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O Describe the tasks involved in analyzing the situation alaiis a8 gl Jalailay dhall ledll ey O
for a presentation and organizing a presentation. 8l (g yall

O Explain how to adapt to your audience and develop dsalis)l jelhisdl )sean an caSill i8S ~ 55 (O
an effective opening, body, and close for a . &l 4, U4 WNadd Gl 53 Taay
presentation.

O Discuss five steps for delivering a successful .zali candi yaje aadil Gl glad el 438G O
presentation.

O Explain the role of visuals in business presentations. il (ya s yall 845l paliall ja 7 y3 O

e

Q Outline the decisions involved in using a key visual (= joaic aladiuly 4 aliall Gl 8l aaas [
and selecting color, artwork, and typefaces to create L3y L ¢ladll g e g g slll Ll g o
effective slide designs. Allad i) 8 Glaaas

O Explain how to create effective slide content. 2l Jlad (g giaa el ddS - 54 O

O Explain the role of navigation slides, support slides, .l &l 5 cacall =81 y5 5 (Jaiill =31 35 H2 7 x5 O

and handouts.
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O Presentations offer important opportunities to put all =Y dage Lia 8 4@l (1 g yall s i 0

your communication skills on display, including sl @y A Lo cJaal sl 8 ol jles area
research, planning, writing, visual design, and Jwalsills Al aeaill g UK 5 Jaydadsl)
interpersonal and nonverbal communication. (Bdlll e 5 el

O Presentations also let you demonstrate your ability to <l jad Lelal Ll (a5 yall ol 06 LS O
think on your feet, grasp complex business issues, and  ¢3éaall Jaall Lliad agd g cay pull <@l e
handle challenging situations—all attributes that Lersas 25 - 4 iall (bl sall an Juladll
executives look for when searching for talented i (sl (olgsuall Lede Ciay Cila

employees to promote. Al G o e (il ga e Gl
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O If the thought of giving a speech or presentation

makes you nervous, keep three points in mind.
First, everybody gets nervous when speaking in
front of groups. Second, being nervous is actually a
good thing; it means you care about the topic, your
audience, and your career success. Third, with
practice, you can convert those nervous feelings
into positive energy that helps you give more
compelling presentations.

Planning presentations is much like planning any
other business message: You analyze the situation,
gather information, select the right medium, and
organize the information.
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0 Analyze the Situation 8 gal) Jala3 O]
Define your purpose and develop a profile of your «&)sgand iy saiCale 5oy afgliag das
audience, including their likely emotional states and 4 laisalld_dhalall agiWlL sl 1h 8L«
language preferences. A gl agihpadi
 Gather Information Cilaglaal) 2 (]
Determine audience needs and obtain the information (e Js—aally )sgaall Gl aldal 3 yaa3
necessary to satisfy those needs. laliia ) &l anbil 4. 50U Gla gleal)
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(J Choose Medium and Channel

Identify the best combination for the situation,
message, and audience, including handouts and other

support materials.
[ Organize the Information

Define your main idea, limit your scope and verify
timing, select the direct or indirect approach, and

outline your content.
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Although you usually don’t write out a presentation word for

word, you still engage in the writing process—developing
your ideas, structuring support points, phrasing vyour
transitions, and so on.

Depending on the situation and your personal style, the
eventual presentation might follow your initial words closely,
or you might express your thoughts in fresh, spontaneous
language.

This section covers the tasks of adapting to your audience

and developing your presentation.
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O Your audience’s size, the venue (in person or

online), your subject, your purpose, your budget,
the time available for preparation, and the time
allotted for your talk all influence the style of your

presentation.

 If you’'re speaking to a small group, particularly
people you already know, you can use a casual style

that encourages audience participation.
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If you’re addressing a large audience or if the event is

important, establish a more formal atmosphere.

If you’re addressing an audience that doesn’t speak your
language, consider using an interpreter. If your audience
is likely to include persons with hearing impairments, be

sure to team up with a sign language interpreter as well.

