an eternity to you, so stop being frightened of them. Instead, use them to highlight and emphasise key points as they will increase audience interest and attention. Practice and constructive feedback will help you get this right.

Quality

A rich, pleasant voice is more likely to be listened to than one that is thin or grates on the nerves. Raspy, guttural, whiney or nasal voices are often remembered longer than the message itself. You can improve the quality of your voice by exercising your vocal chords, just as you would exercise your muscles for sporting activities. Here are some things you can do to improve the quality of your voice. Practice speaking aloud using tongue twisters, speak aloud before you present, for example, say something before you have to stand up, breathe deeply and slowly, ensure you have good posture, speak in a slightly lower tone of voice, so you don’t sound squeaky at the start, have a glass of water to hand if you suffer from a dry mouth, seek feedback from others about your voice and make relevant adjustments; you can also use video recording for this. 

Body Language

Try to appear relaxed, look at the audience including everyone, maintain eye contact and smile. Be aware of any mannerisms that you may have, cultivate those that add emphasis and improve your performance and discipline those that distract from your message. Watch your audience to see how they are reacting to your talk. Note their posture and facial expressions. Do you need to adapt your delivery by speeding up, slowing down or sounding more enthusiastic? 
Consider your facial expressions. Let your face reflect what you are saying. Maintain good eye contact with the whole audience without staring at them, or scanning over people’s heads. Smile when appropriate. Try to be natural, but think also about your gestures and movements. Be aware of distractions and of over or under using your hands and gestures. Don’t slouch, rather stand upright using an authoritative stance. Move, when appropriate to do so, but be careful of pacing up and down. Control nervous movements, for example, tap dancing, playing with keys in the pocket, twiddling with hair or pens in the hand. 

Handling Nerves

You may get the shakes when asked to stand up to give a presentation for the first time and this can lead to a loss of control. You may feel like running away. It is a highly personal experience, but don’t think you’re the only person to experience it. It is extremely common. 
Professional actors and actresses often get stage fright, although they learn to conceal their nervousness. Symptoms of nervousness include things like: increased heart rate, trembling and sweaty palms, butterflies in the stomach, feeling nauseous, dry throat or shaky voice, forgetting what you want to say, blushing and stuttering, awkwardness, becoming tongue tied, fast gabbling speech, verbal fluffs of ‘er ‘or ‘um’ and fidgeting with spectacles, hair, pens, ear lobes and foot tapping. 
There are three main reasons why you might typically feel tense or nervous. One is a lack of knowledge about the topic, the second is insufficient preparation and the third is a lack of confidence because of inexperience in giving presentations. Star presenters are like swans, they float calmly, confidently and serenely on the water. Underneath, their webbed feet are paddling madly, but this is unseen. Similarly, you can project a serene and relaxed image, while experiencing turmoil inside. Remember, you never look as nervous as you may feel inside. 

In any case, nervousness is a real asset. It is bottled up energy which can bring vitality, enthusiasm and inspiration to your presentation. Use it positively. Let the energy flow through your body. Welcome it as a power to harness and channel your performance. In fact, the symptoms of nervousness are the same as those as excitement, even being in love. If you tell yourself you are nervous, you’ll only reinforce your fear. Think of yourself as being excited, that’s why you’re short of breath and your knees have gone wobbly. Refrain your experience; view it differently because this will help you to use it to best effect. Use your nervous energy to create positive mental pictures; imagine yourself outstandingly performing. Visualise yourself looking confident, radiant, engaging with your audience, handling questions well, demonstrating enthusiasm, picture yourself as a star presenter. Everyone has butterflies; you simply need to get them to fly information. 
Act like a PRO. PRO being Practice, Relax and Operate positively. Practice by rehearsing, perhaps in front of a mirror and by seeking constructive and supportive criticism from a respected fellow trainer or friend. Relaxation is not achieved by simply doing nothing, you need to do some positive physical action to achieve a relaxed, tension free or tension reduced, state. To relax, you need to perhaps do some relaxation exercises, breathe slowly and deeply beforehand and think of an image you find calming, stand tall yet relaxed with the full support of two feet. Finally, operate positively. Make sure you introduce yourself positively and avoid putting yourself down. Project a friendly and sincere image and smile. Try to act more confident than you feel, look at your audience, speak clearly and don’t mumble, vary the pitch and tone of your voice, check the rate of speaking, use pauses positively and don’t gabble. Control your gestures and avoid distracting mannerisms, acknowledge and respond to the reactions of your audience and refer to your notes to keep you on track and end positively. 
Dale Carnegie says all speakers, no matter how experienced, feel slight nervousness before they start to talk. Nervousness can be an asset; it is bottled up energy. Once a speaker gets into his talk, gets excited and animated, this nervousness releases itself in effective energy.

