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"l Prepa rin9 you r presentation
Planning your presentation
ldentifying your key messages
Whatever the context, presenting is about communicating ideas or messages to an audience in order to
achieve something.When you prepare a presentation, begin by identifying your key messages. Askyourself
'What do l want to say?'.Try not to have too many aims. Three messages are fine but avoid having more than
four or five. You may make some mistakes with your language but if your message is clear, then an audience
will listen to you.

ldentifying the needs of your audience
Next, think about your audience, Who are they? What are they concerned about? What do they need to
know? The more you know about your audience, the better your presentation wiIl be.

Preparing yourself and practising
Rehearsing
There is a big difference between reading through your notes and actual|y standing up and practising. When
you rehearse, try moving around the room as if the audience is there with you. As wel| as rehearsing what you
are going to say, it is important to practise your tone, de|ivery and body language.

Checking the room, the equipment and the seating arrangements
Try to get into the room early and p|an where everyone wi|I sit. Where possib|e, change the layout to suit your
style of presentation, Check the technical equipment and your sIides.

Dealing with nerves
Controlling your nerves
Good presenters get nervous. Nerves can be positive because they give your presentation energy and make
you concentrate. People deaI with nerves in different ways. Physical exercise, Iistening to music or practising
deep breathing can all help you to feel more re|axed.

Believe that you have something important to tell your audience
The best way to reduce nerves is to believe in what you are presenting. Good presenters are confident
because they wani their audience to Iisten to their message. Always remember before you start: the
presentation isn't about you, it's about your audience.

2 Structuring your presentation

Follow the core structure
The key points to remember when structuring your presentation are:
. keep it simpIe,The audience needs to understand each stage of a preseniation or they wiIl stop Iistenin9.
. repeat your main messages so that the audience remembers them when they |eave.
l guidethe audience during the presentation as if you aretaking them on a journey.

FolIowing the Core Structure is an effective way to do a|| three of these things.



The core structure
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ln the introduction you tell the audience what you are going to present and provide a summary of your

main message(s).Then, in the body of the presentation, you present the details of your key messages whlIe

makinq sure that you on|y deal with one message in each section of the body.Then, at the end, you tell the

audience what you have presented and sum up the main messages.This can be summarized as:

. tell the audience what you're going to tell them

. te|| them

. then te|l them what you've told them.

Why is it important to repeat your key messages three times in this way? Audiences wilI probably on|y

remember about twenty per cent of what you say. Usin9 the Core Structure helps ensure that they remember

the twenty per Cent that you Want them to.

Moving from one part of the presentation to the next
The presenter needs to guide the audience and make sure they know when one section finishes and another

one begins.The simp|est way to guide the audience is to actua||y say that one section has finished and a new

one has begun. For example: So t've finished explaining the benefits of Product X. Now l'd like to explore how it

could be inťroduced into your company,

You can further emphasize the transition to a new point by making physical changes such as movin9 from

one side ofthe screen to another or by pausing and changin9 the energy ofyour voice. Announcing the

beginnings and ends of sections makes the presentation easier to fo|low and as a resu|t the audience will start

to trust the presenter. Also, if someone in the audience has lost thelr concentration in the previous Sectlon,

this allows them to re-enter the presentation.

3 l ntrod ucin9 you r presentation

The ABCD model
The ABCD mode| is a simp|e Way to make sure you answer an audience's initial que5tions and concerns. |t is

a list oíelements to include in your introduction. You do not have to structure your introduction in this order

but make sure it covers al| four elements.

