Presentation Skills
The key question to be asked about a presentation is:

“Has the presenter communicated well an appropriate message?”
So both delivery and content matter.

Delivery

Communication is made through the voice, eyes and body but starts with having the right attitude. You must want to communicate your message and be interested in your audience receiving it. This means that you have to watch for and listen to the response you get from the audience as the presentation progresses and adjust your delivery accordingly.

Before you open your mouth you start communicating. The way you walk to where you are going to stand, the way you stand and move about, and how you look at your audience even before speaking will have told them a great deal. You will have generated enthusiasm and interest, or told the audience to “switch-off” before you have said a word.

Factors to remember with body language include:

Aim for

· Movement suggestive of being at ease, alert and businesslike but comfortable with the situation.

· Friendly, open body stance, facing the audience (not the OHP or the camera or one particular member of the audience).
· The occasional smile, at least at the beginning and end of your presentation. 

Avoid


· Being too static - suggesting nervousness.

· Too much movement - it will be distracting.

· Particular mannerisms, e.g. fiddling with a pen – it will be distracting.

· Looking too laid back – it appears you don't care, even if it results from nervousness.

· Hiding - avoid having a table between you and the audience; it is suggestive of a barrier between you and them. This may be unavoidable, but you can often stand to one side.

· Letting your notes obscure part of your face.  If you are on a platform, consider the angle from which the audience will view you.

Eyes
Aim for

· Engaging your audience with your eyes before you start to speak.

· Glancing at your notes when necessary and then focusing on the audience before you resume speaking.

· Looking at different parts of your audience from time to time, not just the front row.

Avoid

· Keeping your eyes glued to your notes/reading them.

· Looking into some vague space above the audience.

· Having to put spectacles on and off to focus between reading and distance.

Voice

There are four factors to note:

· Clarity

· Volume

· Pace

· Intonation.

Clarity
In everyday conversations people pick up clues to what you are saying from watching you speak as well as listening.  At a distance, as when you are giving a presentation, you need to pay extra attention to the Cs, Ts, and Ds at the ends of words to ensure you are understood.

Check beforehand any words you are unsure how to pronounce, and practise saying them out loud. This is also important when you have to introduce someone with an unfamiliar name.

If you have a strong accent, check your audience understands you. You should be able to judge this by observing them. You may need to speak more slowly to give them time to adjust to your speech.

Volume

Your audience needs to hear you but you should never shout.  Practice helps you judge the right volume.

If you are likely to need a microphone, learn how to use it, and practise if possible.  With a microphone you should be able to use a normal level of speaking voice in any size of venue.

Be careful that you don't get quieter as you go along, particularly trailing off at the end of sentences, this is a common failing.

Pace

You need to speak more slowly when you are talking to a large group. 

If you are using OHPs, give people time to assimilate them before moving on.

If you expect people to make notes, give them time to do so.  You can see if a lot of people are still writing and pause for them.

Intonation

Intonation is about the rise and fall of pitch in the voice. Some voices are very flat and easily become boring, others are very sing-songy.

It is hard to alter your natural voice; normally when we hear ourselves speak we are getting the vibrations that make up the sounds not only through our ears but also through the bones in our heads.  You will get a better impression of what you sound like to other people if you listen to a recording of your voice. 

A good public speaking voice will have varied but not exaggerated changes in pitch.

Content

The content of your presentation depends on the audience and the occasion.

There are two principal factors to bear in mind, structure and detail.  These will often be dictated by or dictate the time available for the presentation.  

A presentation needs a beginning, middle and end, and the audience needs to be led through your message in an appropriate sequence.  Introduce what you are going to say, say it, and then briefly summarise the main message you are communicating.

Sometimes when we are reading, if there is something we don't understand, we go back and re-read it. This facility is not available to your audience so you must keep watching them to see if they are still following you, and if necessary reiterate what you have said.

How much detail, and how many illustrative examples you use will depend on audience and circumstances. Unless people are taking notes, it is wise not to give too much detail as it won’t be easily assimilated or recalled. If people do need to take notes because of a necessary level of detail, you must give time for them to write. Putting key words on an OHP and summarising what you have said from time to time will help note takers.

Length 

The length of the presentation will depend on the circumstances but it needs to be prepared to last a particular time.

You will need to time yourself in rehearsal until you have enough experience to judge the timing of the delivery. Most people underestimate how long their presentation will take.

Decide if you are going to leave time for questions and prepare for what these might be so you can give answers in the time you have allowed. It is usual to limit the time allowed for questions.

It is as poor to have a presentation too short as too long but never just ramble on to fill up the time. Your audience will know you are rambling.

Visual aids

Visual aids provide a focus for your audience and if they are good they will aid concentration and information retention.  They include overhead projector acetates (OHPs), flip charts, slides and videos, some of which can be built into multimedia presentations, but the principle remains the same, they should aid your presentation not distract from it.

Make sure you can handle any visual aid equipment properly.  Unless you have professional facilities you have learned to use, use only what you can manage yourself and if possible practise the handling beforehand.

Always check how the visual aid appears to the audience by looking at the screen to check size, focus etc. 

If you are using a remote control slide changer make sure the correct picture is on the screen at the right time.

Ensure you leave visuals up long enough for people to read them or take notes.

Notes for OHPs

· Use them for key words and for graphical/ pictorial information to illustrate what you are saying.

· Avoid too many colours: they often project poorly.

· Use a large enough print/font, about 20 point or larger and bold.
[This is an example of 20 point bold print.]

· Good OHPs can be produced using a word processor and either putting special OHP film through the printer or printing an ordinary hard copy and photocopying it onto special OHP film. You must only use OHP film designed for these techniques or you will ruin the printer or photocopier.  Facilities for this technique are available in SAVO & SCCF.
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