
PREPARING FOR 

PRESENTATIONS

PLAN THE CONTENT OF YOUR PRESENTATION
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COMMUNICATION TECHNIQUES TO DELIVER A PRESENTATION

TIP -

TIP -
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USING 

VISUAL AIDS

WWhen using technoology such as PoweerPoint, it 

iss important to use it as a visual aid only. Your 

TThis means that the visual aid should noot take the 

pplace of what you want to say, but shouuld only be 

uused to emphasise cerrtain points. Below arree a number 

sllides appropriately.

It is a good ideea to start with a slide that 

This gives the audience a frameworkk and helps 

Never read from yyour slides.

Try to limit the number of slides tto 10. You 

through slides.

PowerPoint slidees should display imaages rather 

than text, for example diagrams and ggraphs. Use 

it to give examplees of your points of ddiscussion.

at, read and interppret each slide.  This iss especially 

important when yyou use graphs and ddiagrams.
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EYYE CONTACT

FAACIAL EXPRESSIONS ANDD GESTURES

POSTURE AND BODY ORIENTATION

HUMOUR
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PAUSES

RHETORICAL QUESTIONS

EMPHASIS AND VOLUME

ANALOGIES

DEVICES TO USE WHEN SPEAKING
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RREPETITION

pooint is important.

TEEMPO

Yoou can use changes in tempo too emphasise certain points. Chaanging the tempo 

Usse a slightly faster tempo to shhow excitement, humour or suurprise. A slightly 

sloower pace can be used to indiccate emphasis and gravity.

UUSING INCLUSIVE/EXCLUSSIVE PRONOUNS
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