10. Ten Tips for Effective Presentations


In this website summary, author Garr Reynolds shares his suggestions for making an effective presentation:


• Show your passion. “Yes, you need great content,” he says. “Yes, you need professional, well-designed visuals. But it is all for naught if you do not have a deep, heartfelt belief in your topic.”


• Start strong. “The audience wants to like you and they will give you a few minutes at the beginning to engage them,” says Reynolds. “Most presenters fail here because they ramble on too long about superfluous background information or their personal/professional history…”


• Keep it short. People can’t take too much of listening passively to a speaker, says Reynolds. “Audience attention is greatest at the opening and then again when you say something like ‘In conclusion…’ So, if you have 30 minutes for your talk, finish in 25 minutes.”


• Get out from behind the podium. “Removing physical barriers between you and the audience will help you build rapport and make a connection,” says Reynolds.


• Use a remote-control device to advance slides and “builds.” This allows you to get away from the podium.


• Remember the “B” key. This allows you to clear the screen, which is useful when you digress from the topic and want the audience focused on you. When you’re ready to move on, press “B” again and the latest image reappears on the screen.


• Make good eye contact. Look at individuals rather than scanning the group, says Reynolds, don’t turn your back on the audience, and (unless the topic is grim), smile!


• Keep the lights on. Today’s LCD projectors are bright enough for the image to be seen with ambient lighting, he says. A lighted room helps keep people awake and focused on you, not just the screen. 


• Use a TV for small groups. This is more intimate than a large screen. 


• Always be courteous, gracious, and professional. Thank people for their input, says Reynolds, even if they are being difficult. 
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