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About this book

This book is divided into three sections.

Preparing the presentation

These chapters give advice and hints about presentation skills.

Putting it into words

In this section of the book, you will find useful advice to help you with the language
you need to give an effective presentation.

Evaluating the presentation

This section consists of checklists that you can use to evaluate your presentation.

Use of symbols in this book

This warning symbol indicates common problems and important points.

This indicates additional information worth noting.
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This refers to other chapters or sections with relevant information.

¢

This symbol indicates important cultural points.

This symbol is used to indicate a ‘hint’ or suggestion to improve your presentation.

This indicates important points you should think about when you are giving the
presentation.
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Preparing the Presentation







Introduction

When planning a presentation, the main factors to consider are:

knowing your
audience

PLAN

defining your
objectives

organising what

you will say choosing your

subject matter
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Purpose

2

When planning your presentation, you should decide on the purpose or objective
of the presentation. Once you have defined your objectives, you can plan how to
achieve them by preparing the content of your presentation more precisely.

Defining objectives

Don't just think about the subject of your speech, think about what you wish to achieve
at the end of the presentation. Ask yourself, “‘Why am I giving this presentation?’ (pur-
pose or objective), as well as, “‘What am I going to talk about?’ (subject). Having a clear
purpose will help you prepare what you will say and how you will say it.

SUBJECT
What am I going to talk about

PURPOSE / OBJECTIVE

Why am I giving the

in the presentation? presentation?

V4

PREPARE SUBJECT MATTER

How will I achieve my

DEFINE OBJECTIVES

objectives?
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Achieving your objectives

What is the
subject?

What is the

purpose/
objective?

: the oplmons of

other people
- Introduce Explam or ;
- VIO yourself and describe - Gwe an opimon
achieve the Y“fmpanymfhmg ..... i
purpose? o ,
Present facts Make a proposal ! Give reasons

Plan the
presentation
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Evaluating your performance

Afterwards, you can evaluate your presentation and assess whether you achieved exact-
ly what you wanted and if not, why not.

PURPOSE PREPARATION DELIVERY REVIEW
Identify Prepare the Give the Review your
objectives presentation presentation presentation

m

See section on Evaluating the Presentation (Chapters 33-35).
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People

3

When you give a presentation you should think about the people you will be
talking to - the audience. The tone, formality, technical content and style of your
presentation will depend on who these people are.

Identity

You may know in advance exactly who is in your audi-

WHO ARE THEY?
ence. If not, try find out as much as possible beforehand.

Audience’s aims

The audience will be interested to hear what you have
to say and will want to listen to you for a reason. WHY ARE THEY
What you want to achieve from the presentation (your HERE?
purpose) should be consistent with what you think your
audience is expecting. If you talk about something that

the audience doesn’t want to know, your presentation n n n n n
will not be a success.
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Numbers/formality

The size of the group will determine the formality of
your presentation. For a large audience sitting in rows, a
formal presentation will be necessary. For a smaller

group sitting around a table, the presentation can be
much more informal.

Greater formality is required for an ‘external’ audience
than for an ‘internal’ audience of colleagues. For exam-
ple, an important sales presentation to a large client will
be more formal than a small presentation to your col-
leagues who know you well.

See Chapter 4, Place, Seating and Equipment.

Knowledge

You should consider the level of knowledge that your
audience has about the subject of your presentation
when you plan the content of your talk.

Don't waste time telling your audience what they know
already or annoy them by assuming that they know
more than they do.

8 Business Skills Series

HOW MANY
PEOPLE?

FORMAL OR
INFORMAL?

WHAT DO THEY
KNOW ABOUT
THE SUBJECT?
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When you give an informal presentation to a small audience, you can ask them how
much they know. You can then adjust the content of your presentation if they know
more or less than you were expecting. This is not possible in a formal presentation.

If you are talking about a technical matter to non-experts, try to cut down on ‘jargon’,
technical terms and acronyms. Explain such terms clearly and simply.

Attitude

In most cases, your audience will be friendly and inter-
ested in what you have to say. Occasionally, your audi-
ence will be unfriendly. This may occur if the audience WHAT IS THEIR
has strong opinions about the subject of your presenta- ATTITUDE?

tion.

Try to anticipate the problem and plan your presenta- m n n n
tion in a way that will improve the attitude of the audi- ]
ence to you and what you will be saying. You can do

this by presenting controversial topics in a diplomatic
way.

Negative attitudes

Example: aggression Example: suspicion

At an internal presentation to There may be mistrust between
employees, there may be resent- employees and management over
ment over reorganisation plans in plans to change working practices.
the company.
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