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Course Notes
These notes cover the basic guidelines for preparing excellent presentations. 

They provide a foundation for the Masterclass which will expand on these concepts and will also remind you what you learned once you have completed the course
Contact
If you would like any help or further advice feel free to contact :
Deborah Ogden
07786 928577




deborah@deborahogden.com

Course Objectives

To encourage you to think about improving your own style of presenting.

To allow you to explore the importance of preparation, delivery, impact and clarity when crafting a   presentation.
To give feedback to colleagues to help each other to become more confident and effective presenters.
To help you connect better with your audience and make your presentations more convincing.
The main message of this training:
Presenting your work is just as important as doing your work.

· All too often great work fails because of poor presentation. Even worse, mediocre work can succeed because of excellent presentation. Imagine how unbeatable you will be if you do great work and you present it excellently as well.

· This course is designed to help you improve from ‘good to great’ – to raise your game to achieve that unbeatable position. But before we look at how we’re going to do that, think very hard about why it’s important to constantly improve how you present.

Why Improve?

Here are some important reasons:

· To fulfil your job spec and develop your own skills
· To help you achieve your own career goals faster
· To help your company beat its targets and continue to succeed
· To help clients get a clear understanding of what you have to offer 

· To develop trusting client relationships and help retain them longer

· To provide a solid catalyst to sell more products and services

· It’s the main time we spend with clients and the main time we have to impress them

· To inspire and guide our own people and help them perform better

· To build personal confidence and communication skills which have benefits in life outside work.

How will we improve?
If you do nothing else, grasping the following three tasks will boost your success in presentations:

Preparation

Preparation

Preparation

A presenter who is fully prepared is more confident.

A presenter who is fully prepared is more convincing.

A presenter who is fully prepared will enjoy a closer connection with their audience.

A presenter who is fully prepared is ready for anything, even the most difficult question.


Failing to prepare is preparing to fail. Unless you cover off the points on the following page before you present you may not succeed.
The 10 must-do preparation tasks   
1. Prepare your preparation 
What needs to happen by when and by whom to successfully prepare for this presentation? Write a critical time line allowing a day before the event for rehearsals.
2. Prepare for your audience. 
Who are they? What is their status? Who is the decision-maker? What are their issues – if any?  What is their level of understanding of technical issues, jargon etc? 
Don’t forget to consider where you will present.  If necessary, investigate the room/space and plan how you will use it.
3. Prepare your objectives. 
What is the overt objective of your presentation? – what are you seeking to achieve for your client?  Make this the focal point of your structure and content.

What is the covert objective of your presentation – what are you seeking to achieve for yourself and your company?

4. Prepare your opening
How will you grab attention and state your credentials? How will you start to build trust? 
5. Prepare your story
What is the start, middle and end? How will you change the pace and texture to give it clarity and interest? Does it meet your overt objective? 

6. Prepare your visual aids

If it’s PowerPoint, remember the 7 deadly sins. (See Page 7)

7. Prepare your delivery

How will you vocalise, move and behave in front of your audience? How will you make a strong connection with them? Practice and rehearse out loud with your PowerPoint and props. 
Use a ‘third eye’ for an objective overview.

8. Prepare for the Q&As.

What could be the killer question and how will you answer it? What if there are no questions?  
Ask yourself a question. (See page 10)
9. Prepare your exit

How will you leave it at the very end? What next steps will you recommend? Will these meet your overt and covert objectives?  

10. Prepare the collateral  
What equipment will you need? Don’t forget hand-outs etc. if required.
Convincing Content


Improve your confidence (i.e. through meticulous preparation) and you will be in a strong position to convince and inspire your audience.
But you’ll only do this if your content is well-structured, clear, concise and memorable.

Twin Peaks Graph

The graph below shows the ideal structure of a presentation with a high impact start, 3 or 4 memorable points supported with evidence and a high impact ending.
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The Power of the ‘Post-It’

Plan your presentation using individual Post-It notes for each of the key content points you wish to cover and explore different sequences and levels of emphasis following the ‘Twin Peaks’ structure. In this way, you can edit your presentation like a film and fine-tune it to craft a compelling story.

