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Describe the tasks involved in analyzing the situation arlaiis a8 gl Jalaila, dhadll ol el ey O
for a presentation and organizing a presentation. sagil) (g jall

O Explain how to adapt to your audience and develop dsalisl yelaisdl )sean awcaSilliuS ~ 5 O
an effective opening, body, and close for a . e &l ay =ld Jeid Gl 5 inag
presentation.

O Discuss five steps for delivering a successful .zali e aje andil il ghd Geed 4885 (]
presentation.

O Explain the role of visuals in business presentations. Al (a5 yall 845 5l yaliall a3 O
Jlae ™

O Outline the decisions involved in using a key visual (= s jaic alaat Ll dalaial &l ) yall sy O
and selecting color, artwork, and typefaces to create Ly L ghall g Cila gu il g sl HLE) 5 td

effective slide designs. Allrd i 8 Slaseal
O Explain how to create effective slide content. Al Jad (g gisa L) AdS ~548 O

O Explain the role of navigation slides, support slides, .l g cacdll =1y 5 (Jasill =30 35 g2 = x5 (O

and handouts.
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L Presentations offer important opportunities to put all

your communication skills on display, including
research, planning, writing, visual design, and
interpersonal and nonverbal communication.

Presentations also let you demonstrate your ability to
think on your feet, grasp complex business issues, and
handle challenging situations—all attributes that
executives look for when searching for talented

employees to promote.
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 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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O Analyze the Situation i gall Jula3 O
Define your purpose and develop a profile of your «&d)seand cayjaicale jghiy a8 cling aa
audience, including their likely emotional states and A—laisall i dhlall gVl acl 13 41
language preferences. A gl agiBliadi
 Gather Information Cilaglaal) 2aa O
Determine audience needs and obtain the information (e Js—aally s gaall Sl alial 2 yaas
necessary to satisfy those needs. laluia ) el 4t 4 53U il glall
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3 Choose Medium and Channel LAY g Jasw gl 53 (O

Identify the best combination for the situation, ¢ sgeadlsallu )l s ol gall oy 3a Juzadl 2paa3
message, and audience, including handouts and other  .s_AY) acall 3 sa s Cile suaall I3 8 Lay

support materials.

Q Organize the Information ila glral) anlaii (]

Define your main idea, limit your scope and verify (= (3835 @llai aaa g cdpnd )l old <8 aaa
timing, select the direct or indirect approach, and ¢« il ;e of Hdludl meill Hial 5 (il
outline your content. A ginal day jal) o gladll aaa g
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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 sl U sas) GlSalls &l )sgan ana Sin O

Lecture

online), your subject, your purpose, your budget, «dracle ¢ gy (i iyl e
the time available for preparation, and the time sl ¢ juaaill ~Uall 6l 5 clivi) jua g
allotted for your talk all influence the style of your ¢liaye cislul o elinal jaaidll

presentation. saal)

Q If you're speaking to a small group, particularly 4aldy ¢ padc gaae a3 O

people you already know, you can use a casual style  alaaiul ¢l i€ay (Jnilly agd y=i Lialail
that encourages audience participation. AS Hdia e aa B ey e sl
sl
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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.

Gaall 1Y) ol 150817 sgan cadalad cui€ 1)
Apeny JSI a8 Lo (a jald daga

R elia] sy V1) spen alalal cug 1))
O ol (e LS 13 L) 58 aa ey i)
cpnnd) Camam (e g silay Baladl @) gean puay

Ml L) A s jiay Alatiuad) e XU

(- ABlEl) LadaY) ¢ i) 4 a5 Al

GAY) claladl 5 il Ll 5 e ldadll

\




|
Developing your presentation UMNIRQRQEA |

Lecture u""w‘ k’lsé)-c- yg.las

09 E : <

Like written documents, presentations have three distinct it d giSall ot wuall 8 JLall 48 LS
sections: the introduction, the body, and the close. (Aatiall 13 rae aludl LM o Ayl (2 g y2ll

Al g (oalll
O Presentation Introduction i) (a pal) datia (O

A good introduction arouses the audience’s interest in your — «dle s a g s gaall slaial 5 52 all ieaidll
topic, establishes your credibility, and prepares the audience S allia Glly i L aghngd s ccliflaae jou ji
for what will follow. That’s a lot to pack into the first few <¢luase e (Y GEAN 4 aadd o sy Laa
minutes of your presentation, so give yourself plenty of time  <lalSll jucaail LS Ui 5 el il 101 ¢ apall
to prepare the words and visuals you’ll use to get your <liaje eadlgaadiuin Al &y yadl &l sl

presentation off to a great start. &)y Jl el
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 Presentation Body i) G ad) e O

