
 

 
How to succeed@preparing a presentation 

 
 
Good preparation will help you give a great presentation. Here’s how: 
 
Learn 
 
The content of your presentation is not a script – your slides and your note-cards are 
prompts to remind you of what you want to say. But, to do that well, you need to know your 
content well. You need to learn everything that you want to talk about. Do these things: 
 

� Do your research and background reading well.  
� Think through the structure and content with great care.  
� Make sure you know and understand what your group members are going to talk 

about. 
� If it helps, write out what you want to say in full and begin to memorise it – but put 

away this script when you go to the next step. 
� Make your presentation slides in short, bullet point form. Study these and work 

through in your mind what you will say about each one. 
 
Practise 
 
To have confidence in giving your performance, you need to do the following: 
 

� When you practise, talk aloud – even if you are on your own. 
� Practise each of your slides individually; think about how to express your ideas as 

clearly as you can. 
� If you have any supporting images or graphs, etc., practise referring to and 

explaining these clearly. 
� Practise your transitions – what will you say when you move from one slide to 

another. 
� Make sure you can give a concise and clear introduction and summary. 
� Record yourself – either just your voice or video record the whole presentation 
� Analyse your recording and check where you are unclear or where you can make 

changes and improvements 
 

The more you do each of these, the easier it will be for you to stand up in front of a group of 
people and give your presentation. Don’t be happy with a practise that includes even just a 
few mistakes. Keep doing it until you get it right. 
 
Rehearse 
 
To rehearse is to take it one step further than to practise. When you rehearse you run 
through your whole presentation from beginning to end. It’s vital you do this before the big 
day – how else can you be sure you have got the timing, the linking and the flow of your 
presentation right? 
 
And, though you may not like it, it’s definitely the best idea to do your rehearsal in front of an 
audience – this will give you an experience of doing it ‘live’ and it will also give you the 
chance to find out how an audience reacts. So, persuade your classmates to watch you, or 
get up in your living room and do your presentation to your family or housemates. 
 



To give a useful rehearsal, do the following: 
 

� Try to go through the whole presentation without stopping – if you find problems, try 
to continue despite them. 

� Time yourself. 
� If you are giving a group presentation, make sure you are all there rehearsing 

together. 
� Ask your audience to think of questions to ask you – it is very helpful to practise 

answering spontaneous questions. 
� At the end, ask the people watching what they thought of the presentation – did they 

notice any mistakes or any way that you could improve it. 
� After you have finished, reflect on how well you think you did – can you make any 

improvements? 
� Record yourself – if possible video record the whole presentation and analyse it 

afterwards 
� Repeat the rehearsal until you are confident you have got it right. 

 
Prepare good content 
 
Preparation is the time you spend before you do something, right? And a lot of the time you 
spend before giving a presentation should be taken up by preparing your content. 
 
But, don’t just think about what you are going to say – the details – also take time to think 
about: 
 

• What is the structure of your presentation? 
Plan a beginning, middle and an end. Make sure you have a clear Introduction, Main 
Body and Conclusion.  
 

• How are you going to give your presentation? 
What sections will you have?  
How will you like between the sections? (plan the linking expressions you will use at 
each stage).  
When will you give your audience a chance to ask questions? (this could be at any 
time, only at the end or at two or more fixed points during the presentation) 
 

• What questions will you be asked? 
Brainstorms potential questions and practise answers to them. Think particularly 
about points you have left out (perhaps because you want to keep things brief).  

 
Prepare your slides and notes 
 
Don’t just throw your presentation slides and notes together in any old way, the success of 
your presentation could depend on it! 
 

• Slides 
Some simple ways to make better slides are: 
- Follow a clear structure and let your headings tell your structure. 
- Think of each slide as a paragraph – heading = topic sentence, bullet points = 

supporting sentences 
- Don’t over-fill your slides – about 6 lines of text is plenty. 
- Use big fonts and contrasting colours. 
- Use your slides as prompts for your talk, not a script. 

 

• Notes  
Some simple ways to make your note are: 
- Use small cards that fit easily into your hand. 
- Put key words, phrases or very short statements on the cards – not long 

detailed sentences. 
- Use your notes as prompts for your talk, not a script.  



- If you have made good presentation slides it may work well to print these small 
enough that you can hold as your note-cards. 

 
Very important, for your preparation, is to make sure your notes are numbered and in the 
correct order before you start. Also, put the slides on the computer you use on presentation 
day and check that they can all be read on the screen (and that any sound, animation or film 
clips work). 
 
Work well with your group 
 
If you are giving a group presentation, you need to work with your group at every stage. The 
worst thing you can do is to allocate roles, go off and prepare them separately only to come 
together on the day of the presentation – how would you know what your groupmates will 
say, and how will you know if your section connect up together well. 
 
Prepare well with your group by doing these things: 
 

� Plan the whole presentation together – not just the broader sections, but how each 
sections should work, and how they will link up. 

� Come together regularly to talk about what you have written and what you want to 
say. 

� Practise together – check that your sections are coherent with each other.  
� Allocate roles – who will do the introduction or summary? Who will take questions? 

Could one of your do all of the links between sections, or will one of you control all 
the technology? 

� Rehearse together, putting together all your sections and all your roles. 
� Always be prepared to tell each other when you think something is not working right 

or someone else is making mistakes. 
� Always be prepared to accept the criticism of your groupmates as a way of finding 

improvements to make. 
 
On the day 
 
A computer that doesn’t work, notes in the wrong order, seating that means your audience 
can’t hear you – all of these things are going to cause you problems when you try to give 
your presentation. Any problems you face are going to make your more nervous, and could 
have a bad impact on your presentation, BUT, they are all easily avoided.  
 
On the day of your presentation do the following: 
 

� Turn up early to the venue 
� Check the layout of the room (if it’s flexible) – arrange it so everyone can see and 

hear you well 
� Switch on all the equipment 
� Put your presentation on to the computer 
� Start your presentation, go through each slide and make sure it has kept its 

formatting. 
� If you have any audio files, movies or animations to play in your presentation, check 

they work. 
� If you are using any other equipment (e.g. video, cd, dvd) check they work and check 

your media is cued up to the start point you need.  
� Layout any notes or handouts you need where you can easily get to them. 
� If the room layout is not flexible, encourage audience members to sit in places where 

they can see and hear you well. 
� Take a deep breath and off you go! 

 

 