Attention
You need to get the audience\ attention. Even before you speakyou can get their attention. Stand

confidently, pause and make eye contact before beginning. Non-verbal communication is just as important aS

verbal communication. lf you can, taIk to some of the audience members who have arrived early and smile or

greet other people coming in. Show the audience that you are p|eased to see them.

once you start taIking, there are a number of ways to get the audience's attention such as: interacting

with them (e.g. by asking them a qUestion), mentioning neWS Stories which have a Connection With your

presentation, showlng a stron9 visuaI image, etc,

Benefits
This is the rnost important part of the introduction. The audlence needs to know what they wilI gain from

your presentation. Show that you understand your audience's vaIues and concerns and explain that your

presentation wi|| help them deal with these. When you explain the benefits cIearly, everyone wiIl want to

listen.
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Credibility
WhY should your audience |isten to you? How do they know that you are an expert? You have to estab|ish
Your credibility. There are two main ways you can do this. Firstly, you can te|| them your credentials directly
(e.g.'l am the director of Save lT and have been advising companies such as yours for over ťen years.. .') or you can
tell them indirectly by mentioning somethin9 you did in the past (e.g. When ladvised myveryfirst clientten
years ago...'),

There is aIso a third way to estab|ish credibility without saying anythin9: enthusiasm. By showing that you
genuinely want to communicate with your audience you can often demonstrate credibility direct|y,

Direction
The audience wants to know what ls going to happen during the presentation. What is it about? How iong
wilI it |ast? When can they ask questions? Are there any handouts or videos? Giving direction involves te|ling
them what you will taIk about and also answering their practical questions about timing, structure and
de|ivery. Inc|uding these details a|so shows that you are in control of the presentation and so the audience
wilI trust you more.

4 Delivering your message
The PEEP pr!nciple
Using the PEEP principle
The main olective for any presentation is to deiiver one or more key messages. The PEEP principle is a simpIe
tool for structurin9 each section of your presentation that helps you to achieve this aim. lt works as follows:

So you begin with a direct communication of the key message, You then provide more detail by
giving exp|anations and examp|es. FinaIly, you recap the key point again.

Why is PEEP useful?
By providing a c|ear structure for each section, the PEEP principle he|ps you to remain disciplined in
communicatin9 your key messages. if you Iike to be spontaneous or if your presentation is very interactive, it
is easy for your messages you become |ost. The PEEP principle helps you to keep contro| oíthe presentation. lf
the presentation moves away from the key point, you can bring it back to the main message again by saying
'That was an interesting discussion - now l'd just like ťo go backto the point t was maktng earlier.' Audiences like to
be toId what to notice as it makes the presentation easier to folIow, so make sure that you teIl them directly
what is important. Use phrases such as'The key thing we need to remember here is ...'.

Building on PEEP
Once you become confident with the basic PEEP princip|e , you can try variations. Here are two variations
which still maintain the structure of pEEp but take s|i9htly different approaches.

]

]
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1 Dream
Use the'dream'structure when you want to introduce a change; for exam ple, askin9 an audience to change to
a new product or introducing a change to a department. You begin by describin9 what the future could |ook

Iike (that ls the dream) and then your remind them of what ihe situation is now (the reality). FinaIly, describe
what your audience wll| need to do in order to move from the'reality'to the dreamlThis is a powerful
approach because it stimuIates the audience's imaginatlon in a positive way.

2 Disaster

Use the'disaster'structure to persuade the audience to accept a change that they do not Iike or agree with.
Begin by describing the change that is required;this is your key polnt. Next describe the objections that your
audience may have to this change. Then go on to expIain the negative consequences for your audience if
they maintain these objections and don't make the change that you are ar9uin9 for; this is the disaster. End by
repeatin9 the need for change - your key point.

5 Using visual aids

common mistakes
Presenters use visuaI aids to reinforce their messages and clariíy examples. One of the most irnportant points
to remember is that you are in charge of the visual aids - they are not in charge of you! Some common
mistakes are:

. too many slides

. too much text on the slides

. the presenter simply reading the slides a|oud

. the presenter looking at the screen throughout the presentation

Designing your slides and the Rule of Five
Slides need to communicate instantly. lf the audience has to work hard to read the s|ide, this means that they
are not listening to you. S|ides shou|d support what you are saying: they do not need to contain aIl the detail.

