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Introduction
Now you have completed your programme of workshops, this is
where the hard work really starts.  This pocketbook of top tips is to
provide an aide-memoire to your learning and help you to continue
to practice and provide engaging and inspiring presentations.

Remember, content alone is no assurance of a great presentation.  
By doing more and more presentations and preparing and practising
each one, in turn you will reap the rewards both personally and 
professionally.

Good luck.
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Audiences not only hear what you say they also
observe how you say it.  Presenting is both
visible and audible. 

Consider the following when presenting:

Voice
Project your voice as well as varying the tone and volume of your
voice.  Slow down, take your time as your audience are hearing these
statements for the first time and need time to take them in.  Use
pauses to allow for reflection by your audience as well as help reduce
those “umms”, “errs” , “you-know” mannerisms.

Eye Contact 
It is important to engage with your audience as it tells them they are
important and that you are “just talking to them”.  Avoid looking at the
same two friendly people, ensure you engage with each and every
person.  Finish a sentence with one person, smile, find another pair of
eyes and start your next sentence.

Gestures
“What do I do with my hands?” is a common question amongst
presenters.  The best place, when not involved in accentuating your
message delivery is to let them hang loosely and relaxed by your side.
Practice being comfortable with this stance.  You can then bring your
hand(s) up to draw a picture or add to your message when the time is
right.  (This will start to happen automatically).  Be aware of finger
pointing as this is often associated with accusation or lecturing.



Stance & Movement

Audiences may make instant judgements of your competence,
confidence and openness just by how you stand and move.  Before
you start to speak ensure you are sending positive, non-verbal
messages such as:

• Adopt a comfortable stance with your weight evenly distributed
through both feet.  This will help avoid your legs becoming tired
and the “mambo” or “rocking” effect to start.

• Directly face your audience.
• Stand as close to them as appropriate.
• Avoid being “stuck in cement” - use controlled movements to add

emphasis to your messages as well as reduce nervous energy and
keep you relaxed.

“Of all the things you wear, 
your expression is the most important.” 

Appearance
What are you wearing?  Is it appropriate to where
you are, who you are and the audience to respect
you?  A rule of thumb:  neat, tidy, ironed clothes &
polished shoes give a professional image.

Janet Lane



Words
Remember words are for the speaker to speak (avoid using jargon and
abbreviations). We must appeal to all the senses (Visualise, Hear and Feel)
through the use of our language, use of structure to ensure we include
visuals (you may use a photograph, a movie clip, posters or props) as
well as stories/metaphors and question time for your audience to 
be involved.

Nerves
Anything that takes us out of our comfort zone is a new opportunity
and we may hit barriers of negative emotions/fears.  We may also fear
forgetting our words.  Here are a few tips to help you stay on track:

• Practice, practice, practice. Your presentation should be so familiar
to you that you can’t possibly forget.

• Structure your presentation in a logical way so that you and your
audience can easily follow the story. 

• Try to construct a mental image of each stage of your
presentation. Think through your presentation in pictorial form –
that will be easier to remember than trying to recall words. 

• If you are in a small room put your key points on a flip chart at the
back of the room, behind everyone. This forces you to remain
facing the audience.

• If you prefer notes just have bullet points with key facts you need
to highlight.  Print these on card to avoid making too much noise
as you rustle your way through them. 

• Whatever happens, relax. Your audience never knows exactly what
you intended to say. If you forget and say something different they
will be none the wiser.

You can overcome it! It’s up to you!



Structure

Beginning 

Tell them what you are going to tell them (the hook)

We need to “hook” our audience’s attention to our story and away
from their daily distractions such as “what time they are going home”,
“what’s for tea” etc.  Your introduction will:

• Introduce yourself, let them know who you are (be proud of 
your name!).

• Devise a hook/attention grabber to your story, e.g. a shocking
statistic, headline news that links to your theme of your story, an
action, a song, a video clip.

• Explain your route map (timing, key points to be covered).
• When you will take question time and how long you will speak for.

Now devise a bridging (linking) statement to take you to your first 
key point.

Middle

Tell them (the build up)

You’ve developed an interest, now you are able to build on the theme
of your story by focusing on each key point of your story.  Ensure you
create bridging statements from one key point to the next key point
to aid the flow of your story.



Structure 

The End

Tell them what you have told them (the big bang!)