Remember that people usually can only remember three points from any presentation, so make sure they remember the right ones!

Simplifying your structure in this way will help you prioritize and crystallise your presentation, resulting in clarity and impact. If you’re worried about excluding detail, use well-prepared hand-outs to convince your audience you’ve covered everything. Don’t bore them with it during your presentation. 

Once you have decided on your presentation structure you can begin work on your visual aids, including perhaps PowerPoint slides. 

NB:  Do not use PowerPoint as a presentation planning tool.  PowerPoint must be used in a support role only, not as your lead player. That’s your role.

Here are the Seven Deadly Sins of PowerPoint which most people commit and which can result in mediocre, unfocused, de-personalised presentations.

The seven deadly sins of PowerPoint


1 Forgetting that YOU are the presentation, not the PowerPoint. 
YOU are the presenter, not the PowerPoint. Don’t let the PowerPoint take control! 
If you don’t need to use a slide to make a point – go to a black screen by simply pressing ‘B’. Ask yourself, do I need to use PowerPoint here?  Is there a better way?
2
Using too many words on the slides. 

YOU are the person using the words. Make sure people listen to you rather than read the PowerPoint slide. Summarise the essential points you’re making with short, sharp, bullet point phrases. And don’t just read the slide out... it’s lazy and it looks unprofessional.

3
Having too many slides. 

Evidence is inherently difficult to present because we normally have quite a lot to tell the client! We need to assess each presentation on its merits and establish how long we have to present, what information we need to impart and how much detail the client is expecting. If it’s more than 30 slides we should be asking ourselves why.
4
Talking to the screen, not the audience. 

It’s the surest sign that the speaker is using the slides as a crutch and it alienates the audience. The PowerPoint becomes the hero, not YOU.   Talking to the screen signals lack of preparation and laziness.
5
Using words when one image would do. 
PowerPoint is essentially a visual medium, not a verbal one. One picture is worth a thousand words – either literal pictures, or conceptual. One meaningful photograph or pie chart has far more value than numerous bullet points or complex graphs.
6
Being inconsistent
Don’t distract your audience with wayward presentation styles on different pages. Use the drawing guides and be consistent in typography and placement of text and pictures. It looks more logical and more professional. 
7
Irrelevant and over-use of effects / clip art etc. 

Effects and animated images that are not relevant to the story are dangerous distractions however, PowerPoint is a highly-developed tool and most people only scratch the surface of possibilities. 
Builds, hyperlinks within the presentation, hyperlinks to YouTube movies, watermarked pictures - used sensitively and intelligently these devices can add meaning and impact to your talk. 
Connection: 









Preparing your content is important, but preparing your connection and delivery techniques will be even more important.

Audience awareness

· Unless you strongly connect with your audience, you will not build trust and your insights will not be taken on board. 

· To connect with your audience, you must be aware of where they’re coming from, and understand the characters you’ll have to deal with as well as their true wants and needs. Do your homework, find out as much as you can about the people you’ll present to.

· Look at your presentation with their (separate) eyes. Does it work?

· If necessary, call in a ‘third-eye’ to give an unbiased overview.

10 ways to connect with audiences

1. Greet them – and make sure you wait for them to respond!

2. Look at them – ‘eyeball’ everyone, do not leave anyone out.

3. Ask a question – generally or to an individual.

4. Visualise your concepts to create memorable pictures in peoples’ minds. (Avoid abstracts).

5. Energy and Passion. Make your enthusiasm tangible!

6. Move the audience (if appropriate) with emotion and conviction.

7. Highlight your points with personal anecdotes.

8. Use (relevant) humour when appropriate.

9. Set the audience a mental task.

10. And above all, if appropriate, smile.
Delivery skills

Strong audience connection also comes from great delivery skills.

According to Prof. Albert Mehrabian UCLA, there are three key components in any presentation: Verbal, Visual and Vocal, The 3 V’s.



Verbal:     7% retention

Vocal:
38% retention


Visual:
55% retention

Spend as much time preparing and rehearsing your delivery as you do on your content. Practice these skills, which we will call the ‘Delivery Tools’.

1. Projection.  Make sure you've enough volume to use the other tools.

2. Modulation.  Get animation, and variety into your voice by altering the pitch.  It adds colour and interest, and helps maintain attention.