The bulk of your speech or presentation is sl ¢lidad b o, VI3 all ja iad)
devoted to a discussion of the main supporting 4w I Ll sl 4 S8l _apr @) Gl e
points from your outline. Whether you're using axiwic €215 w ol hlhadd aclil
the direct or indirect approach, make sure the (o aSU ¢ dlal e o Hdluadl asla¥)
organization of your presentation is clear and your oLl da g a8l lia jo andat » gia g

presentation holds the audience’s attention. REYREN

- 13
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 Presentation Close il o pll Adld

The close of a speech or presentation has two Ol—iths e & e o Glld ol L alal
critical jobs to accomplish: making sure your 85 (sl Geraiwal o) e 2 ST ;U

listeners leave with the key points from your talk s ¢z sa s lhoa (e A Hl Ll ) e gl

clear in their minds and putting your audience in A—lalldy alld WSl 8l gaa

the appropriate emotional state.

Restating Your Main Points Use the close to saley Aailall aadiul du )l Laldll delua sale)

succinctly restate your main points, emphasizing W e 32 Al ae ¢ Jlagb )l Llal delia

. What you want your listeners to do or to think. A Sl gl alad Cpaaiiall ey 5 y
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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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Choosing your presentation 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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d Recognize that nervousness is an indication that you
care about your audience, your topic, and the occasion.

[ These techniques will help you convert anxiety into
positive energy

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

v Know your 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

question-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 (| iy sasa Gruad 4 yall jualiall Sy

presentation by creating interest, illustrating points gagis calaia¥) s ) JOA (e (S a je
that are difficult to explain with words alone, adding  «was s Gl Lea 3 5 Caxcay ) dal sl
variety, and increasing the audience’s ability to absorb (e seaall 3 3853, 5 ¢ sl 2
and remember information. Lo S35 il slaall Clagiad

Behavioral research has shown that visuals can 4 all aliall G 8 Ll cilayl) <y gkl
improve learning because humans process visuals il oY aleidl st o Joasi o (Sa
much faster than they process text. O S g el (G A el pealiall G gallay

S = 28
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For all the communication power of visuals, however, bl Ly aiait Al Joal gill 3 38 JS 2a

don’t make the mistake of thinking that your visuals -l o sliie W) 8¢ hais V¥ @y sl

are your presentation. (sl lia e ja s oA Al

communicators sometimes fall into the trap of letting  _aliall Jaa &8 & Ulal Jual ill o) 508 a8

the visuals take center stage. Alaa) gaa 4 yall

Remember that your message is the presentation, not iy ¢ anill (o el o elilln ) of 833
your visuals; your visuals are there to help support and — acl 83 s g0 435 jall palialld ¢4 yall jualiall

clarify what you have to say. Alf il muagls
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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.

) = LAY 3a08a milial aual) 12a aa
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Designing slides around a key visual
‘épugS) Q;JP°~I¥21‘;‘13;"655Lﬂid"Qﬂ&hﬁas

- Point A
- PointB

>

'.,R_ = Point A
3 ‘ 4 - Point B
- Point A

Figure 17.3a

Figure 17.3b

Figure 17.3c

Photo credit: ESB

Basic/Shutterstock

Figure 17.3e

Figure 17.3d

Figure 17.3f




Lecture

M‘ olic s

Selecting design elements

MIDOCEA|

UNIVERSITYl

09

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.

L Aay 58l sda Baalic die & ) sl ) sSaw oS 1@l e
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1 Color Gt O

Color is a critical design element, far more than mere (= ,SI s¢d Lulul Lasaai | uaic ol a2
decoration. It grabs the viewer’s attention, emphasizes s «2aliall oLl Cday 568 | 55500 3 e
important ideas, creates contrast, and isolates slide _-alic ) s (ks iais dagall HLSaY)

elements. Ay Ll

Color sends a powerful nonverbal messages. You can <liSa 4583 0adl j e Jila )y ol Jos )

study this effect as you view various websites or o gl 28 50 Uia ye L alal 1 Al o

advertisements. Adliaall e Y)
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O Typefaces and Type Styles Lealail g Ja ghadl) £ 30 O
When selecting typefaces and type styles for slides, ¢zl )il Lghalail g Ja g dadll £ o) Lyial e
follow these guidelines: AUl lald HY) sl
v' Avoid script or decorative typefaces, except for i A3l ol duaill b gladll aladiul cuind v/
limited, special uses. Aald Glaladin ¢ 53 gane SY 4 Y)

v' Use serif typefaces with care and only with larger agli=y3 Sl Cag jall @l b gadll aadin) v/
text. L8 HEY) anall i (o piaill pas

v' Limit the number of typefaces to one or two per JSI il Jaalghybillaac s v
slide. Aag

v" When using thinner typefaces, use boldface so that Lall aaii cLuéJ Lshialdiul aie v
letters don’t disappear on-screen. e oy yall ST Y ba yay yall
AL

