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PRESENTATION SKILLS

DEVELOPING PUBLIC SPEAKING - CLASSROOM




LEARNING OBJECTIVES

By thew end of this module you will be able to:

o List the key privciples for designing avd deliverivg an
effective presentation

e Txplain how to collect and structure relevaut information
for desiguivng a presentatiou

e Explain how to use body language effectively whew
presentivg

o Desigu and deliver a 5-minute presentation on a topic of
your cholce




FOR A SUCCESSFUL PRESENTATION

(\% Presenters 2 5 g ~5
E':{ ﬁ“ﬂ{fﬂ}i XS .-."'.-.': ‘P’JC.){E"Q «;(9';9'] J{r E . E:§
% C,ONSCTHD, T Ee B S
e Fegt, Ve oy, . —_— oY =R
Text > ¢ W Sfr Ong\/- tﬂ‘fﬁ' %‘@ VA QE’IR EJ«*;(P E %
O;' ‘71 = g 18 c S ’J]'-f;; O Olnge = p
N G & & Cvalge g X eud, S 0%
o = b= ® {0 e ‘\’)ﬂ" W E.:.'S'f' | e 0 ‘.:I
EﬁJ I:é © Eﬂ *ﬁﬁh{p "'*'{,. {:-5 hgﬁ ﬂaﬂfﬁ’ 1* ont ?:.
¥ 3% % % %, Z» ¢ —
s 51 2 ﬁ/l"‘ NS Ta g
;i_HM / —_ SE' Ox D Ihgfﬂr %
i L . H«t P A
geﬂq?aff% Eneeﬂﬂ?»
)



USING PRESENTATION SKILLS
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For example....

o To presewnt or make a speech at a conferewnce or event
o Todeliver a speech at a wedding
o To publicly +hank someone

o Ow behalf of a team, to say goodbye +o a colleague
who is leaving

e To seek investment or a loan to help you set up a new
business.



THE IMPORTANCE OF PRESENTATION SKILLS
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By presenting well and communicating
effectively, you can:

Develop a competitive advantage during a
job/internship search

(1ain the respect of your peers

Express our ideas, views and veeds better
Build your morale

Twucrease our self-confidence

Help building your career



KEY PRINCIPLES OF GOOD PRESENTATIONS

KTSS .. K@GP y

Vo VW

I+

Short & Simp

€

A
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A GOOD STRUCTURE ... SIMPLE AS ABC

Iuntroduction to draw ATTENTLON’
ond raise interest

BODY o deliver the -
messages clearly, short
and o the point
(KISS)

CONCLUSION +o
make a Professional
and wmewmorable endiva




ATTENTION: WINOUT l\‘ ) _

_— .
W\/]ﬂl‘{' The topic of the presentation | . >, \
Interest Ruise the audience’s interest > . U{
[ i

[\] @@d The reason for the andience +o join our presentatiov. 9

why is it beuneficial for them? )
Olﬁj@&‘l’l VES what is the presentation aimivg for?
O(/H’ “\/]@ How will the presewtation rum (agenda)

Tl V]/]l \/]@ The duration of the presentation



RAISING INTEREST

@ o Ask a question

o (Ise vice Images
o Tell a story or avecdote
o (Ise statemewnts or dquotes

o Statistics and graphs
o Humor (1IN




BODY: HOW TO GET THERE \ //

o Prawvstorm . SN— |
o Wind map

o Leave out the umimportant bits
o TDite size chunks of information
e Logical order




CONCLUSION: SOS

Summary

Offer positive expectation

Say thavk you, stay
available ... and stop

Wake sure the andience remembers the
key poiits (mewmorable ending)

Busure they leave the meeting with a

positive feeling

Leave contact details in case of
further guestions and ... stop!
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BRAINSTORM: A CAPITAL CITY

NS
Chiviese food Public transportation Massels
United Nations Atominm Museam natural history &
DHL Restaurants Auto wor!d -
Grovd Place WMuseumns Museum of comic books e
WManneke Pis European Uniow DPining '
Javveke Pis DHL Express HUB Pubs “"‘_d bars
Taxis Langnages Traws
Airport Politics Masic concerts
Weather History Environment
Roval Palace Wedieval Center S“VV“{V‘@"*‘W‘@
Chocolate Wini Europe Winter
Concert venunes