When you deliver a presentation to people from other
cultures, take into account cultural differences in

appearances, mannerisms, and other customs.
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Like written documents, presentations have three distinct

sections: the introduction, the body, and the close.

 Presentation Introduction

A good introduction arouses the audience’s interest in your
topic, establishes your credibility, and prepares the audience
for what will follow. That’s a lot to pack into the first few
minutes of your presentation, so give yourself plenty of time
to prepare the words and visuals you’ll use to get your

presentation off to a great start.
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J Presentation Body

The bulk of your speech or presentation is
devoted to a discussion of the main supporting
points from your outline. Whether you’re using
the direct or indirect approach, make sure the
organization of your presentation is clear and your

presentation holds the audience’s attention.
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(] Presentation Close

The close of a speech or presentation has two
critical jobs to accomplish: making sure your
listeners leave with the key points from your talk
clear in their minds and putting your audience in

the appropriate emotional state.

Restating Your Main Points Use the close to

succinctly restate your main points, emphasizing

\_ what you want your listeners to do or to think.
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1 With an outline, speaking notes, and any visual

aids you plan to use, you're almost ready to
deliver your presentation. This section covers
five essential topics that will help you prepare
for and deliver engaging and effective
presentations, starting with choosing your

method.
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With all your materials ready, your next step is to decide

which method of speaking you want to use. Speaking from
notes (rather than reading from a fully written script) is
nearly always the most effective and easiest delivery
mode.

The outline or notes guide you through the flow of the
speech while giving you the freedom to speak naturally
and spontaneously, to maintain eye contact with your

listeners, and to respond and improvise as circumstances

\ warrant.
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Practicing your presentation is essential. Practice

boosts your confidence, gives you a more professional
demeanor, and lets you verify the operation of your
visuals and equipment. A test audience can tell you if
your slides are understandable and whether your

delivery is effective.

A day or two before you're ready to step onstage for
an important talk, make sure you and vyour

presentation are ready.
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In addition to knowing your material thoroughly and

practicing your delivery, make sure your location is ready
and you have everything you’ll need. Whenever you can,
scout the location in advance. Check the seating
arrangement to confirm it’s appropriate for your needs
and the audience’s.

Verify the availability and operation of all the equipment
and supplies you’re counting on. If you’re using slides,

make sure you know how to get the file from your

\ computer or other device to the projection system.
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1 Recognize that nervousness is an indication that you
care about your audience, your topic, and the occasion.

O These techniques will help you convert anxiety into
positive energy

v Put yourself into a positive frame of mind before
you start.

v Know vyour material and practice until you’re
comfortable with it.

AN

Be ready with your opening sentence.

AN

Be comfortable.

AN

Maintain eye contact with friendly audience
members.
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d Whether you take questions during a formal

qguestion-and-answer (Q&A) period or as they come
up during your presentation, audience queries are
often one of the most important parts of a

presentation.

O They give you a chance to obtain important
information, to emphasize your main idea and

supporting points, and to build enthusiasm for your

point of view.
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Visuals can improve the quality and impact of any

presentation by creating interest, illustrating points
that are difficult to explain with words alone, adding
variety, and increasing the audience’s ability to absorb

and remember information.

Behavioral research has shown that visuals can
improve learning because humans process visuals

much faster than they process text.
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For all the communication power of visuals, however,

don’t make the mistake of thinking that your visuals

are your presentation.

communicators sometimes fall into the trap of letting

the visuals take center stage.

Remember that your message is the presentation, not
your visuals; your visuals are there to help support and

clarify what you have to say.
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This section offers helpful tips for

creating slides that engage audiences
without overwhelming them with too
much information or poorly designed

layouts.
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Designing slides around a key visual
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- Point A
- Point B

//./7 T
. ..,n - Point A
. iy e PointB
- Point A
- Point B

Figure 17.3a

Figure 17.3b

Figure 17.3c

Photo credit: ESB

Basic/Shutterstock

Figure 17.3e

Figure 17.3d

Figure 17.3f
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As you design and create slides, always keep the

audience’s experience in mind: What will it be like to

view this slide while listening to a speaker?

highlights six principles of effective design:
consistency, contrast, balance, emphasis, convention,

and simplicity.