As a general rule, use no more than five |ines on a slide and no more than five words per line.This is the'Rule
of Five'and indicates a maximum number: one line or even one word may be more effective in some cases.

Also remember to only present one message on each sIide.

Often a picture can communicate more effective|y than words. If you present compIicated information
involving facts or figures, then you can use a graph or a diagram.Try to makg them simple as possible and
only include the information that really matters.

Working with visual aids
Often presenters get the audience to focus on the slides, Slides make presenters fee| safe but they can also
lose an audiences interest. Here are some practicaI tips to remember.

. Eye contact: Make a conscious effort to maintain eye contact with your audience for at Jeast 900/o of the
time.

. pointthingsoutonscreen:Avoidusingthe.laserpointer.whenpossibIe,pointthingsoutphysical|y

instead, Physically pointing things out on screen helps to keep the audience interested (look at weather
forecasters on TV). lt creates energy and variety in the presentation. When you do this, remember to
maintain eye contact and do not turn your back on the audience. lf possible, use a remote tIicker'so that
you have the freedom to move around the space and do not have to keep returning to the keyboard.

. 5peak before clicking: To appear professional and dynamic, announce the next slide before cIicking. This
wayyou wilI be seen to be ln controlof the slides.lf you clickfirst before speaking, it looks as iíthe slides
are in charqe, not you.
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How to create a confident concIusion
There are fiV€ steps to a confident conclusion.
. Announce the conclusion
. Recap the key messages
. call for action
. Come fuIl circle
. Thank the audience and ask for questions

Announce the conclusion
At the beginning of a presentation, the audience is curious but then as the presentation continues the
audiences attention level gradua||y falls. lf the presentation lasts more than 20 minutes, then attention fa||s
more rapid|y. However, if the audience knows the end is coming, their attention wi|| suddenly jump. So if you
use ph rases like'ln conclusion . . .' or'Before l take questions and finish the presentation, td like ťo, . .'then interest
rises again.

Recap the key messages
Now you have increased interest again at the end, it's the |ast chance to repeat your main message(s).
Summarize them quickly and emphasize the sing|e most important point you would like them to take away
from the presentation.

call for action
As you exp|ain what you want them to take away from your presentation, it is a good moment to ask your
audience to do something as a result of your talk,Tel| them what they should do direct|y.This may even be a
small action such as looking into a subject further or discussing the jssue with colleagues.This will make your
concIusion feeI confident and positive.

come full circle
Sometimes ii can be usefuIto refer backto the beginning of the presentation in orderto provide a sense
of completion to the presentation.This can provide a powerful sense of the journey that the audience has
travelled.

Thank you for coming. Are there any questions?
Thanking your audience is a polite and simple way to show your appreciation for their attention but it also
helps the rapport between you and your audience. |f you want to be asked questions at the end, make sure
you askforthem confidently. lf you are hesitantwhen you askfor'Anyquestions?', it mightsuggestyou don't
rea||y want any questions and this |eaves a poor impression,

6 Concluding
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7 Ha nd ling questions
The LEVER modelfor answering questions
The LEVER model can be used to answer any type of question effective|y.

Listen

When someone asks a question, say nothing. Let them ask their question without any interruption. Use body
language to showyou are listening and interested. Make good eye contact and avoid any negative signa|s
such as covering your mouth or folding your arms.

Acknowledging the question: Echo, Value and Empathize
There are three ways in which you can acknow|edge a question although you only use one or two of these
techniques at a time. Firstly, you couId echo what you've been asked. By repeating back the question (perhaps
using slightly different words), you can check you have understood the question correct|y. This also helps with
large audiences where people at the back might not be able to hear the questioner.

