Effective Presentation Tips

Overall

Awareness of your audience (who they are? interests/needs/expectations)

Clear Objectives (to welcome, to inform, to persuade, etc.)

Content

Introduction should grab participants’ attention and explain objective

Clearly define the points of your presentation (outline)

Main points should appear in logical sequence and flow well

Your closing should summarize your presentation clearly and concisely

Strong conclusion which is tied to the introduction

Delivery

Be knowledgeable about the topic covered 

Clear, simple, fluent

Use of natural spoken language

Use of pauses for emphasis

Body language

Strong, clear gestures for emphasis

Good eye contact with the different people in the audience

Positive, confident, relaxed manner

No distracting gestures or movement 

Visual Aids

Clear and simple messages

Efficient, professional use of equipment

Easy visual aids to read and understand

Ties into the points you are trying to communicate

Easily seen from all areas of the room

Appearance

Dressed and groomed appropriately

Practice your speech standing paying close attention to your body language, posture
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