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Presentation Skills
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Session Objectives

At the end of this session participants will be able to: 

· Prepare, develop and deliver an effective presentation

· Implement strategies to enhance a presentation

· Recognize personal presentation challenges, and learn 
                         methods to correct them
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Guidelines for Topic Selection

· Use what you know
· Find relevance to the audience/occasion
· Avoid topics that are: 

· broad and general

· complex and detailed
[image: image3.wmf]
[image: image4.png]



Identifying the 
Audience and Occasion

	Audience
	Occasion

	
	

	Who are they?
	Is the occasion formal/informal?

	What is their knowledge/level of experience with the topic?
	What is the length of the presentation?

	Could there be any age/gender/cultural biases?
	What resources will be available?

	Will there be language barriers?
	What type of presentation will this be?


Speech Preparation Worksheet
Use the following worksheet to begin the preparation for your speech at 
the end of the Institute. 
*Topic Selection
	Topic:  


*Identifying the Audience and Occasion
Write down characteristics of both the audience and occasion (see page 1 for reference)

                   Audience




Occasion
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*Defining Speech Goals

Complete the sentence below:
At the end of my speech, the audience will:  ________________________________________________________________________________________________________
Development and Organization

This basic outline can be used as a guide to developing and organizing your topic and ideas into an informative and engaging presentation.
I. Introduction

a. Attention-getting opener

1. Ex: statistic, anecdote, or quotation
b. State your purpose: what are you about to talk about? 
II. Body

a. Main Idea #1

1. Supporting point

2. Supporting point

b. Main Idea #2

1. Supporting point

2. Supporting point

c. Main Idea #3

1. Supporting point

2. Supporting point
III. Conclusion

a. Summarize the main ideas

b. Close presentation

1. Restate your purpose of the 
        presentation

2. Thank the audience

3. Provide the opportunity for questions, if 
        appropriate 
Visual Aids

In the table below, note the advantages and disadvantages for each visual aid.
	
	Advantages
	Disadvantages

	PowerPoint
	
	

	Flipcharts
	
	

	Videos/DVDs
	
	

	Handouts
	
	

	Overheard projector
	
	

	Graphs/Charts
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Rules for Visual Aids

#1. Each visual element should be simple.
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Introduction

State the purpose

Attention-getting opener

Main ideas Supporting points

Conclusion

Summarize key ideas Close presentation




           





#2. Information should be clear/concise.
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#3. Don’t let handouts become distractions.
· Distribute handouts at an appropriate time

· Reference the information on the handout
· Ask participants to put handout aside


#4. Talk to the audience …


     … NOT the visual aid.

#5. Practice with the visual aid.
· When will you set up the visual? 

· When will you use the visual?

· How will you use the visual in a meaningful way? 
· Make adjustments as necessary

Checklist for Using Visual Aids:
· Will my visual enhance understanding?

· Is my visual easy to understand?

· Does my visual have a clear title?

· Is there enough information on the visual?

· Is there too much information on the visual?  (Limit PowerPoint slides to 6 lines of text.)

· Is my visual neat?

· Is the print on my visual large enough for the audience to read?

· Is everything on the visual drawn to scale?

· Have I selected the appropriate visual for the size of my audience?  (i.e.:  Flipchart vs. Overhead or LCD)

· Do I have the necessary equipment to use my visual aid?

· Do I know how to use the equipment?

· Will I need other supplies such as tape or tacks?

· Have I practiced with my visual aid?

· Could I give my presentation just as well, if not better, without my visual aid?

· Did I speak to the audience and not the visual during the presentation?
Good Speaking Habits 
Voice

· Speak at a proper rate; not too fast, not too slow

· Adjust the volume of your voice to accommodate the size of the room /audience

· Emphasize key words/phrases by varying your tone

Language

· Define terminology the audience may not know

· Avoid sarcasm, figures of speech, expressions that listeners may not understand

Body Movement

· Use hand gestures to emphasize key points
· Maintain appropriate eye contact with audience members
· Balance your stance – do not shift back and forth

· Avoid handling pens, pointers, markers, etc., when not in use

*To ensure good speaking habits, always practice the delivery of your presentation before you give it in front of an audience. If possible, practice your presentation in front of a mirror or with another person to ensure that you are using good speaking habits and to become more comfortable with the presentation material. 
SPEECH EVALUATION FORM

NAME OF

SPEAKER






TOPIC






Check the items that you feel describe the speaker and the speech.

THE SPEAKER:

_____ Well-prepared



   _____ Used clear and concise language 

_____ Used gestures appropriately                          _____ Spoke at appropriate rate/pace

_____ Observed time limit                                       _____ Maintained good eye contact with audience

_____ Used notes well
COMMENTS:

THE SPEECH:

_____ Topic defined/appropriate
                  _____ Clear, specific goal
_____ Well-organized
                                            _____ Supported topic with main points/supporting 

                                                                                               details

_____ Strong opening/introduction                           

 _____ Appropriate for audience/occasion
COMMENTS:

Notes: 
Use key words


Organize in a logical way


Limit fonts/colors


Use pictures/graphics that ENHANCE the information


 