A second type of acknow|edgement is to show that you vaIue the question with a simp|e phrase like'That's a
good question'or'lh pleaseyou asked methat'.This is a usefuI technique if the questioner seems nervous. ]t is
a|so a good way to handle an aggressive question as it stops you from seeming defensive or ar9umentative.
The best way to handIe an aggressive question is to act as if it is not ag9ressive at al|.

A third technique is to empathize. lf the questioner is worried or concerned, you can make them fee! more
comfortable by acknowledging these fee|ings. For example, you might say'l can understand why you might be
worried about that'.

Respond

Fina||y, it is time to respond.Try to keep the response as short and c|ear as possible. líthe response needs a
|ong or complex explanation, check everyone understood your answer with a phrase such as'Does ťhat answer
your questioni: lf the reply starts to become too |ong, offer to meet the p€rson afterwards to answer them
personaIly.This ensures that other people have time to ask questlons. lf the questioner asks severaI questions
at once, try to deal with each of them in turn.'

Finally, people often worry that they will not be able to answer a difficult question, The rule here is: be honest.
You may get into difficu|ty if you pretend to know something when you don't. lf you can't answer, let them
know. Where appropriate, you might offer to |ook into the matter and to rep|y to them at a |ater date.

EVE
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B Brin9ing it a iive!

As you become more confident with the basic approaches to presenting, you will want to experiment and try
new variations and techniques.There are three ways you can improve a presentation and make it come alive.

lnvolving your audience with interaction
Many presenters mistaken|y think that a presentation is a one-way communication: the presenter talks and
the audience |lstens. This is wrong! Audiences become more interested when you actively invo|ve them in
your presentation, Here are some simple ways to create genuine interaction with your audience.

. showofhands:Thisisasimpietechniquewhichremindstheaudienceofthere|evanceofthe
presentation. For example, ask who has experienced a certain situation or how many people are concerned
about a certain issue.

. Discussioninpairsandgroups:Besilentforafewminutesandaskyouraudiencetodiscussandreflect
on the issues in your talk.

. Askforcontributionsdirectly:lfyouknowyouraudiencewe||,askthemquesiionsdirectly.

Stimu|ating the audience's imagination
lt might not a|ways be appropriate to involve your audience direct|y, perhaps because it is a |arge audience
or they come from a cu|ture which does not expect that kind of approach. However, there are many ways in
which we can present information so that it stimu|ates the audience's imagination,

. stories and anecdotes: A story does not need to be long and complicated. often it can be just a couple
of sentences, for example a story about what you were dolng |ast week when you discovered somethin9.

. Rea1-|ife examples: Giving a good example works in a similar way to a story and can oíten get your
messa9e across more easi|y than a compIex explanatlon.

. Analogies: Analogies create images in the minds of the audience.They are especially good for making
sense of fi9ures, quantities and measurements.

. Rhetorical questions: These are questions which do not require an actual response from the audience.
Just by asking the question, peop|es minds automatical|y engaqe with the issue.

. Repetition: The occaslonal use of repetition, especiaIly in threes, can create a spoken rhythm which ls

exciting and satisfying to hear.

. visualize the future or reflect on the past: By describing a vision of the future, our audience starts to
be inspired by possibilities (see a|so the'Dream & Disaster'approach in Unit 4). lf we ask our audience to
remember the past, we can put them in touch with how it fee|s now compared to then.

Showing your attitude
The most lnteresting presenters make the audience feel that they really want to communicate with them.
Consider the fo| |owing:

. Body language and eye contact: presenters mainly show their attitude through their body Ianguage
and voice. Audiences like presenters with energy who move around. Maintaining eye contact with the
audience is also very important.

. show belief and conviction: Many audiences will be more convinced when they see that you be|ieve
in something personally or have real conviction. So sometimes you can give a sincere personal opinion
instead of being too factual.

. Big language: Lookfor appropriate opportunities to use extreme language.Words like'exce||ent'or
dreadíu |' wi| | interest the audience more than words Iike §ood' or'badl


