[image: image1.jpg]vy

Southampton Voluntary Services




Presentation Skills SVS Fact Sheet
How to overcome the mistakes that people commonly make, when preparing and delivering presentations.
Managers in voluntary organisations today increasing find themselves having to give presentations, whether to make a case to the board, seek support from business or raise your organisations profile and for campaigns.  
Why presenters perform poorly

There are several causes behind poor presentations, but they are simple:
· Lack of preparation

· Nerves

· Lack of engagement with the audience

· Over-reliance on visual aids

And the solution is simple – training and practice
People who present well naturally have observed good and poor practice and have learned what works.  The rest of us need to be shown what to avoid and what to aim at.
Preparation and Planning

Preparing the material and preparing ourselves are crucial stages.

In planning the material we need to ask the following questions.
1. Why are we giving the presentation?

2. Who are we delivering it to?

3. What are their expectations, needs, limitations?

4. What is our key message?

Establishing this we can plan:

· An eye catching, engaging opening which spells out the key message

· A satisfying closure which repeats the key message.

In preparing yourself

· Understand not only the facts being presented but their background.

· Are fully familiar with all the slides and their sequence.

· Know the overall details or what we want to tell the audience.

· Can handle the IT confidentially

· Can give the presentation verbally if the IT breaks down

· Can handle questions confidently.

The PowerPoint slide show

The slides are a visual aid.  They are not the presentation itself, people come to see and hear us; the slides simply help the presentation and provide variety and backup to the spoken word. This means the slides should not dominate the presentation but support it.

Death by PowerPoint

· Complex, colourful images

· Detailed tables, charts and graphs

· Intriguing sound effects

· Fade-ins, fade-outs, zooms and fragmentations

· Densely packed text and pages of bullet points

An audience needs time to read slides - time in which the presenter is not speaking.  If the presenter is to be silent why stand there in the first place why not simply give out the information and save you the trouble.

Most information in a good presentation is verbal.  Clear, simple slides, whether text, bullet points, diagrams or images, should be there to reinforce what the presenter is saying, and easily absorbed.
Managing IT

If you have a professionally managed venue with IT and audiovisual specialists on hand throughout, there should be no problem with equipment such as:

Microphones

Laptop connections

Projectors

Audio speakers

With smaller venues the equipment will be ready, tested and working.  However if you have ever arrived somewhere and the IT is not working you will know that checking equipment is crucial to ensuring your presentation goes well.

· Arrive early as possible

· Run through the whole presentation using all equipment to check each detail

· Bring some back up

· Spare laptop

· Memory stick

· Speakers (if you have them)

· Print all your PowerPoint Slides onto transparencies in case you have to use an overhead projector.

· Have enough colour copies for the audience or at least a master of the slides so they can be copied at short notice.

Therefore if the venue managers have failed to provide or set up the equipment your presentation can go ahead and the knowledge that you have this back up will increase your confidence and help you to relax.
Managing Nerves

Many people will avoid giving presentations at all costs.  Some people will even avoid promotions because they know they will have to give presentations.  It is important to remember that being nervous before a presentation is the bodies way of preparing us the queasy stomach, shaking, muscle tension and shortness of breath are the results of adrenalin.  The key is to harness the energy that the adrenalin makes available and use it to your advantage, use it to gather information, planning and creating material.
· Before the day practise the presentation in an empty room to a colleague.

· The day before assemble everything you need and check it

· On the day welcome the experience 

· Dress comfortably and simply
· Get to the venue with plenty of time

· Check the IT equipment 

· While waiting to present relax your neck, shoulders and arms, back, legs and feet.

· Take a few slow short but not too deep breaths

· When you start pause, smile and off you go..............

Engaging with the Audience

· Don’t focus all your attention on yourself, you need to focus on the audience, show people you want them to get the message.

· Speak clearly but slower than you usually do

· Vary the pace and pitch

· Ask the occasional question

· Keep your posture open and relaxed

· Don’t fiddle with jewellery

· Make eye contact equally around your audience

· Don’t turn your back on the audience if you need to remind yourself what is on the screen look at the laptop screen or your printed slide notes, if you have not got a microphone they will not be able to hear you with your back to them.

· If you want your audience to read a slide don’t talk to them, pause, stand back and look at the slide then commence.  But remember if there are people with visual impairment present to read it out to them.
· You don’t have to stand behind the lectern, moving in front of the lectern and around the stage in a relaxed fashion is seen to be having a conversation with the audience; this is preferred to a lecture.

· Don’t read from a script it sounds unnatural and very boring if you know your subject all you need are a few opening sentences or keywords.

Questions

If it has been a successful presentation your audience will want to know more, why not decide whether you want to answer questions during or after the presentation and let your audience know at the start

For further fact sheets see our website on www.southamptonvs.org.uk  or contact SVS on T 023 8022 8291 or information@southamptonvs.org.uk 

Disclaimer

SVS does not represent or guarantee that the information on this briefing is accurate, complete or up to date. SVS does not accept liability for any loss, damage or inconvenience due to the use of; or the inability to use any information contained in this briefing. Visitors who use this briefing and rely on any information do so at their own risk. 
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