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Presentation Skills and POWERPOINT SLIDES
Outline of session

In this session we will look at how to prepare a presentation, including how to structure a presentation, what to consider when preparing PowerPoint slides, and how to deal with nerves. By the end of this session, you should be able to prepare a short presentation along with a visual aid. 
Oral presentations

An oral presentation can be to a small group of fellow students who are well known to you, or to a large group of people who you have never met before. Whatever the situation, the processes you must go through in terms of preparation are the same. 

Setting your aims

What is the purpose of your presentation? 
What are you hoping to achieve with your presentation? 
Is the presentation to inform, train, persuade, entertain, or demonstrate?
Being clear about its purpose helps you to decide what it include or omit, and what approach to use. 
For example: 

If the presentation is to inform or explain, it helps to have a logical order and to use examples and analogies. 

If the presentation us to persuade it helps to be convincing, to use evidence and show enthusiasm. 

You must also set your aims before you begin to prepare any presentation and you must also consider your audience’s objectives – 
Why do the audience want to listen to your presentation? 
What are they hoping to gain from listening to you?

Researching your audience

To pitch a presentation correctly, you should consider the audience, consider for example, their level of knowledge – 
What do they already know about the subject that you are going to talk to them about? 
What will be new to them? 
What interests your audience – do they have any subjects that they care passionately about? 
Will anything you are going to say alarm them? 
What is the benefit to the audience of listening to your presentation? 

Once you have considered these points you can begin to choose what you will say and show in your presentation, knowing that it will be of interest to most of your audience. 

The presentation structure
The start:
The audience should go away with a clear understanding of what has been said. Firstly, tell the audience what the presentation is about; then tell them what the aims are; if necessary, set the scene for the presentation – perhaps there is some background info. that you need to relay to the audience; grab their attention with an opening hook phrase (example of hook phrase: ‘Every year, billions of animals are made to endure atrocious cruelties and barbaric deaths via the ways in which they are treated in the meat industry’). 
The main part:

Tell them about your subject in detail

Tell them logically

Tell them in a language they understand

Tell them vividly

Use examples to highlight your points
This main part should back up all the claims you made at the start and should clarify your message and develop your arguments. Try to link each of the points you are making so that your presentation moves smoothly from one point to the next. If you feel that some of the points you make are difficult, try use visual aids to clarify them (such as PowerPoint slides – see below).  This also breaks up the presentation and allows the audience to concentrate on something other than the speaker. 

The end:

Summarise – tell them what the most important points of your presentation were.

Ask for questions. 

Answer questions where appropriate. 

Ask the person to repeat the question or rephrase it if you do not understand it. Do not be like a politician and try to deviate from answering the question. Focus on the question and try to provide an answer for the audience. If you cannot answer a question, just say so. That is fine.
As you come to the end of your presentation, a feeling of relief may sweep over you and there may be a tendency to rush the last words and the stop too suddenly, leaving the audience surprised that you have stopped. Try to continue speaking at an appropriate pace and begin to wind down so that the audience can tell that you are coming to an end. 

Most importantly – practice your presentation – go over it out loud at least THREE times. And keep within the time limit – time yourself when practising. 

REMEMBER – FAIL TO PREPARE, PREPARE TO FAIL!

Preparing your script:

There are several ways to prepare a script:

1. Some people use a full written text, and then rehearse from that text, and use the script when presenting, reading from the full script or improvising.

2. Cards – could put each point on a card with notes.

3. Could use PowerPoint slides if you wish, together with cards, or a full script.

4. Could use notes under bold headings on sheets of paper – you could make a note of how long each section should last. For group presentations, make a note of who is covering what. 

5. Improvise – this is not recommended, even if you know you subject matter inside-out. For many people, no matter how much they know their subject, nerves can be sufficient to make this method fail. Even the best speakers prepare and PRACTICE, PRACTICE, AND PRACTICE AGAIN. 
Dealing with fear 
Glossophobia: the fear of public speaking. 