Handling Questions
Decide on your question policy and then be sure to tell your audience in the introduction what the policy is. Are you going to allow time for questions at the end of the presentation or time for questions at the end of each key point, or could people interrupt you with questions at any time? 
If you are going to allow interruptions at any time, you will need to consider how questions will affect the rest of the presentation and be very disciplined with the time. If you are interrupted with a question and know that you will be covering the topic later, you can say that you will address the question later and note it down, so that you don’t forget it later and leave the person short-changed. Or, you could choose to answer it briefly and cover it in more detail later on. If you have chosen the option of setting aside a question time, recognise that it can sometimes feel uncomfortable when no one asks anything. If this happens, be prepared to wait. Someone will usually say something eventually. You could also restate a provocative or controversial point from your talk, or, you could ask the audience a question or for their views. 

If you know someone in the audience, you could ask them to start the questions for you. If so, it is best to ask them to do this beforehand. When you get a question, you need to distinguish the genuine useful question from the distracting unhelpful one, in terms of keeping control and achieving your objectives. Don’t prejudge a questioner or a question, be polite, be patient and explore the point. If you do not know the answer to a question, say so and offer to find out. The following formula can be useful to follow because it allows you time to think of the answer as you repeat and check. First, thank the questioner. Repeat the question, using the words of the questioner or your own words. Answer the question. Check the questioner is satisfied and thank the questioner again. 

Visual Aids
In everyday life, we come across audio-visual aids all the time. Road signs, posters, visual displays, TV programmes, illustrations. They are powerful tools that can add value to your presentation. Imagine standing in front of a group, trying to describe something they have never seen or heard before, it’s difficult, sometimes impossible, to convey new ideas and unfamiliar information using words alone. 
For words to have meaning, they need to relate to personal experiences or known concrete objectives. Visual aids overcome this problem by providing a vivid and instant picture that the audience can relate to. There are many advantages to using audio-visual aids, they arouse interest, relieve boredom and mental fatigue, provide a focal point, increase attention span and concentration levels, they reduce talking time, facilitate perception, add variety, provide an accurate impression of the concept or idea and supplement description and assisting an explanation. They also illustrate relationships, simplify the complicated material, stimulate the imagination and encourage deeper thought from the audience, consolidate what has been learned and promote memory retention. However, it is important to select appropriate audio-visual aids and not to use them just for the sake of it. Visual aids don’t make a presentation; in fact, many presentations don’t even need visual aids at all. 
What makes visual aids effective? They best work when they are used to supplement or reinforce your explanation and to help you overcome the limits of language. They should provide a shared experience that you cannot convey vividly and realistically using words alone. As the saying goes, a picture paints a thousand words. They also work best when everyone can see and read them easily. Check that your visual aids are readable by standing at the back of the room. Audio-visual aids need to be large enough for your audience to be able to see them with ease and should display the minimum amount of detail. Cluttered or busy audio-visual aids only serve to confuse and distract. They must therefore be used with care and consideration. Make sure that yours enhance the message, rather than detract from it, and are always attractive to the eye, colourful, clear to read or hear, concise and uncluttered, consistent in appearance and neatly and carefully produced. If using a flip chart, a drawing can be made in pencil first and in pen later. If you need to leave the projector on for long periods, consider using a dark background with text in white or light colours; this reduces glare and therefore easier on the eyes. 
Tips and Techniques

Here are some tips and techniques for using audio-visual aids effectively. 

General Tips

Maintain eye contact with your audience. Be careful not to get in the way of the audiences vision. When writing, use lower case as this is more easy to read, unless your writing is extremely poor; save capitals for titles or emphasis. Ensure text is large enough to be read easily from the back of the room. Maintain good contrast, dark on light or vice versa, so that the material shows up well. Remember, some of your audience may be colour blind and that the colours red and green are the most commonly confused. 
Keep words to a sensible minimum; maximum seven words to a line and seven lines to a page. Position key material centrally. Illustrate one key point only per audio-visual aid. Use colour variety, underlining, emboldening and boxing for emphasis. Avoid using more than three different fonts. Number your visuals for easy identification and assemble in correct order before use. 
Check all equipment before use; the more technical and complicated it is, the more likely things can go wrong. Ensure you are thoroughly familiar and competent in using the equipment, including remote controls. If in doubt, ask for technical help. 
Too many different types of aids in one presentation will be difficult for you to coordinate and may distract your audience. Avoid using too many visuals, as these will overload and tire your audience. 

