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This leaflet is full of tips and advice that you can use to 

make sure you give a good presentation – one that is 

interesting, informative and easy to follow. What more, 

there’s also advice to ensure it’s easier for you. 

 

Remember that you can get lots of study tips and 

resources from succeed@solent on myCourse. 

 
 
 

Good presentation style 
 
 

Voice 
 
Your voice is so important; it is your medium for getting 
all of your content across. Practice your presentation 
voice. Rehearse and record yourself.  
 
Always make sure you: 
 
� Speak clearly 
� Talk loudly enough to be distinct, but not shouty 
� Don’t talk too fast 
� Pause to keep the audience with you 
 

Eye contact 
 
A good presenter keeps eye contact with the audience. 
Try these: 
 
� Practice – a lot!! Make sure you know your content 

well enough that you don’t need a script 
� DON’T hold a script in your hand... you’ll depend 

on it too much 
� Use small cards with brief notes as prompts 
� Glance at your notes and then continue talking 

while looking at your audience 
� Make sure your notes are in the correct order 

before you start 
� Don’t stare at just one person 
� Move your eyes naturally around the audience... 

don’t scan around really quickly 
� If you feel really uncomfortable looking people in 

the face, pick a couple of spots just above the 
audience heads on the back wall and glance 
between them 

� DON’T read from the screen... the audience can’t 
see you AND they can’t hear you if you do this 

 

 

Body language 
 
Use your body to make what you say more expressive: 
 
� Keep your body facing the audience 
� Don’t clamp your hands rigidly at your sides or cling 

to the podium 
� Don’t put your hands in your pockets 
� Use your hands expressively to emphasise points 
� Don’t use your hands hysterically (you are not a 

windmill) 
� If you want to point something out on the screen, 

turn, point it out and then turn back to the 
audience to speak 

� Try to relax... don’t be too tense or rigid 
� Some movement is fine, but... 
� Don’t pace from one end of the stage to the other 
 

Confident and knowledgeable  
 
How do you get that confidence? 
 
Do your research: 
� Your general or further knowledge in the area will 

make it easy for you to talk about it 

Put time into scripting the content: 
� Visit ‘How to succeed@scripting presentations’ 
� Write a clearly-structured presentation 
� Make yourself familiar with the content  

Be prepared: 
� Visit ‘How to succeed@preparing presentations’ 
� Practise and rehearse  
� Calm your nerves before you begin 
 
 
 

How to succeed@giving presentations 

http://mycourse.solent.ac.uk/mod/resource/view.php?id=58980
http://mycourse.solent.ac.uk/mod/resource/view.php?id=42250
http://mycourse.solent.ac.uk/mod/resource/view.php?id=42250
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Dealing with presentation nerves 
 

Be prepared 

Being well prepared is one of the best ways to reduce 
nerves. If you can be confident about the content and 
structure of your presentation, you can be much more 
confident about standing up and giving it. When you are 
well-prepared.  
 
Do the groundwork and you can give a great 
presentation! 
 

Be rehearsed 

The more you practice the more confident you will be 

about giving your presentation. Make sure you do a 

rehearsal of the complete presentation and if possible, 

do it in front of an audience. Encourage your rehearsal 

audience to ask questions and give you feedback. 

 

Visualisation 

In the days leading up to your presentation and 
particularly just shortly before you give your talk: 
 
1. Close your eyes and take a couple of long, slow, 

deep breaths 
2. In your mind, picture yourself as preparing to give 

your presentation 
3. You are feeling calm and confident 
4. All your notes and slides are ready 
5. You stand in front of the audience and talk in a 

loud, clear voice. 
6. Picture your audience listening to you with interest  
7. You remember all of the points you want to make  
8. You answer all questions with confidence 
9. Your presentation ends and you are happy that you 

have done a good job. 
 

Positive reinforcement 

Tell yourself: 
“I can do this really well!” 

“This presentation is going to be great!” 
“I am really good at giving presentations!” 

 
Choose your own messages, ones that are meaningful to 
you, and repeat them to yourself often, especially just 
before you get up to give your presentation. 

 

Deep breaths 

Taking long, slow, deep breaths can slow your heart 

rate and reduce feelings of stress and nerves. You 

should take a long breath in, hold it for a moment, and 

then slowly let it out. Repeat this two or three times to 

calm your nerves. But, be careful! Don’t do it quickly 

and don’t it too many times or you may hyperventilate. 

 

Common presentation mistakes 
 
This is a list of things you should work very hard to avoid 
when you are giving presentations. 
 
� Talking to the screen with your back to back to the 

audience  

� Talking solely from notes in your hand, rather than 
talking naturally 

� Talking about something completely different to 
what is on the screen 

� Putting a slide up and having nothing to say about it 

� Mumbling/ talking too quiet 

� No eye contact – looking at everything other than 
the audience 

� Noisy slides – music or other audio files that are too 
loud or distracting to talk over. Don’t use sounds 
unless they are vital to the presentation 

� Inappropriate photos and graphs 

� Distracting animations or poor use of colour  

� No enthusiasm for the subject, and negative 
statements like ‘I know this is really boring stuff, 
but I need to tell you about it’ 

� No structure to the presentation  

� No introduction or explanation of what you are 
talking about 

� No explanation of the subject context 

� Lack of continuity between slides or sections 

� No statement of the links between ideas or slides 

� Too many slides causing you to run out of time… 
having to rush through the end of the presentation 

� Abrupt ending with no summary and not time for 
questions – just switching off the slides and get 
away as quickly as you can  

� Not rehearsed  

� Trying to deal with sound, animation or slides 
coming in the wrong order  

� Technical difficulties - not taking the time to check 
equipment set up prior to the presentation 

 
 

Further help 

 
In succeed@solent you will find the following to help 
you write your essays: 
 

Downloadable PowerPoint templates 
How to succeed@preparing presentations 

How to succeed@scripting presentations 

http://mycourse.solent.ac.uk/mod/resource/view.php?id=42250
http://mycourse.solent.ac.uk/mod/resource/view.php?id=59673
http://mycourse.solent.ac.uk/mod/resource/view.php?id=59711
http://mycourse.solent.ac.uk/mod/resource/view.php?id=74779

