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When you have completed this workbook you will be able to define the key concepts 

associated with Presentation Skills and you will be able to: 

 Identify the main obstacles to effective presenting. 

 Describe the nature of the process behind being able to effectively present 

information to an audience. 

 Explain a range of presentation tools and techniques. 

 Use these techniques to build a process that will ensure professional 

presentations designed and delivered on a consistent basis. 

 Explain the benefits of having a professional approach to presentations in the 

organization irrespective of the target audience. 

NOTES 
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Presentation Skills and the Organisation 
Presentations are a part of most managers’ lives in today’s organisations. 

It is crucial that staff can present professionally.  An organization which has poor 

capability for effective presentations can be damaged because: 

 Lack of professional presentation to customers can lead to loss of revenue - 

both actual and prospective. 

 Projection of a poor corporate image 

 
Why Presentations? 
Presentations allow you to 

 Show how strongly you feel on a topic. 

 Gauge the audience reaction and get feedback in real time. 

 Use a method that engages the eyes and ears of the audience. 

 Interact with the recipients of the information 

 
Exercise:  What are the primary reasons for presentations to be made in your 
organisation?  What makes them good and what makes them bad? 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Communicating 
Presenting is about getting a message across to an audience. How well the message is 

transmitted is heavily dependent upon the effectiveness of the presenter.  Problems 

with the communication process can arise due to the 

 Sender - the presenter. 
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 Channel - the actual presentation 

 Receiver - the audience 

 
Barriers to Effective Presentations 
Barriers can be listed as 

 Complexity 

 Jargon 

 Visibility 

 Poor sound 

 Bad listening 

 Prejudice and bias 

 Lack of clarity 

 Level of the audience 

 Timing 

 
Eliminating Barriers 
Barriers can be reduced or eliminated by thorough preparation.  Guide the preparation 

by asking: - 

 Who is the presentation for? 

 Why is the message being communicated? 

 What exactly is the message being communicated? 

 Where will the presentation take place? 

 When will the presentation take place? 

 What do I want the audience to think, feel or do at the end of the 

presentation? 

 
Exercise:  Identify the main barriers to effective presentations that affect you.  How 
might you reduce or eliminate them? 
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Bad Habits

 

The Presenter - Managing First Impressions 
For a presenter - the first impression an audience has is dependent upon two main 

attributes 

Appearance 

 Grooming 

 Clothes 

 Surroundings 

Behaviour 

 Attitude 

 Communication style 

 Professionalism 

 
Exercise:  As a presenter, identify your strong points and your weak points.  Outline 
how you might overcome your weak points. 
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Rapport  
Rapport building is important: 

 Appropriate tone of voice 

 The look on the presenters face 

 Posture 

 Distance 

 Eye contact with the audience 

 Gestures that reinforce the relationship with the audience 

From the presenter’s perspective their body language must not be seen as incongruent 

to the overall message. 

Using the Voice 
The voice carries messages that are not defined by the words used.  This is called 

paralanguage: 

 Vocal quality 

 Volume 

 Pitch 

 Rate of speech 

 Enunciation / accent 
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 Pauses 

Most people will respond to a voice that is 

 Interesting 

 Friendly 

 Pleasant 

 Natural 

 Alert 

 Distinct and clear 

 Expressive 

All these are defined in the paralanguage. 

Exercise:  Analyse your own voice – how would it score on a scale of 1 to 10 for each 
of the characteristics listed above? 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
The Face 
Facial expressions are an integral part of any presentation as they communicate: 

 Emotion 

 Attitude 

 Feelings 

As a presenter, you need to make sure that your facial expressions do not detract from 

your message. 
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Eye Contact 
Eye contact can be used to establish 

 A level of trust 

 A level of understanding 

Points to note: 

 Use ‘calm’ eye contact, not rapid glancing 

 Do not stare at one section of the audience 

 Let your eye contact flow over the entire audience 

 You cannot have eye contact if you are looking at your visual aids! 

To use eye contact effectively the presenter must: 

 Know the material 

 Establish a personal bond with the audience 

 Monitor visual feedback and act on it. 

 Feel comfortable looking at the audience. 

