PRESENTATION SKILLS 

PROGRAMME OUTLINE

	1:30pm-1:40pm
	Welcome and introduction to session

Introductions and Personal experiences
	

	1:40pm-1:45pm
	Aims and objectives of today

· Provide you with skills, knowledge and understanding of giving a successful presentation

· Opportunity to put those skills into practice (we will ask you to do a 5 minute group presentation at the end, very light hearted, just a chance for you to “have a go”)

· Chance for you to ask questions

We will cover:

1) Establish objectives

2) Selecting materials

3) Structuring your material

4) Write presentation/use of visual aids

5) Rehearse

6) Present/Deliver

7) Conclude


	Put on flipchart and go through

	1:45pm - 2pm
	Establishing Objectives

Think about good/bad presenters that you know – what makes them good/bad?

Who, where, why, what, when and how?

 
	Break out into groups, get students to shout out ideas and flipchart

Key points on flipchart

Help students out if short of ideas

Handout “Planning your Presentation”

	2pm- 2:15
	Selecting Materials and structuring your presentation

Consider why and who questions above
	Hand out “topics” – let students spend some time considering their topic and planning their material 

Walk round groups and assist if necessary

	2:15pm – 2:30
	Writing the presentation/use of visual aids

We will cover – 3 key points to structure:

Opening - opportunity to win attention, gain respect, pave way for body of presentation

· should give an overview of your presentation

· 10-15% of your presentation

Main section – an opportunity to cover main points in a logical sequence

· 3-5 key points

· 80% of your presentation

Closing – an opportunity to summarise and reinforce the main points

· 10-15% of presentation

Non verbal behaviour

Research suggests that the judgements we make are not based on what people say, so much as the way in which they say it.

· About 7% is based on the actual words used

· About 35% is based on intonation

· About 58% is based on non-verbal behaviour

Visual Aids

· Flipcharts

· OHP slides

· PowerPoint

· Video

· Models/games

When to use:

· Saves time
· Increases recall
· Adds interest
· Adds variety
· Gives impact
· Clarifies
· Helps you make a point
But visual aids can also take attention away from you and be an unnecessary distraction:

· Use visual aids to present concepts or ideas not easily expressed verbally
· Keep message short and simple
· Use abbreviations only if they are commonly understood
· Make sure everyone can see the visuals
· Keep it simple!

	Bring group together, discuss any issues

Flipchart – ask group what they think division between spoken word and non-verbal behaviour

Have pie chart ready to fill in

Depending on time run through quickly, or spend longer writing it up – get students to shout out types of visual aids and write up on flipchart

Discuss pro’s and cons

	2:30-2:50
	Rehearsing

· Remember – all presenters are nervous!  

· Think  about your breathing – deep slow breath and Relax!

· Practice makes perfect

· Think about your voice – projection, intonation, use of pauses

· Non-verbal behaviour – eye-contact; posture; hand gestures; smiling!

Team presentations

· Assign roles

· Practice as a team

· Choose one person to field questions

· Act as a team

· Consider how to seat team
	Run through points

Let candidates go back into groups and rehearse

Have main points up on flipchart while candidates rehearse



	2:50-3:20
	Presenting


	Invite groups up to the front to do their presentations

	3:20
	Conclusions and Feedback to Group

· Use body language

· Prepare and practice

· Do presentations whenever you have the opportunity

· Vary your delivery

· Use visuals if practical 

· Ask audience questions

· Think about who your audience are

· Relax and try and enjoy it!
	· Any issues

· How did they feel

· What could they have done better?

Handout “Presentation Tips”
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