PRESENTATIONS
WHAT ISA PRESENTATION

A presentationis acommunicationtechnique used to persuade someone, anaudiencetotakesomekind
of action. It ismore than a conversation.

A conversation is the exchange of information and ideas.
A presentation aso differs from a speech.

In a speech you may be simply providing information not calling on an audience to take a
particular action.

SYSTEM ANALYSISAND PRESENTATIONS

Subsequent to the submissionof a proposd to management, Systems Anaysts may also be expected
to make forma presentations at various stages in the andyss phase e.g. to describe findings for
investigation of the current system, to present the logicd mode of the new system, and to present
optionsinterms of design for the new system. These presentations alow for feedback of the listeners
reection.

PLANNING A PRESENTATION

Preparation needs to be thorough because memory plays animportant part. Itisvery time consuming
to refer to notes. You should plan your presentation carefully in order to give a professond
presentationthat will convey your desired message. Planning takestime - usudly more time than most
people dlow. Give yoursdf adequate preparation time.

Thefird thing you should do when planning your presentation is define your objectives i.e. what you
want to accomplish with the presentation. The presentation should then be planned so that everything
that is said and done relates to those objectives.

In selecting the amount of information to use remember what the audience can absorb. Be sdective
with the content so thet only the most useful or important information is covered. More detailed
background information can be included in the handout (give to the audience at the end of the
presentation) or during question time.

Select the main pointsthat relate to the objectives and construct anoutline. Then organisethefactsand
ideas sequentialy. Plan for variaion of emphass.

Fndly the presentationformat must be considered. Isit going to be direct drawing its own conclusions
or indirect, leaving the audience to draw itsown conclusions. Do you want to be deductive, presenting
specifics that lead to a conclusion or inductive, presenting your conclusionand supporting it with facts
and idess.



Once you have determined the content of the presentation the techniques to use should be considered

next.

DELIVERY TECHNIQUES

The message to an audience is not only what you say but how you say it.

The content may be complete the format impeccable but digracting mannerisms can split the
presentation impact and the message you wanted to convey isnot going to be the one that actudly

COMES acCross.

There are dements of ddivery style that should become habitua for you. Onceyou are adle to use
them in your presentations you likelihood of successis greeter.

Voice

Pace:

Vocabulary:

Notes:

Opening:

Closng:

Questions.

Gedtures.

Your voice qudity isimportant. Spesk loudly so that everyone in the room
can hear without difficulty. Vary the pitch of your voice, do not spesk in a
monotone. Y ou should sound asif you are conversing withthe audience, not
reading areport to them. Project the voice so that is natura and audible.

Your delivery rate should be comfortable for you and the audience. Use
pauses for impact and to dlow for questions.

Use avocabulary thet is appropriate for your audience. If the peoplein the
audience are not technicdly oriented avoid jargon and unfamiliar words.

Work with asfew notes as possible. Notes should only contain key words
and phrasesto trigger your memory. The presentation should be rehearsed
beforehand.

Learn your opening lines by heart. Tel something to relax the audience.
Never gpologise for your presentation materid if something goes wrong with
your visuds.

Keep the presentation to the point, and within the dlotted time. At the end
summarise the facts and ideas presented and summaise the
actions/recommendations necessary. Giveawritten summary to each member
of the audience a the end of the presentation.

Preparefor aquestionand answer period by thinking of the possible questions
that may be asked, particularly the difficult or tricky ones. If you are asked a
guestion you cannot answer admit it and promise to get the answer to the
questionwithin a specific period of time (and then make sureyoufollow up on
it). Never guess or fake and answer.

Use gestures that are appropriate and naturd for you. Gestures that cdl
attention to themselves will diminish the effectiveness of your presentation.



Y our movements should be smooth and naturd.

Stance: Sitting or standing during a presentation has an effect on your control of the
audience. When you are sanding you are in a more dominant position and
have more control over the audience. However, during aquestion and answer
period you may want to gt down to rest and to alow the audience more
control over the flow of events.