Y,
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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 <l ) Jaal dial 70 )-8 (5 gfiae 45US 25c

short and simple: Adavs 93 jual
e Limit each slide to one thought, concept, or idea Bsaals5,Sé PETLY S5 Shdsy i JS s 0
(without dividing things so far that the audience has %23 Jsessll (o ciay I8 Learuli () 52)
trouble seeing the big picture). (ALalsl 3 ) suall
e Limit text content to four or five lines with four or five bl iwed Jix b paill soiaadiae
words per line. S aad ) ) (e sl S (g giag Guay
e Don’t show a large number of text-heavy slides in a row;  dessjall &3 )8 e € 23e (paye Qini @

give the audience some visual relief. e jsgaall mial ¢ il e a s ailly
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e Write short, bulleted phrases rather than long

sentences.

e Use sentences only when you need to share a

qguotation or some other text item verbatim.

® Phrase list items in parallel grammatical form to

facilitate quick reading.

® Include short, informative titles.

Jaadl e Y dad 42 3 ad il e K @
Al skl
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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.

wasall Jslaall g clbladall g 5<5 of coag
el 8 Clsa g ) (e Jain] A el
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Creating charts and tables for slides
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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 $S12.5 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 Jualatl) elly Cas) ol 13) a8 Y juaild) @
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e Highlight key points. Use arrows, boldface type, and  ag¥) adiiul Al bladl) o ¢ guall bl @

color to direct your audience’s eyes to the main point of a ) &) g oluiil 4 531 () 5 V) 5 (s 52l Lol
visual. Summarize the intent of the graphic in one clear (5,0l iaa jadl 3 )sall 84w )l daaill
title, such as “Earnings up by 15%.” "% )0 Ay # LY B3k " i a5 o)) sie

e Adjust the size and design. Modify the size of a graphic i3 )sall ana Jic araaillganall Jic o
to accommodate the size of a slide. Leave plenty of white  _seesll (S 48IS cliay daliw & i dsy il aaa
space so that audience members can view and interpret LIl addial azd e s iy (5 sinal 5l (s
content from a distance. Use colors that stand out from the — Jemss Bal g Und il 5 dhay 5 8l 43408 e 5,4

slide’s background and choose a typeface for labels that is Lo sbiall 3¢ )yl

clear and easy to read.
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Just as you would review any message for content, style, sludls s sinal Cim el ol aal i LS

tone, readability, clarity, and conciseness, you should apply — —au ¢ Jlaa¥ls 7 o oll 5 3e) -l A ge 93 yuill

the same quality control to your slides and other visuals. o) sdl s &ladl 35 e 83 gall julaa (i Gubai clle

SOAY) 4l
eReadable. Can text be read from the back of the room? ¢ all (e gaill 3e) )8 <0 Ja 8e) JA) Jgs @
Does the text stand out from the background? fAalal) e gaill Hyu Ja A8 2l (e AR

eConsistent. Are colors and design elements used 4exiiis apesaill jalic 5ol sV (Gt @
consistently? f s JS5y

eSimple. Is each slide and the entire presentation as simple  41<b o8l o yallgdan 5 JS Ja Javs @

o possible? TOSY) )38 Ly )
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eAudience centered. Are the message and the O))S)4 aeaill g dllu)ll Ja | jegadd) Ao S0 @
design focused on the audience? $seanll e

eClear. Is the main point of a slide obvious? Easy  4lgw faaial g day Hall A Hll 3 K40 Ja el g @
to understand? Can the audience grasp the main (2 4w )l 5 <8 Cladinl ) seanll (K3 Ja Sagdll

point in just a few seconds? 53 5320 () 55
e Concise. Is text written in concise phrases? 5 _paiag Gl by @ 6 paill Ja | walida @

e Fully operational. Have you verified every slide  zil -3 apas (e adiai Ja  Adbla JoalSy Jazy @

in your presentation? ¢ i) clia o
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Now that the content slides are ready, enhance your <ajse jie ¢l G siaal &l 4 Ciaual o)) any

presentation with several slides that add “finish” to your 4ile dilg i (i il o bae Adlaly el
presentation and provide additional information to benefit 1) sgan i Al il slaa 2385

your audience:

e Title slide. Make a good first impression on your audience st i Ll Leldail &l 1) ¢y gind) day i @
with one or title slides. A title slide should contain the title of  ._=S1 sl saals o)) sie a3 JVA e &) 5gan
your presentation, your name, your department affiliation, (@ =)l O)sie Ao o) siadl dagy 13 5 sind () ang
and your company affiliation. You may also include the i eliSay b€ iy ccladycclal g ¢ oapraill

presentation date and an appropriate graphic element. i o gy praic g i pall o )l A8l
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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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