Pay close attention to these principles as you select
the design elements for your slides and create

content for each slide.
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] Color

Color is a critical design element, far more than mere
decoration. It grabs the viewer’s attention, emphasizes
important ideas, creates contrast, and isolates slide

elements.

Color sends a powerful nonverbal messages. You can
study this effect as you view various websites or

advertisements.
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1 Typefaces and Type Styles

When selecting typefaces and type styles for slides,
follow these guidelines:

v" Avoid script or decorative typefaces, except for
limited, special uses.

v' Use serif typefaces with care and only with larger
text.

v Limit the number of typefaces to one or two per
slide.

v" When using thinner typefaces, use boldface so that
letters don’t disappear on-screen.
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d Typefaces and Type Styles

v" Avoid most italicized type; it is usually difficult to
read when projected.

AN

Avoid all-capitalized words and phrases.
v Allow extra white space between lines of text.

v' Be consistent with typefaces, type styles, colors,
and sizes.

When selecting type sizes, consider the room(s) in
which you’ll be presenting. The farther the audience is
from the screen, the larger your type must be in order
to be readable from everywhere in the room.
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For every slide, remember to watch out for information

overload. When slides have too much content—
textual, visual, or both—particularly for several slides
in a row, viewers can’t process the incoming
information fast enough to make sense of it and

eventually tune out.

Keep your slides clear and easy to grasp, and pace the
flow of information at a speed that lets people connect

your ideas from one slide to the next.
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When writing content for text slides, keep your message

short and simple:

® Limit each slide to one thought, concept, or idea
(without dividing things so far that the audience has
trouble seeing the big picture).

e Limit text content to four or five lines with four or five
words per line.

® Don’t show a large number of text-heavy slides in a row;

give the audience some visual relief.
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e \Write short, bulleted phrases rather than long

sentences.

e Use sentences only when you need to share a

guotation or some other text item verbatim.

® Phrase list items in parallel grammatical form to

facilitate quick reading.

® Include short, informative titles.
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Charts and tables for presentations need to be simpler

than visuals for printed documents. Follow these

guidelines:

e Reduce the detail. Eliminate anything that is not
essential to the message. If necessary, break

information into more than one slide.

e Simplify. For example, if a bar chart is segmented by
week, Use the “Week of” label once and then just

include the dates.
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e Shorten numbers. If doing so doesn’t hide

essential details, you can round off numbers such
as $12,500.72 to S12 or $12.5 and then label the

axis to indicate thousands.

e Limit the amount of data shown. Line charts
look busy when they have more than two or three
lines, bar charts look crowded with more than five
or six bars, and tables are difficult to read if they

have too many rows or columns.

Al Jualidl) elly caag a1 13) a8 ) juaild) @
LS el 1Y 52 VY0 w0, VY L ald )l gy i el
i LS el 15Y 52 VY, 0 5 LSy 5al 1Y 52 VY ()

u‘ﬁY\ LA;\ BJw?\j D) 9;.45\ w““ X!
Clabiall sav A g ymall cilbbud) 4as o JBE o
S Cohs e SIST e (5 gin Ladie daad e dydadll
Cre AL A e ke -l cillabadiall o s A5
S \JJ dj\déj\ Ec\ﬁ —xaal g c’éd.aci Al ji YINPES

_Sm;‘j\jqj@\w\ﬁ;ﬁam&g#

~N

)




Creating charts and tables for slides UMNIRQRQI.EA I

DA i ! glaat) g cllabdal) oL
a 09 \

e Highlight key points. Use arrows, boldface type, and  aes¥) adiiul A ) BlEL) o o guall b o

color to direct your audience’s eyes to the main point of a ) &) sgan oliil A 53l () s V) 5 2y 2l La i
visual. Summarize the intent of the graphic in one clear (5, sall Caaa Gadl 5 ) suall 8 4wy ) ddadl

