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INTRODUCTION

The manager's role will invariably involve making presentations. What is for sure is
that in organisations, people that speak and present well, do well!

Giving a presentation or speech is something that many leaders and managers are
required to do. It can, however, strike fear into the heart of even the most confident
and seasoned presenter. Whenever you give a presentation, it is important that your
message is clear, your ideas are transparent, your delivery is confident, and the overall
impression is professional.

Dale Carneigie in his 1945 work 'Public speaking and Influencing [p
made the now widely accepted assertion that those looking to i nd to
accelerate their careers should practise public speaking. The simp i
is an essential skill and that there is no substitute for practice - i.e. |
through practice it becomes much easier.

Much of the success of a presentation is about applicat
This information pack will examine the tools
and deliver a professional presentation.



GUIDANCE

This document is prepared to break the unit material down into bite size chunks. You
will see the learning outcomes above treated in their own sections. Therein you will
encounter the following structures;

Explains why you need to study the current section of material.
Quite often learners are put off by material which does not
initially seem to be relevant to a topic or profession. Once you
understand the importance of new learning or t y you will
embrace the concepts more readily.

Purpose

Theory Conveys new material to you in a straig
support the treatments in this section you
to follow the given hyperlinks, which may be

or applications on the web.

ence. As an Online Learner it is important
to questions are immediately available to you.
it Tutor if you need help.

Ou can really cement your new knowledge by undertaking the
hallenges. A challenge could be to download software and
prform an exercise. An alternative challenge might involve a
practical activity or other form of research.

Videos on the web can be very useful supplements to your
distance learning efforts. Wherever an online video(s) will help
you then it will be hyperlinked at the appropriate point.



Contents

GUIDANCE ...ttt ettt ettt et ea e st e s shbe e s ate et eesasteesabe e e sabe e s sabeesaeaesaneees 3
PrESENTATION ...t e 5
U oo 1Y =TT PPPUPUPPPRORRPPPPPRt 5
AIMS AN ODJECHIVES ..ottt e e e e e st e e e e e e reaae e s 6
[ P YT 1Y SPUPRP 6
Place and CONtEXt .....cooveeiiiiieiiieeeien e eree e e 7

Researching your AUdIENCE .......eeeeeeiiiiccciiiieeeeeeeeeeecieeeee e eeecceeeee el 8

Audience ANAIYSIS ..oeeeeeviciiiiiieee e eesrieee e eeeeeee s B e o 8

Research, Evaluation and Grouping of Valid and Relevant InformatiG@g®..............

Structuring Presentations ......ccccccciviiiiic L
INErOAUCTION ..o SR e enree e R e enes
Main Body ....ceeeeeeecciiiieeeeeeceecciieeeeeeeeccveee R ... O ... M. ............ 12
Conclusion......ceeccceevevcceeeeecceeeeeeceeeeee L . 12

Dealing with Questions and Answers .3
Taking Questions........ccce....... CEEA ... G, .........ooooviiiiiiiieee e ctrreeee e 13
Selecting Supporting INformation . . - - -« veeentreeeeetreeeeiirreeeeeearaeeeeanns 14
Distinguishing Facts fro Tl oI VO, SR 15
Visual Aids ....ccooviirnieiinn e SRR T /AU TRURPTTRRRRRIN 16

IMPrOVING YOUE M. .uuiuiuiiiiiiiiiiiiiietiiuutiuerasutusatseataeneaeaeseaerseeeeareerere .. 24
Managing Nerves and Controlling Stress........ouocccieeeie e e 25
Evaluating your Presentation and Obtaining Feedback .........ccccceeeeviiiniiiiiiieiiiiiciinns 26
Presentation Evaluation FOrmM 1 ..ottt ettt e 27
Presentation Evaluation FOIM 2 ..ottt st s 28

VI I N Lo I @ g T=Tol LT TR 30



Structuring Presentations

First decide your title - keep it brief and informative. It should tell the audience what
your topic is and be relevant to the audience. If you can incorporate a li intrigue,

then that is good for arousing interest. Do not try to cover too muc will confuse

t statement of the presentation's purpose - i.e. what your

presentation is about and what you are looking to accomplish

o Background - it may be appropriate to explain what makes the presentation

necessary by providing the background history to your presentation

o The parameters of your presentation - what is in and what is out of scope

o State when you will take questions - for example, at the end



o An outline of your key points.

Main Body

You should organise your presentation to align with your key points main talking
points. Each key point should be accompanied by explanation or evidence to support

your stance. This is the 'tell them' element of Churchill's approach. Consider:

e Using plain language and simplifying complex concepts where p
e Signposting - having a statement of transition between key pQgi
'having explained X, | will move now to examine Y'.

Conclusion

end of the presentation or whether you are comfortable taking

e presentation is often a question of preference. There are
clear statement of what you want.
For example:

. 'Please hold your questions until the end of the presentation'.

o 'Please ask your questions at any time during my presentation'.





