
Presentation
Skills.

Resource

Prepare and Deliver a Successful Presentation
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Simple, Real and Energetic.
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What We’ll Cover.

SIMPLE
How to craft a clear 

message 

REAL
How to make it 
compelling with 

facts, stats, stories, 
and examples.

ENERGETIC
How to add energy 

and make your 
message 

memorable
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Keeping it Simple.
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1.
Have you used 5 words 
where 1 would do?

2.
Have you used long 
words where a short 
word would do?

3.
Have you got several 
parts to your sentence 
that detract from your 
message?

Keeping it Simple.
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Over the last few months it has come to my 
attention that there is more we could 
potentially be doing to improve how we 
serve customers.

We can do more to serve our 
customers. 

By leveraging the strategic benefits of this 
new process we can improve efficiency 
across the team. 

This new process will help 
us do more in less time.

Given the pressures we’ve been under, from 
competing priorities, from shifting deadlines 
and from the complicated nature of the task in 
hand, we are postponing the event until next 
month, that way we can make sure we have 
the best possible outcome for all. 

This event matters, so to 
give us the time to get it 
right, we’re moving the date 
to next month. 

Keeping it Simple.
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Keeping it Real.
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1.
Stories: personal 
stories and real-life 
tales that bring your 
key point to life.

2.
Examples: of similar 
situations from a 
different time, team or 
organisation that add 
weight to your key 
point.

3.
Stats & Facts: Use 
facts and figures to 
show that the 
message you bring is 
valid and demands 
attention. 

Keeping it Real.
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Keeping it Energetic.
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Agenda

Bag of 
nerves

Cool as a 
cucumber

Keeping it Energetic.
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1.
Meet and greet: 
Chatting with members of 
the audience before you 
present is a great way of 
loosening up and feeling 
comfortable in the room.

2.
Use your hands: 
It’s  been found to help 
our words flow – it’s why 
we do it on the phone 
even when we can’t see 
the other person.

3.
Practice: 
It really does reduce the 
nerves and free up a bit of 
your brain from thinking 
about the ‘what’ so you 
can focus on the ‘how’.

Keeping it Energetic.
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Deep breathing, shoulders back, chest 
out, smile and make eye contact.

Banish unhelpful thoughts.

Keeping it Energetic.
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Structuring Your Presentation.
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Introduction

Middle (The Power of 3)

Conclusion

Structuring Your Presentation.
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• 10 words or less

• Question

• Storytelling

Introduction (What’s the Hook?).
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Visualisation and Imagery.
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Middle (The Power of 3).
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ConclusionConclusion (End with a Bang!).
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Tips for Presenting.
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Handling Nerves.
• Taking some deep breathes

• Having a drink of water

• Putting it into perspective – what’s the worst 

that can happen

• Getting some fresh air

• Going for a walk

• Positive association – think about a time 

previously and how that went, the feedback 

you received etc.

• Visualisation – Picture the presentation going 

really well in your head, imagine how that will 

feel and what it would be like – self-fulfilling 

prophecy (its therefore much more likely to
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Body Language. Posture

How do you walk into the room? How do you stand at 
the front? Do you smile and hold your head up? Is 
there eye contact with the people in the room? 

Gestures 

What do you do with your hands? Jazz hands? Do 
you stand upright or rock? Do you click a pen? Try to 
eliminate nervous gestures and stand with your feet 
firmly planted and shoulders back.

Breathe!

Why is it important to breathe? What do you notice if 

someone is running out of breath? 
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Power of Pause.
• It provides a natural opportunity to take a 

well-needed deep breath.

• It gives your audience a chance to think 

about/digest what you’ve said.

• It also signals to the audience that you’ve 

finished a section or topic and are going to 

move onto a new point.

• Pausing can be a powerful way to add 

credibility or impact to what you are saying, 

what feels like a massive silence to you is often 

just a comfortable pause to the audience.
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Answering Questions.
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• Make eye contact and smile

• Step forward, don’t shrink back

• Respond in a reassuring way

• Keep your answer simple 

• Check that you have answered 
their question

Answering Questions.

Remember, it’s absolutely OK to 
repeat the question back to clarify 
you have understood it correctly.
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You have 3 choices with 
any question:

1. You know the answer so give it, 
clearly and succinctly

2. You know something or have a view 
on it, so you share that as an opinion

3. You don’t know the answer but will 
find out and get back to them

Answering Questions.



Any Questions?