Flip Charts

Check stand for stability, and adjust the height if necessary. Consider using a flip chart with squared paper to help with layout. Ensure that you have enough paper, keep a spare pad and a good supply of working pens. If you are also using a whiteboard, only use dry wipe pens to avoid nasty mistakes. If you want to draw complicated diagrams or a chart, draw the outline in pencil beforehand. Your audience can’t see your template, and you’ll amaze them with your artistic skills. 
Only write in points, and not full sentences. And don’t hug the flipchart stand for moral support. Use paper to mask information and expose it gradually. Blue tack works well for this. Use pencil notes in the corner of the flipchart to remind you of key points. Your audience will not be able to read what you have written, and your notes will give you confidence that nothing will be forgotten. Fold the corner, of the flipchart, or add a tab so that you can turn to particular pages quickly. If you’re right handed, position the flip chart to your left to make it easier to write on and vice versa. When you’ve finished discussing what’s on the flipchart, turn over to a clear sheet of paper, so that your audience is not distracted. 

PowerPoint

Investing in a radio controlled, rather than an infra-red, remote mouse is helpful. This allows you to walk around the room and change slides easily. Print your presentation in outline view, so that you know which slide is coming next. You can then easily move between slides if necessary. Beware of adding too many bells and whistles. Only use a slide to add value, not to show off your PowerPoint expertise. Avoid standard clip art, if you wish to add the visual element, buy a CD-ROM of clip art and customise a picture. Allow ten times the amount of time you think you will need to produce one slide.

Whiteboards

Write, then turn and face your audience. Always plan what you intend to write; don’t allow the board to become a scribbling pad. Where possible, stand to the side of the board when writing. Consider using magnetic material for variety and added interest. If your whiteboard is on a stand, you can prepare some material in advance and flip it over to save time. Use only dry wipe pens. If you accidentally use permanent pen on your whiteboard, remove it using methylated spirit or write over the mistake with a dry wipe pen, then wipe the cloth with a board rubber. Invest in an electronic whiteboard if you can, this will enable you to produce A4 copies of whatever has been written on the board. To ensure your lines are straight on the board, move your feet as you draw. Check lighting, shadows and glare. 

Video

Try to show films in the morning, rather than during the graveyard shift after lunch. If you need to comment at a particular point, pause the film rather than talking over it. When using film clips, note counter stop start points. And ensure the counter is at zero when you start the film. Viewing may be better if the lighting is slightly dimmed and remember that any commercially produced film may not be 100% suitable or relevant for your audience. Select from it what you need, if this is the case. However, a well-chosen film can greatly enhance a presentation. 

Hand-outs

Reinforce the message by summarising your presentation on a hand-out and not just a copy of your slides,  workbooks and manuals. Support materials should be simple to follow and inviting. This type of material can be useful to keep audience attention and for them to retain the information provided. However, you need to be careful that they do not become a distraction during the presentation. 

Finally

Let’s take a brief look at how you might handle some presentation headaches. 

· What about the interrupter who jumps in before question time? Well, you could answer, taking care not to get side-tracked, you could answer and ask that other questions what until the end or you could ask the interrupter to wait until the end. 
· What about unclear questions? You could rephrase the question, for example, may I just clarify with you, you are asking . . . and check the questioner is satisfied with your interpretation.
· Multiple questions; a lot of different questions all at once. Take each part separately, and specify which bit you are answering. 
· Irrelevant or repeat questions. Accept politely and answer briefly.
· The arguer who attacks your case, usually by making a challenging statement. Don’t get involved, convert the statement into a question and answer it and try to find something in what is said that you can agree with. 
· The attention seeking or send up questioner. Accept politely and answer briefly.
· And finally, the inaudible question. Go to the questioner, repeat the question so that the whole audience can hear, or ask someone to repeat it for you. 

Here are the golden rules. Always be polite. Never reject the questioner. Build on constructive questions. Control unconstructive questions. Answer briefly but avoid a simple yes, no answer. 

This ends the podcast on Presentation Skills and thank you very much for listening.