 

Using Visual Feedback 
Take in non-verbal messages that the audience are sending and act on them.  If the 

audience is not looking at you: 

They may be bored 

 Solution: use some humor or increase vocal variety / use of gestures. 

They may not be able to hear you 

 Solution: Increase your volume and see if they respond 

They may be puzzled 

 Solution: Repeat or re-phrase what you have just said and watch for the 

response. 

They may be uncomfortable 

 Solution: Check the environment and ask them what you can do to make them 

more comfortable. 

 
NOTES 
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Effective Gestures 
Gestures are used to  

 Emphasize points 

 Invite participation 

 Direct involvement 

To be effective then a gesture must be 

 Relaxed 

 Natural 

 Suited to the situation 

 Convincing 

 

Bad Delivery Habits 
Some common pitfalls are: 

 Use of fillers such as ‘ahh’ and ‘um’ . 

 Fidgeting 
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 Sloppy editing of materials 

 Overuse of gestures 

 Turning away from the audience 

 Reading exactly what is on the slide. 

 Clicking a pen 

 Waving a laser pointer around 

Exercise: Identify your own set of bad delivery habits.  How might they be overcome? 
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Preparation

Identifying the Purpose

Structure

Information & Data

Environment

Audience

 

Preparation 

Proper prior preparation prevents 

poor performance of the person 

putting on the presentation. 

 

Identifying the Purpose 
The purpose of the presentation needs to be known so as to: 

 Clearly identify the main objectives 

 To develop a structure suitable for the objectives. 

 To identify what information is required. 

 To identify the audience and their needs. 

 

Structure 
Key point: use a memorable opening, give 3 or 4 reasons supporting your point, (they 
will not remember more anyway) use a memorable close. 
 
The presentation must be structured so as to enhance the delivery of the message. 
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Introduction  

 The purpose and methodology of the presentation are stated in this part. 

Body 

 The objectives are dealt with in the body of the presentation 

Close 

 A summary of the presentation is delivered. 

In the body of the presentation, you are presenting information as 

 A logical sequence 

 A time series 

 A development of scenarios 

 Problems and their solutions 

 Contrasting issues 

The method must suit the objective. 

NOTES 
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Information v Data 
Key point: Everything should be made as simple as possible but not simpler.  
 
For the presentation to be most effective, information must be presented, not data. 

 Data is raw and un-interpreted.  This can lead to confusion or 

misunderstanding. 

 Information is processed data with a distinct meaning attached. 

Information 
When gathering information for the presentation, you need to ask: 

 What information do I need? 

 Where can I get the information 

 What form will it be in when I get it? 

 Is the source of the information reliable? 

When building the information into the presentation, the presenter must ask: 

 Is there sufficient information? 

 Is the information relevant? 

 Will the audience understand? 

 Can the information be presented in a more simple user-friendly way? 

 Do I, as the presenter, understand the information? 

Exercise:  Assess a presentation recently given by yourself or a colleague in terms of 
the quality of the information presented.  Make some suggestions for improvement 
and outline what the suspected benefit of the improvements might be. 
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The Environment 
Key issues 

 Can everyone in the audience see you? 

 Can everyone in the audience hear you? 

 Where are the light sources? 

 What is the best position to present from? 

 Does the layout suit the purpose? 

It is important that the environment does not become an obstacle to having a 

successful presentation. 

 
Analysing the Audience. 
Key point: discover and learn about your audience’s wants, concerns interests 
 
Criteria to be aware of: 

 Knowledge level 

 Interest level 

 Reason for being there 

 Number expected 

 Hierarchical considerations 

 Known or strangers 

 Hostile, skeptical or friendly 

Use the word audience as an acronym for guiding you through the analysis process. 

 Analysis - who, where, why, what and when! 

 Understanding - what is their level of knowledge. 

 Demographics - what is the profiles on age, sex, education, culture etc. for the 

audience. 

 Interest - why are the audience present? 

 Environment - is it suitable for the purpose? 

 Needs - what are the needs of the audience / self? 

 Customized - what are the specific needs of the audience that I must address. 