3. Pace.  Another powerful way of adding variety.  Slow down to emphasise important points.  Remember slow=gravitas.

4. Emphasis.  When you use high impact words, deliver them with impact.  Emphasis can also change meaning. 

5. Pausing.  Another great gravitas tool.  A pause can really make people listen.  It is a substitute for an "Umm". 

6. Gestures.  Use your hands.  They're a potent communication device.  But do it in a natural relaxed way.  Don't wring your hands or, worst of all, fold your arms!

7.Eye contact.  Take in all your audience - engage them all eye to eye.
You can’t be convincing without gravitas
There will always be a high point in your presentation when you deliver your main recommendation. It may be at the end, or in some cases even the start. This is when you need tons of gravitas. 
Use a slower pace, a lower pitch and long pauses to create a real difference in your texture. 

Above all, DO NOT ‘HIGHRISE’.
Highrising is a growing malaise, an upward inflection often used by young people working in complex areas of technology etc.  Sentences end on a high pitch – essentially turning a statement into a question. It indicates indecision, uncertainty and lack of courtesy – ‘are you keeping up with me?’. 

It is the antithesis of gravitas.

The crunch point – Q&As

Question & Answer sessions are where you can really build a strong audience bond and convince them you are the team/person for the job. Unfortunately, they can often end in tears!

The secret to success is to maintain control throughout the question period. 
Here is how to achieve this:

1. Do not start the session by saying ‘are there any questions?’. This betrays a lack of control. Instead state the time you have for questions and say:

‘Who has the first question?’
This implies I’m expecting questions and I’m expecting more than one.
2. Questions are usually slow to start. If there’s an uncomfortable pause at this point, ask yourself a question. You can make it the difficult one you were dreading having to answer, and cleverly defuse the threat.
3. When questions start to flow, make sure you do not become a slave to the questioner but answer to the whole audience on behalf of the questioner.
4. Do not jump down the throat of your questioner. Respect them by briefly pausing before you answer.

5. If you don’t know the answer to a question, be honest and say you’ll get back to them. Don’t ‘busk’ it. Someone may know the correct answer in the audience!

6. Bring your session to a controlled end with: ‘Who has the last question?
Continuous improvement



Make sure the improvement you enjoy on this course does not grind to a halt.

Self-improvement works in a clockwise cycle:  the rotations should never end.










About Deborah Ogden

Deborah Ogden is a nationally respected speaker on personal branding, presenting and making a positive impact.

Whether it’s building better relationships, communication, winning more contracts or pitching and presenting with confidence, Deborah’s expertise has delivered breakthrough results time after time for businesses and individuals across the UK.

She has 20 years’ experience in PR, communications and media; working with some high profile people and organisations including Andrew (Freddie) Flintoff and Old Trafford Cricket Ground, the British Heart Foundation, Co-operative Insurance (CIS) and CragRats.  Deborah’s recent clients include Tesco, Fantastic Media, Peter Jones Enterprise Academy, the University of Law and BPP Law School, Standard Fireworks and Polypipe.  Deborah knows how powerful personal branding can be, both on a corporate and individual level.

Her approach centres around increasing personal impact and how to make an outstanding first impression - from body language and visual impact, to communication skills - and understanding how these influence the people around you.

Having trained as a solicitor, Deborah has a strong background in professional services giving her an in-depth and real world understanding of the importance of backing up content with strong presentation.

Deborah is a regular commentator on BBC Radio, has featured in several national magazines and her work was published in ‘Your Success’ in January 2105. She is frequently booked as a motivational speaker for both businesses and educational institutions to advise on positive impact and personal brand in business. 

Email:

deborah@deborahogden.com
Tel:

07786 028577

Twitter:

@DO​_Impact

LinkedIn:
uk.linkedin.com/in/deborahjogden
REFLECT - EVALUATE











1. ATTITUDE


Assessing yourself and setting goals








4. HABIT


Make it a way of life





2. KNOWLEDGE


What you learned on the course and will continue to learn through experience





3. PRACTICE


The more you do the better you'll do it





LEARN - CHANGE
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