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Tips for a Good Presentation is divided into two parts: (1) Preparation and (2) Presentation.

(1) Preparation
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	Good Subject Knowledge

· know your topic that you are presenting

· be prepared to answer questions that are not directly

· organize notes (index cards or PowerPoint slides)




	Logical Flow and Staging

· have an introduction, body & conclusion

· make presentation easy to follow

· use signposts to guide your audience of the flow of your presentation; for a list of signposts, go to:
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              http://www.englishclub.com/speaking/presentations-lang.htm
	Visuals





	Visuals are a good way of providing a “hook” to keep your audience with you during the presentation. It provides extra stimulus to the audience.

The two most common forms of visuals: the overhead projector (OHP) and PowerPoint.  Below are some basic rules for using PowerPoint:




PowerPoint Presentations
	


	Remember: 

Do not let your visuals BE your presentation--they are there as support material. Otherwise, why do you need to be there? ( 

	

	Content 

· start with a slide a minute (2 mins. maximum)


	

	Word Limit

· a good maximum number of words per slide is 15: there are obviously situations where this can be increased

            (e.g. quotes, etc.)
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Eye contact with your audience is important, and if you put too much reading on the slides, then your audience will be reading and not listening to you.

	Contrast





	Colors that you use are very important! 

· make sure there is good contrast between background and the text

· use one style and color throughout your presentation 

Tips for background color: Beige          

	 Size

· make sure it is easy to read

· use fonts--Arial, Times New Roman or Comic Sans

· go to the place of presentation (if possible) and project your slides on screen
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	Graphics

· use graphs, charts and pictures if possible 

· practice delivering your presentation using these graphics
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	Relevance to Audience

· know your audience

· predict what they know and

· predict what needs to be explained 

· ask yourself: “Is this part interesting?” “Is it easy to understand?”
· prepare question(s) to ask at the start of the presentation to get them involved. 

	[image: image11.png]





(2) Presentation

	


	Eye Contact: essential for a good presentation

· try to look at all areas of the audience

· move from side to side to change focus for your audience (do not move too much-you do not want to look like an animal in a cage!)

· pick at 2 or 3 people from different sections as gauges during your presentation

· for video recorded presentations, look at the camera and your imaginary audience throughout the presentation




Clear Gestures


Gestures are a crucial part of any presentation. Research has proven that over 70% of communication is non-verbal. This also includes intonation. Using gestures help emphasize what you are saying.

	


	Gestures should be:

· firm and short to be effective

· non-distracting: scratching your head, tossing chalk back and forth or twirling markers

Gestures are cultural. Know your audience, and research about gestures that may be offensive to them (see Michael Jackson insert).




    Some gestures to watch out for: thumbs up, “O.K.”, palm back “V” sign, display of the open palm, etc. These gestures are offensive in some parts of the world. 

	


	Voice

· is another “hook” for your audience

· use a variety of intonation and pitch to help gain audience attention


	




	


	Pace of presentation needs variety.  It has a clear link to Voice. Speeding up signals the audience that the information given is not essential; slowing down does the opposite.
· make use of pauses; this also signals you are saying something important and often times the audience gives you eye contact



	Timing

· be aware of your start and finish time

· give time for questions your audience might have at the end of your presentation  
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	Confidence

    A confident presenter is much more believable than an unconfident one. It is therefore important that you are confident in what you are talking about, so good subject knowledge (the first tip) is essential.

    The more presentations that you give, the easier it becomes and the more confident and believable you become.   
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Evaluation                       Presenters: ____________________________
Comment on the following:

1. Are the presenters prepared?

2. What kind of visuals do they have?

3. How does the audience interact with the presenters? Are they listening?

4. Do the presenters make good eye contact with the audience?

5. How about gestures? What gestures are used? Are there any unusual habitual movements?

6. Are the presenters speaking loudly and clearly?

7. Is the presentation too fast or too slow or just okay?

8. Do the presenters show confidence in presenting their topic? 

9. Did the presenters finish on time? Were they able to cover everything?
Continue at the back for your notes(
