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Spend Enough Time
oh Presentation

| |

Takes time to
prepare a
presentation.

Conferences
presentation take
me 3-4 hours, for

10 minutes.

Takes longer
when you are new



Consider Your Audience

‘ * Make presentation relevant to audience
- i.e. don’t present all math

* Think about following questions
-Who am | addressing?
-What do | have to say?

- What do | want my audience to know?
- What would my audience want to know?



‘J'j Tell a Story

* Make a logical structure that is like to a good story.
- Beginning: context of presentation
- Body: develop main points.
- Conclusion: summarize main points, take home message.



III Practice, Practice, Practice

* Practice on your own (get timing right)
* Practice giving it to each other.

* Write out the full text you want to say.
- Forces you to think of every aspect
- Helps you commit parts of you presentation to memory

- Make notes of key points and use those during presentation. BUT don’t read a script
or always look at the screen.




Communicate with Audience

- Try to look at everyone, not just one corner of the room.

Look at the audience - If you are nervous pick some spots at the back of the
room above people’s heads.

- Vary the tone of your voice.

e Be enthusiastic - Use humor if it suits you, but don’t force it or over do it.
Content is what matters.




‘)( How To Speak

Speak slowly and clearly.

Take a breath before you move to next slide.

Try not to say SO, UMMM, OK or other time fillers too much.
-We all do it, it takes practice.

Try standing squarely on both feet and keep hands
someone still.



* Stand on one leg.

* Hityourself or a table

* Tabyour pen

* Turnyour back on the audience
What notto dO * Wave your hands like your talking Italian
* Put yourthumbs in your pockets

* Crossyour arms and take a football pose

* Try to smile at the audience if you are not too nervous.



Design of Slides

 Don’tuse full or wordy sentences.
- Harder for the audience to follow.
- Harder for you to use as a reminder.

* Don’t puttoo much text on one slide
- Makes it hard to read.
- Continue on topic on next slide, if too much for one slide.

* Make sure font is big enough to read.
- 18-point font is probably the smallest to go
- This depends on size of room.




III Keep the points simple

e [f itis a book or report look for the contents page.

Identify any chapters that you think maybe of particular relevance and focus on them. Again,
start from the introduction or the conclusions. You can find your way through a chapter or
section by using the subheadings.

* Use the contents page
e Start with introductions and conclusions

* Use subheadings




ﬁ Keep the background simple

Keeps a clear, clean design

Avoids distractions

Allows good contrast

Prevents confusion

Avoid PowerPoint’s own templates



Keep the text clear

* 24 pt minimum
* 36-44 pt for heading
* Contrast colors

Good

Good

Good

Good

18 point
20 point

24 point
28 point

36 point
40 point
44 point



Background - Good

Use backgrounds such Use backgrounds which Use the same
as this one that are are light background consistently
attractive but simple throughout your

presentation



difficult tore




Keep the text clear

® 24 point minimum
® 40-44 for heading




Always have a good picture

© Randy Glasbergen.

“My PowerPoint presentation went so well,
| had it made into a tattoo!”




Graphs - Good

- Use graphs rather than just charts and words Always title your graphs

- Data in graphs is easier to comprehend & retain
than is raw data

- Trends are easier to visualize in graph form



Graphs - Bad

January | February | March April
Blue Balls 20.4 27.4 90 20.4
Red Balls 30.6 38.6 34.6 31.6




Graphs - Good

Items Sold in First Quarter of 2002

100

O Blue Balls
B Red Balls

January February March
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Graphs - Bad

® Minor gridlines are unnecessary
® Fontis too small

® Colors areillogical

® Title is missing

® Shading is distracting




Use a full sentence as

your title Business
Solutions

Information
Systems

Show where you are going!




Animate quickly and simply

Fade

e For textuse:

- Appear

- Wipe, from left (very fast)
- Fade (very fast)

For graphics use:
- Avoid transitions




Animate quickly and simply

Nothing fancy
- Itwillonly end up

- really annoying

- your poor audience

Keep it quick

- Oryou try to read or recognize it before it has
fully developed!
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Never just read the slide

This is the thing that annoys more people about PowerPoint presentations than anything else.

Itis boring!

Keep something back!




Spelling and Grammar

Proof your slides for:
- spelling mistakes
- the use of of repeated words
- grammatical errors you might have make it

If English is not your first language, please have someone else
check your presentation!



‘ ‘ Conclusion

Use an effective and strong closing
- Your audience is likely to remember your last words

Use a conclusion slide to:
- Summarize the main points of your presentation
- Suggest future avenues of research



P Questions???

Be prepared to answer questions from audience.

End your presentation with a simple question slide to:

- Invite your audience to ask questions

- Provide a visual aid during question period

- Avoid ending a presentation abruptly

- If there are different theories , ask audience if they find one more compelling.






Homeworks

« Complete the Power Point and prepare for the Final presentation, November 22nd.

* You can review my instructions in the slides from previous weeks.



~~~Theend~~~

Email me: huong.nguyen@ttu.edu.vn
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