 Expectations - what do the audience expect from me, have I built in material 

to meet these expectations? 
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Exercise:  How much audience analysis do you usually do prior to a presentation?  
What benefits would be gained from doing an audience analysis? 
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Presenting

Kicking Off

No-Nos!

Noise

 
Kicking Off 
Key point: Make your presentation significant with meaning. 
 
Three things must be achieved in the first few seconds of the presentation: 

 Establish your authority. 

 Tell the audience what you are about to tell them. 

 Arouse the audience’s interest and curiosity. 

The kick-off formula 

 Greet    Use a hook e.g. a story then say Hello / Good morning 

 Identify  My name is... 

 Qualify  I work as … 

 Topic   I’m going to talk to you about… 

 How long  My presentation will last… 

 Visual aids  I will be using a PC projector 

 Questions  I shall be pleased to take questions just before I sum up 

   at the end. 

Points to remember 

 Have a strong opening hook to get the attention of the audience and set the 

theme clearly. 
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 The more customized the opening for the particular audience the more impact 

it will have. 

 Build credibility at the Qualify stage - no one has ever lost credibility by being 

interesting. 

 

Presentation No-Nos 
Killer points to avoid include 

 Trying to fool the audience. 

 Reading the presentation verbatim from your notes. 

 Using inside stories 

 Making the audience the subject of a joke. 

 Going over the time limit. 

Exercise:  Think back to the last bad presentation you attended.  What made it bad?  
What was the overall effect? 
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Noise 
There are two types of noise that the presenter has to contend with: 

Internal noise 

 Uncertainty on the content. 

 Lack of confidence on presenting ability 

External noise 

 Talking in the audience 

 Uncomfortable surroundings 

 Obstructions to view 

 Disturbances from outside the room. 

Prevention is better than a cure. 

 Prepare properly so you are confident in your material and know your 

audience. 

 Set up the environment so that it enhances the presentation. 

 Use channels that are complimentary to deliver the message and re-enforce the 

key points. 

NOTES 
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Visual Aids

Visual Aids

Flip Charts

LCD Projectors

Presentation Software

 
Visual Aids 
Key point: use pictures less text 
 
There are two main types of visual aid: 

Visual aids that you prepare in advance 

 PowerPoint / Freelance presentation on PC 

 Models 

 Diagrams 

 Samples 

Those that you develop during the presentation 

 Flip charts 

 OHP sheets 

Using the Flip-Chart 
Despite the availability of hi-tech equipment for presentations, the flip chart still 

remains one of the most effective tools. 

 It doesn’t need electricity 

 Everyone can use one 

 Color can be added easily 

 They allow spontaneity 

 They can be developed as the topic flows 
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 They are relatively permanent 

 They are economical. 

Some guidelines for using a flipchart are: 

 Ensure that you have enough paper and pens before the presentation starts. 

 For complex charts - mark them out in pencil beforehand so you can 

complete them during the presentation. 

 Make sure the audience can see. 

 Write legibly – just key words. 

 Use good quality flip chart markers that do not dry out quickly. 

 Use strong colours that can be seen 

 Don’t write in block capitals all the time, as they are actually harder to 

read! 

 Use the flip chart as a prompter by writing notes in pencil before the 

presentation so you can read them as you use the flip chart. 

Highlight the key points that could be applied to build an excellent set of visual aids.  
Use this as a checklist for future presentations 
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Using LCD Display Projectors 
Advantages 

 Materials can be prepared ahead of time. 

 Material can be changed at short notice. 

 Looks very professional. 

 
Disadvantages 

 Complexity can creep in 

 Can go wrong 

 Focus is taken from the content to the method. 

 
Pointers for effective use of LCD display projectors: 

 Read the manual to set the interface correctly. 

 Practice the set-up 

 Allow time to get set-up before the presentation. 

 Check the bulb life span 

 Don’t have the fan blowing hot air directly at a member of the audience. 

 Bring a spare bulb and cables. 

 Take care not to create a trip hazard with the cables. 

 
Further points to note 

 Check the intensity of the image in the room - what looks great on you PC 

screen may be too light when projected. 

 Check the colour combinations - go for contrast. 

 Check the font type and size for readability. 

 
Focusing on colour schemes 

 More is not necessarily better! 

 Try to pick colors that contrast. 