Every communication finishes with a recap as our brains need it if we
are to remember key points, e.g. “Here are the main news headlines
again”.  

You only have one chance to WOW them and create a memorable
ending so ensure you plan and design it from the beginning.  Your
story ending should summarise your main points and leave your
audience with a lasting impression (a good one at that).  Ensure you
know your conclusion word for word, speak slowly, use pauses, add
vocal emphasis and smile!

Finish with one final sentence,
perhaps to inspire them to
clap (or now ask those all
important questions), e.g.
“Thank you for listening.  Now I
can take any questions you 
may have”.

Consider an impact statement
as a summary, e.g. 

“I realised my dream through
not giving up, I invite you to
start realising yours from today”.

“It was important to me that my
family understood and could
support me”.



Question Time

We’ve said preparation is key and question time should not be
overlooked in your preparation.  Try and predict all the questions you
might get asked and ensure your presentation answers the likely
questions in advance.  In this way you will actually prevent questions
from being asked as your audience will already have had their points
answered.  You can use the acronymn WIIFM to help you remember
some key points for question time.

What’s In It For Me?

ork out what they may ask and include potential answers to likely   
questions within your presentation.

nvolve the whole audience when answering.

ncorporate points made in your presentation when answering
questions to reinforce your message.

eedback their question to check your understanding and give you
time to think.

ake a note to find out and follow up if you don’t know.

Finally, remember to watch your
time and keep to time.  If concerned,
take questions ‘off line’ by agreeing
to see the questioner at the end or
signpost them to seek help 
from others.
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Some Top Tips for Presenting

repare Prepare and practice.  Structure your story with a dramatic 
opening (hook), key points explained (middle) leading to
the ending (big bang).

ehearse Run through (visualise) your speech going well.  
Seek feed back from rehearsing in front of friends/family.

udience Audience awareness – remember to engage all learning styles:
What is it all about? (Activist)
Why do I want to know this? (Reflector)
What if I embrace your ideas? (Theorist)
How will it help me? (Pragmatist)

alm Calm, controlled breathing using your abdominal muscles
will help change the chemistry of your bloodstream in a
positive way.

ake rest Take a rest – a relaxed mind will make for a better performance.

nner voice Inner voice = positive beliefs.  Avoid the “don’t be....” statements.

onnect Connect with your audience with your eyes as well as your
body and voice.

xercise Exercise – not circuit training but any brisk activity to boost
your circulation and provide more oxygen to the brain,
helping you think and increase those naturally occurring 
anti-anxiety hormones.
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This may trigger food for thought when compiling your story for the
first time:

My Story of Success

“Hi everyone, I’m Angela Brier-Stephenson and I’d like to present a challenge
for you all.”  

(Invite the audience to stand up).  Ask them to create a bit of space
and raise their left arm and point forwards.  Now ask them to twist
from the waist and turn anti-clockwise (to their left) as far as they can
and notice where their finger ends up pointing to.  Now return to the
starting point.  Now ask them to look behind them and look at a point
beyond where their finger ended and make that their goal.  Now
repeat the arm movement to this point.  Ask how many of them
“achieved”?  Most of the audience will make it – as they set
themselves a goal and the body proved it could go beyond its “limit”.
Audience can now sit down while the speaker says – “yes, goals do
make a difference and I’d like to explain how they have helped me
achieve success in my life”.

Middle:

“In the next 10 minutes I will cover the following 3 key points:

• My first experience of real work
• My competitive streak
• Sticking to my own commitments

We will then have a few minutes for any questions you may wish to ask me.  

Well done on completing your challenge, my first challenge of work wasn’t
as much fun....” (this is an example of a bridging statement).”

A Typical Example

Beginning:



End:

“Now you have experienced, heard and seen how goals (once truly
committed to) become linked to the universe and the opportunities that
appear for you, I’d like to leave you with my favourite saying (unknown
author) which I have printed on my desk to remind me every day never to
give up:

“When fate shuts the door, come in through the window”

Thank you for listening, it’s now your turn to talk, who has a question for me?”

Wait 6-8 seconds and if no-one looks like they wish to ask anything
finish with: 

“If you have any questions after today 
I would suggest you raise them with
“xxxx” (this may be their head
teacher etc)” and say “Thanks for your
attention, good luck with your plans”.  

Notice my final statement still links
to what I’ve been talking about.
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