Music museum Public transportation

Etcetera ...
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MINDMAP YOUR BRAINSTORM iij

sobvioNog
(NOT LNV 14%3)
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PREPARING FOR PRESENTATION DESIGN

(% @
______] : ~
o (lhoice of topic o L

o (otherivg all the facts (brainstorm)
o Structure the content (mind-map)

o Adapt to vour andievce (relevavce /
uimportant bits)

e Cowsider which wmaterials and wmethods +o
nse

e Set aside time +o preparel




PREPARING FOR PRESENTATION DELIVERY ®

(
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e C(Content development
* Ensure a date, fime and location are set and agreed

o Kuow the audievce

e Review the content: still up to date

o Practice, practice ... and did T say .. practice?

* (et a aood vight's sleep

o (heck material and equipment: all there, does
everything work?

o Visualize the first minntes and thew ... relax and enjoy.
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STOP LISTENING ... AND HOW TO DEALWITH IT

. Ensure 1t 1S

Poring nteresting
Not Evnaading desiov
interested 22919 )
Wrowg Wind your body

communication language

Not Fluent Fractice, practice,

speech Practice

Wy‘om@ KV]OW ’H/]@
message andievce

“Don'+ want Iuteract when

to be here!” possible
Too much Less = Wore
Too fast Slow dowm
Too long KTSS

Too difficul+ Level Wiﬂ/‘ the

(or to0 easy) andievce
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HOW WE COMMUNICATE

100%

and davce
0% nd daw

60 %
50 %

Q )
40 %
30%

20% @

10%

90% q 3 070

80 % Nov-verbal: music

_ " Verbal (words)
@BL 170

' Vocal [ tone (music)

@’» 2% 0

@ ' Body language (dance)
I 55%
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POSTURE

Stand in front of projector /
screev

Balance from one legy to the
other

Stand too close to people

o Stand up-right (relaxed)
o Respect personal space
e TFace \our audience
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HANDS AND ARMS

Scrateh, pull pants, tap fingers,

play with pen, rulo/touch your e Wotion to correlate to our words
face e Open hand gestures
Point fiwgers
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MOVEMENT

Walk up and doww nervously

Wove back and forward on o Wove with a purpose
ke o Calm and simooth movement only

Be ‘all over the place’
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FACE (EYES / MOUTH)

O

e (hew, drink or eat

o Look at the ceiling or the floor

o Roll your eyes

o Watch at the clock (or cell phone)

o Stare at ovne persov or ove place
only

O

Keep in contact with the ewtire
andience

Drivk, when needed, durivg a
natural break

Use vour eyes to invite the
aundience and show enthusiasm
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DEALING WITH ANXIETY

Know your topic and
practice (practice
makes perfect)

Stress is wormal and cav
even be helpful

Control your breathing,
conrtrol your voice

Take vour +ime

Ewvision the first few
minutes of your
presevntation
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ACTIVITY —YOUR PRESENTATIONS

A’] Twdividual activity

e (Clhoose your topic
w e Prepare a S-minute presevtation applying what vou learved
k‘"“’ o TDeliver your presentation
e Round of feedvack

Preparation: 30 minutes
Presentation delivery: 5 minutes per persov

V. 4
4
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YOUR TOPIC AND BRAINSTORM

| WMy presentation topic is:

r
Brawvstorm area ...
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YOUR MINDMAP

Mindmapping area ...



YOUR STRUCTURE
ATTENTION PODY CONCLUSTON




YOUR NOTES ...
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YOUR NOTES ...
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YOUR ADDITIONAL NOTES

B
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ARTWORK




MY KEY TAKEAWAYS ...

@
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YOUR REFLECTION-YOURLEARNING » =

What did you learn from +his session?
How was i+ useful?

(..

N
2 ¥
e, A

How do you plavn to put in practice
whay you learned?

How do vou think +his learning will be
useful for you in the future?
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