 Choose colours for clarity. 

 Do the colours chosen give the presentation a professional feel? 

 Is there colour balance in the presentation? 
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NOTES 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Presentation Software 
When using the presentation software be aware of the following questions: 

 Is it a show or a presentation? 

 Is the audience to be informed or entertained? 

 Have you engaged minds as well as eyes? 

 Will the technology prevent interaction with the presenter and thereby 

diminish the effect? 
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Transitions 
During the presentation, several topics may be dealt with in sequence - transitions are 

used to lead the listeners from one topic to the next.  Transitions may be 

 Bridge words   consequently, however 

 Triggers   same word or idea is used twice 

 Ask a question of the audience 

 Flashback to a previous point 

 Point by point 

 Addition of a visual aid 

 Use of physical movement 

 Use of a personal story 

 Pause 

Problems 

 Transitions are not used at all. 

 Transitions are not correct and so are missed. 

 The same transition is used throughout the presentation and the audience gets 

bored. 

Exercise:  List typical transition used in your presentations. Evaluate the effectiveness 
of each and suggest any possible improvements. 
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Handling Questions 
Key point: Take questions before you sum up. Always have the last word. 
 
The audience will ask questions to 

 Get more information 

 Challenge what you have said. 

It is important to control questions so prepare by thinking about possible questions 

that you might be asked and have answers ready.   Poorly handled questions will ruin 

a presentation. 

If there is a question time and no-one is volunteering to ask a question, then you may: 

 Pick on a friendly face in the audience and directly invite a question from 

them. 

 Tee up a question yourself. 

 Leave a silence. 

Guidelines for a Q&A session. 

 Answer any question as briefly as possible. 

 Repeat the question. 

 Ask for more details if you don’t understand. 

 Take time to think about the answer. 

 Credit the person for asking the question. 

 Try to involve as many people as possible in the question and answer session. 

 Remain calm and courteous in the face of hostility! 

 Rephrase a long or complex question before answering. 

 Check that your answer satisfies the questioner 

 

Handling the Heckler 
As a presenter, when faced with a heckler you have three choices: 

 Ignore them 

 Engage them 

 Challenge them 

Whichever you choose is dependent upon issues such as position, knowledge etc. 
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Exercise:  Evaluate the options for handling a heckler.   
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Presenter Notes 
Key point: do not use your power point slides as notes – you will use too much text. 
 
Not all presenters feel comfortable speaking without notes - here are some ideas on 

how to prepare effective notes: 

On A4 paper 

 Do not staple the pages together, keep them in a folder. 

 Leave a large margin at the bottom so that your head will always be up. 

 Use a big font that can be easily seen. 

 Put directions on the sheet to help you with the presentation. 

On cue cards 

 Use stiff cards 

 Do not staple cards together - use a treasury tag. 

 Use a big font that can be easily seen 

 Use bullet points not dense text. 

 Mark in time milestones. 

 Build in directions and instructions 

Remember not to wave the cards around as a distraction to the audience!! 
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Effective Handouts 
Key point: Detailed handouts should be used as support at the end of the presentation 
 
Handouts that allow the audience to take notes and capture ideas in their own words 

are powerful reinforcers for your message but do not overload this handout with 

information if you are giving it to them to follow during the presentation.  There is a 5 

step process for improved handouts 

 Stay focused on the overall goal 

 Avoid an information glut. 

 Use graphics wherever possible 

 Don’t be afraid of white space 

 Design & edit to make sure that they look good. 

Plan, prepare and present a presentation on a chosen topic to your colleagues and 
have them critically evaluate your performance.  Use the learning points from the 
programme to do this. 
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The material presented covers two main sections: 

Plan/Prepare 

 Know the audience and the overall purpose of the presentation and plan what 

is required. Make the objective audience focused – what do you want them to 

think, feel or do? 

 Think of the presentation in terms of 3 key elements - Significance, Structure, 

Simple. Using the plan prepare the materials using information and prepare 

yourself and the environment. 

Present 

 Rehearse and present the material visually rather than textually using your 

voice and body language. 

 Support by using a presentation style that is affable and passionate suited to 

the audience. 

NOTES 
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