Being well prepared is the best way to deal with the fear of presenting, but there are other things you can do:

· Run through your talk the day of the presentation.
· Go to the room in advance (before the audience) and get a feel for the room you’ll be using. 

· Take time to relax before the presentation (breathe deeply and circle your shoulders to reduce stress-build up). 

· Avoid caffeine; it will increase your heartrate making you feel more nervous.

· Have a snack just before the talk so that your blood sugar is stable. 

· Carry backup – technology can fail.
· Avoid making jokes (not a hard and fast rule but best followed if nervous). 

· Avoid negative thinking – think positive and talk positive!
If you just cannot overcome your fear the first time, do not give up. Keep trying. In time, the fear will become milder, making you nervous rather than afraid. Contribute to class discussions to get used to speaking in front of people. And remember, most people feel nervous when giving presentations, even the best orators; you may not be able to get rid of the nerves or anxiety completely, but you can overcome the fear. Indeed, anxiety is normal, and the adrenaline will help you perform. 
Consider other ways to overcome your fear. Join an amateur dramatics class or something similar. This is not a joke – it works if you persevere. If you have a job in mind that involves giving presentations, then you will just have to tackle your fear head-on. The best place to do that is here at University, in a supportive, learning environment where there are other students who feel the fear as you do. Take the opportunity while you can! 

Other things to consider 

- First impressions last. Check your appearance and try to look tidy / smart. It will make you feel more confident, too.

- Monitor your behaviour and avoid nervous mannerisms if you can.

- Do not swear. Be polite.

- Take a bottle of water with you to avoid dehydration. Being nervous can make your lips very dry preventing you from speaking properly. 
- Do what you can to manage nerves.

- When speaking, keep looking up at the audience.

- Consider whether there are specific things you need to do the presentation and / or get to the room. For example, do you have a disability that means you need a certain set-up in the room? If necessary, speak with the organiser beforehand. 

- Feeling panic is a normal part of fear but remember that good preparation is essential to being able to overcome the fear. 

Preparing PowerPoint Slides
While slides can be useful as a visual aid, it is worth remembering that that is what they are / that is what they should be used for. That is, standardly they are to be used as an aid – not a replacement – for a well-prepared presentation. That said, for some disciplines, images will be central to the presentation. In such cases, well prepared slides with images are very important.
Not all presentations will call for the use of PowerPoint slides. But some will, and they provide an easy way in which the speaker, in terms of her topic, can engage more than one of the audience’s senses (hearing AND sight, that is). Indeed, in enabling the speaker to engage the audience’s sense of sight, such slides can make the talk more interesting and engaging for the audience. Basically, the audience has something other than you to look at; and this, in and of itself, can help the audience remain focused on the topic. Moreover – and importantly - if we team that focus with ‘slides that work’ then PowerPoint slides can (if done well) stand as a good visual aid for recall. 
Visual aids

According to various studies, we can effectively recall 20% of what we hear; 30 % of what we see; 50% of what we hear and see; and 70% of what we do. 

Visual aids should be relevant and support what you are saying. When designing slides, think…

· BIG

· SIMPLE

· CLEAR

· CONSISTENT
BIG

Avoid using a font size that is too small. 28 or larger is recommended. This is 48 point. Consider that this must be seen from a distance. It works much better than this font that you are now reading, which is 28 point (this is often used by presenters but far too small to see if you are sitting at the back of a lecture hall). 

In terms of images, using one big image on the slide can be more effective that many smaller ones. 
SIMPLE

Use the 5 by 6, or 6 by 7 rule: 
· use no more than 5 lines of text, with 6 words in each line; 
· or 6 lines of text, 7 words in each line. 
Less is more. 

MAKE IT CLEAR AND CONSISTENT
The colour you use can improve retention by 20%. Use 2 or 3 colours, and use a colour code, but be consistent with colour combination. And… think about your audience – for example, ivory / cream on a dark background is best for eye strain. 
A mixture of upper- and lower-case letters is easier to read and takes up less space on the slide THAN USING ALL UPPER-CASE LETTERS.
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