Audience During the presentation maintain eye contact with the audience members.

Contact: Glancefrom personto personand linger for afew secondsto give each person
the impression that you are spesking directly to him or her. Thistechniqueis
important for judging the effect of your presentation.

THE AUDIENCE

Before planning a presentation, the audience should be considered. As the presenter you define the
agenda of the presentationand direct the course of events during the presentation. However it isyour
audience that determineswhether you are successful. They will judge whether your presentation was
adequate, whether they will support you and follow your recommendations. Thus the audience is as
much a part of the presentation as the content.

The following points should be considered:

Audience Attitudes: In preparing for a presentation the specific goas of the audience
are important consderations.

What are their expectations?
Do their gods differ from the forma gods of the presentation?

Audience Characteristics. Are the audience knowledgeable about what the presentation
concerns?

How will the combination of people in the audience affect the
presentation?

Will the audience be easy to persuade?

Audience Reactions: The Audience's potentid reaction should be anticipated.
What parts of the presentation are they likely to agree with?
What parts of the presentation are they likely to disagree with?

Will they require specific examples or explanations?



Audience Feedback:

USING VISUAL AIDS

During the presentationlook at the audience for feedback. To get
this feedback you should encourage themto ask questions and ask
them directly for comments. However never invite someone to
‘argue’ about an issue, particularly during the presentation.  Also
never put someone in the audience onthe defensve. Do not make
anyone look stupid for asking a question.

Whenyouget feedback from your audience, be prepared to react
toit. Plan different courses of action ahead of time.

The crucid questionto ask yoursdf during the presentationis"How
am | doing?', the answer may makeit necessary for you to change
the course of the presentation dightly.

Good visud ads have an important role to play in making a presentation. Visuas can enhance or
detract fromyour presentation, thereforethey must be selected carefully. 'Y ou should create and select
visuds that are appropriate for your intended audience. Sometimes visuals can dominate the
presentation and the god of the presentation is not met.

There are many kinds of visud aids which can be incorporated into talks.

These are:

Films

L S

Slides

Customised films are expensive to make.

A film is useful asintroductory meterid.

They need to be carefully chosen.

Thereis arequirement for a darkened room.

The time taken to load and unload the projector may be digtracting.
They are usudly generd rather than specific.

*  Eader to use epecidly if employed with a daylight screen.
*  They can be made more relevant to the presentation.

Overhead Projectors

* % ok X X

They can be used in Normad lighting

There are portable versons available

The speaker can face the audience

Trangparencies can be prepared quickly by hand or photocopied.
They can be written over or used to build up apicture.



Flipcharts

*  These are the chegpest type of visud ad.
*  They need to be neatly drawn.
*  Eadly transportable.

Good for drawing diagrams or illudtrating points which arise during the presentation.

Black or White Boards

*  They are very flexible but are not very portable.
*  They tend to be dirty to use.
*  The speaker has his’her back to the audience when speaking.

Flannel Boards/M agnetic Boards

*  These are useful for building up piecemed diagrams.
*  They require alot of preparation for effective use.

Computer Projection

Some animation and movement can be used.

No cost as compared to outputting dides and transparencies.
Projectors relatively easy to transport.

Display network materids from internet.

Can use audio and video in either analog or digita form.

* % ok X X

Planning Visuals

Whenever it is possible you should try and convert verba information from your presentation to
visud information. A standard principle in presentations is that information presented both verbally
and visualy will create a greater impresson and ismore likely to be remembered by the audience.

The visuds should be smple and each visua should present only one idea or concept. If there are
too many ideas on avisud it will be confusng and loose its impact.

If words are used on the visud they should be only key words not full sentences. There should not
be more than five or six words per visud. Lettering should be large enough for every oneto read
and clear.

The style of visud's should be consstent throughout the presentation. Colour should be used to
highlight parts of the visudsto create interes.

In summary, visuas can either enhance or didtract from a presentation. They should be carefully
planned with the audience in mind.



