
Giving a Good Presentation November 09

Giving a Good Presentation

By Una Varsity

4th November 09

Keep this on screen while briefly introducing your self, your topic and the fact that your 

audience are welcome to ask questions at any time (but there will be time for a Q & A at 

the end).



Giving a Good Presentation December 05

The keys to a great presentation

Good style 

Helpful slides  

The right content

Preparation

This is the INTRODUCTION slide –outlining or pre-empting the content of the 

presentation, as in ‘The main points I would like to cover during my presentation are

these keys to a great presentation….’ etc. 

It is very important to give an introduction . This allows your audience to get an 

overview and to pre-empt some of your content. It also shows that you have planned 

some sort of structure.
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Presentation style

In order to be clearly understood:

• Face your audience.

• Maintain eye-contact.

• Speak in a loud, clear voice.

• Use your notes as prompts.

• Stand away from the screen.

Notice that there are six lines of text - the rule of thumb for how much to put on a 

presentation slide. Also, there is a carefully chosen picture that suits the topic of the 

slide well. There is not need for animation or sounds here, it would only distract from 

the content.

Also notice that the content is very brief, meaning that the presenter has to expand on 

these points and ensure that audience get a clear understanding of each.  The slides are 

PROMPTS. The real content comes from the speaker. 
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Presentation slides

Slides can make your content easy to 
understand:

• Support what you say.

• Short phrases or statements,

• Make sure audience can read 
the slides.

• Think hard about colour, 
animation and pictures.

OK, so this slide runs to more than 6 lines of text – but it is given in four fairly short 

bullets, and so it is not difficult to take the writing in quickly. You do not want your 

audience to spend all their time reading as this would mean that they are not paying 

attention to you. Again, the speaker can pick up a topic from the bullet point and 

expand on it to give the audience a better understanding. Think about giving out 

handout copies of your slides at the start of your presentation. That way, interested 

audience members can make notes around your bullets (PowerPoint lets you print a 

handout version with space for notes.)
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Presentation content

To make your presentation engaging:

• Be informative, but…

• Be brief.

• Stay on topic.

• Have clear structure.

This slide may not seem to say very much, but it is all related to one topic and so 

belongs together and belongs on  separate slide to the previous and following topics. Of 

course, the speaker will have more to say around the points given here. Notice as well, 

that again the picture has been chosen because it illustrates the topic, but is not fussy or 

distracting.
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Preparing a presentation

Preparation prevents nerves and ensures a 
smooth presentation. 

• Know what you’re talking about.

• Plan how you will talk.

• Practice using your slides.

• Check your equipment.

The colours are kept very simple, and they are consistent across each slide – the same 

colour used for heading, subheading and bullets. This helps the content of what you are 

presenting remain the most important feature. Your purpose is not to show off how 

many fancy ways you can design a PowerPoint slide.



Summary

In order to make sure your presentation is interesting 
and informative:

Practice a good presentation style.

Use clear and helpful slides.

Give just enough information.

Spend the time it takes to do a good job.
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It is important to have a summary point at the end of your presentation. You can recap 

and emphasise the most important points. 

Be brief and make clear that these are key points to take away from the presentation.



Any questions?
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Use  a final slide to invite questions: “Thank you for your attention. I hope you can take 

something useful from my talk. Is there anything else you would like to know about the 

topic of giving good presentations?”

You could also allow for one or two question stops (in a longer presentation) during 

your presentation so that your audience don’t get confused or lost.


