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There are some general guidelines you can use to give yourself the confidence to speak to an audience, whether it’s one person or room full of people. There are also lots of resources available that you can use to learn and acquire these skills.
Make sure …
Make sure you understand the purpose of the presentation.
If you don’t understand what it is you want to say to your audience, neither will the audience. The message has to be clear and concise, targeting the majority of the audience.
Remember who your audience is … be sure to match the purpose of the presentation to your audience’s needs (or who you are targeting).
Consider why you were chosen to give the presentation … what skills or knowledge do you have that you want or need to share with the audience?
Prepare …
Prepare what you’re going to say and what resources you may need to supplement the presentation.
Always plan what you want to say and how you want to say it. Never wing a presentation without a plan even if you have given the same presentation several times in the past. Every audience is different and you want to always keep the presentation fresh.
If possible, plan the presentation on paper or a computer, outlining the main topics which can then lead to all the points within those topics you also need to address.
Include in your plan timing for questions during and after the presentation, any other media sources you want to include such as video or demonstrations, and appropriate pauses as you deliver each point to the audience.
Also include a review of the location where you plan to deliver the presentation. What audio/visual tools will have available? How big is the room? What is the anticipated audience size? What kind of lighting is available to match the room and audience size? What equipment may you need to have available to give your presentation? For example, television to run a video tape, speakers for volume control, etc.?
Create …
Create the presentation in the medium available to you and review it often.
Now that you have the basic thoughts of what you want to say, create the presentation to say these thoughts. Consider the medium and use that medium to your advantage to maximize your message.
Most people create their presentations using a dedicated program such as PowerPoint that takes advantage of the traditional presentation style. Most locations will have audio/visual equipment available to display your presentation.
Follow the traditional style for presentations in that you want to be as clear and concise as possible in your points. Don’t provide all the information on one slide or one point – if the information is there for everyone to read, why do they need to listen to you?
Be careful with color – if it looks too busy to you, it’s probably going to look worse when projected on a large screen. What about the contrast you’ve used with the color? How easy is it to read the text compared to the background color or other visual effects you’ve included in the slide?
Once you’ve created the presentation, review the points in the presentation. Have you clearly stated what you want to tell them, then actually told them in the presentation, and concluded with a summary of what they were told? Review your presentation often before you commit to a final version.
Deliver …
Deliver the presentation.
This includes to yourself and friends or colleagues before you go live. The more rehearsals you have, the more confident you will be on the subject matter, and be prepared to answer questions. Think back to the first guideline and apply any of those points here. For instance, is your presentation too technical for the audience? Did you create your presentation for peers versus an audience who has no prior knowledge of your product or service?
During your rehearsals, think about your stance. Are you relaxed or anxious? Can your rehearsal audience tell this? Try to reach a point where you are relaxed when delivering the points. Some speakers walk around the stage or among the audience; this is recommended only if you are confident in your subject matter or if the presentation does not require you to stay at the front.
What about your voice? Is it monotone? Too fast? Too slow? Too quiet or too loud? Have you tried it with a microphone to see how your voice projects in a large room? A good presenter will speak with authority but with a relaxed tone as if speaking in conversation tones.