PERSUASIVE PRESENTATIONS

Sometimes a draightforward factud presentation isdl that is required, but often a more determined
and persuasive gpproach is needed. In thisingtance, the presentation must reglly have an impact on
the audience. A persuasive presentation should be structured so as to gain the support of those
who arein favour. It should be convincing and it should state clearly whet is wanted by way of a
decison, why it iswanted, what it will achieve and what the benefitswill be. The presenter needs to
be convinced of the objectives and aware of dl thefacts. The controversid views of others should
be known prior to the presentations so that the presenter is prepared for awkward questions. Facts
should be expressed confidently and enthusiagtically.

Thistype of presentation must have an impact on the audience and thus the preparation must be
thorough.

PLANNING YOUR TALK OR PRESENTATION

1 PRELIMINARY THOUGHT (Ask yoursdf?)

Who am | speaking to?
|dentify the group as awhole and the key individuas within it. Consder the location, the room.
Target your audience before you consider your materia, style or technique.

Also try to picture the environment, it should affect your entire gpproach and method. Giving a
presentation to agroup of new saff intake istotaly different to presenting to the board of
directors.

Why are they here?
|dentify the purpose of the presentation and the reason the audience will be attending. Isit to
gain knowledge, to be sold an idea or product, or isit to help in making a decision.

Why am | spesking to them?
No matter what your main function within an organisation is, there will be times when you are
cdled upon to give apresentation. Thiswill ether be due to you providing a specidist function
or having some technica knowledge and expertise. It may be because of your position of

management within the company.

What do they expect or hope to hear?
This should decide what you present to them, and how you will do it. Whether you are sdling
ideas, schemes or services, you are selling. Y ou must plot out what buyers are prepared to
accept.

What do | hope to achieve by thistak?
Decide what should be achieved from the presentation, isit to sall and therefore get an order?
Isit to obtain permission to carry on with some kind of project? Or isit amply to inform?



How long do | have in which to achieve it?
Y ou must know in advance how long you are going to talk for so that you can gauge the content
of your presentation. 'Y ou should aso have some kind of contingency plan should the time be
cut short or indeed extended (the latter is most unlikely).

2 PREPARATION

Ligening is difficult. Sort your ideas carefully and logicaly, and remember that an audience needs
sgnpogts and repetition. A useful basic plan - "tell them what you are going to say - say it-
summarise what you have sad”.

USE THE STRUCTURE INDICATED BY THE SUBJECT MATTER

a)

b)

o)

Narrative (first this happened - then this ... and ladtly this).

Spatia (your foot bone's connected to your ankle bone, your ankle bone's connected to
your shin bone....).

Ascending order of importance (my argument isthat this, this, THI'S, and most conclusively
THIS, should make us revise our production methods).

Descending order of importance (the framework collapsed chiefly because THISwas a
weak member, this had been wrongly connected, and these instructions were not carried
out).

Ascending order of difficulty - move from what the audience knows to what they don't
know.

Thisisthe point | want to make, and
here
here and
here are some illudtrations in support of it.

Invedtigations:
problem - discusson - conclusons
facts - analyss - conclusons
facts - andyds - statement of problem
facts - analys's - problem - discussion - conclusions - recommendations.

3 DELIVERING THE TALK (will you)

a)

Writeit out and read it?

b) Writeit out and learn it?

c)

Speak extemporary from notes?



d) Combine extemporary pesking with reading?



A PRESENTER’SCHECKLIST

1.

Spare project bulb
Extension lead
Projector

Screen

Room

Who will be there?

How long have you got?

When do you gtart?

Have you dlowed enough time?

What are the audience expecting?

What is the purpose of the presentation?
What is the measure of its success?

Arethe didessmple?

Can they be eadly read?

Is there too much information on them?
Arethey hdpful to the audience?

Does the presentation have a proper stucture?
|s there a hook?
Are the conclusions completely clear?

How are you going to begin?
How are you going to end?
How are you going to involve the audience?

Are you/will you be ready?
Have you rehearsed?

Pens
Sides
Hand-outs
Crib-cards
Pointer