title, such as “Earnings up by 15%.” M%) 0 Ay LY 33k " Jie gl 5 ) sie

e Adjust the size and design. Modify the size of a graphic il s jsall aan Jic araiailiganall Jic o
to accommodate the size of a slide. Leave plenty of white  _seasdl (Sl 48l cliiay daliwe & il dag ydl) aaa
space so that audience members can view and interpret  Ulsll aadil aal ge o jnudly 5 sinall 5aalie (s
content from a distance. Use colors that stand out from the = Je s laaal Uaa aly dag il ddls e 35 )b

slide’s background and choose a typeface for labels that is O gbmdl 30 5all

clear and easy to read.
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Just as you would review any message for content, style,

tone, readability, clarity, and conciseness, you should apply

the same quality control to your slides and other visuals.

eReadable. Can text be read from the back of the room?

Does the text stand out from the background?

eConsistent. Are colors and design elements used

consistently?

eSimple. Is each slide and the entire presentation as simple

as possible?
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~ )
eAudience centered. Are the message and the (/S % areaill g4l Ja psgedd) o S0
design focused on the audience? sl e
eClear. Is the main point of a slide obvious? Easy Alew $daial g day Hall s HlI 3 <3 Ja il @
to understand? Can the audience grasp the main (& fwt )l 5 <8 Qladind ) seaall (Say Ja Sagdll
point in just a few seconds? 983 5320 ) 58
e Concise. Is text written in concise phrases? % paide Gl G5 Gaill Ja | puaida @
e Fully operational. Have you verified every slide i 5 aaes (o Cadiad Ja 4d8ls JalSy Jazy @
in your presentation? ¢ i) clia o
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Now that the content slides are ready, enhance vyour

presentation with several slides that add “finish” to your
presentation and provide additional information to benefit

your audience:

e Title slide. Make a good first impression on your audience
with one or title slides. A title slide should contain the title of
your presentation, your name, your department affiliation,
and your company affiliation. You may also include the

presentation date and an appropriate graphic element.

dmﬁ))cco)éﬂ;&y;‘d\ \Jut_lm\u\du
@s@@u@@’@\ﬂﬁm&ubwmﬂ\

&) yan 2085 Adla] e slea A3

et s LA Lebdail o y5) oyl ginl) day 1 @
S0 g saal s o) sie day 385 ONA e & ggan
saadl ) sie o ol sanll dag 3l 5 giat o cang
\_:'a:\im&ﬁ)_&j “ﬂ.ﬁ_uéj “ﬂA_ua\j ‘ﬁuﬂ\

c_i.a.uu@ju)_)m.\c)uaﬂ\ Jb‘u\.m\

~N




Lecture

asal) g Jatil) gl i oL

Creating navigation and support slides

MIDOCEA

UNIVERSITYl

s 09

e Agenda and program details. You can use these slides to

communicate the agenda for your presentation and any

additional information your audience might need.

e Navigation slides. To tell your audience where you’re going
and where you’ve been, you can use a series of navigation
slides based on your outline or agenda. This technique is
most useful in longer presentations with several major
sections. As you complete each section, repeat the slide but

indicate which material has been covered and which section

\ you are about to begin.
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Handouts—any printed materials you give the audience

to supplement your talk—should be considered an

integral part of your presentation strategy.

Handouts can include detailed charts and tables, case
studies, research results, magazine articles, and anything
else that supports the main idea of your presentation.
Rather than paper copies, you can also make handouts

available as PDF for digital distribution.
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Plan your handouts as you develop your presentation so

that you use each medium as effectively as possible. Your
presentation should paint the big picture, convey and
connect major ideas, set the emotional tone, and rouse

the audience to action (if that is relevant to your talk).

Your handouts can then carry the rest of the information
load, providing the supporting details that audience

members can consume at their own speed, on their own

time.
\__
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Timing the distribution of handouts depends on their

content, the nature of your presentation, and your personal
preference. For instance, some speakers like to distribute
handout copies of their slides before the presentation begins

so that the audience can take notes on them.

Doing so can be risky, however, particularly if you’ve
organized your talk with the indirect approach, because the
audience can read ahead and reach the conclusion and

recommendations before you’re able to build up to them

yourself.
.
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