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What is a presentation
pres·en·ta·tion

/ˌprɛzənˈteɪʃən, ˌprizɛn-/ Show Spelled [prez-uhn-tey-shuhn, 
pree-zen-] Show IPA 

Noun

1. an act of presenting. 

2. the state of being presented. 

3. a social introduction, as of a person at court. 

4. an exhibition or performance, as of a play or film. 

5. offering, delivering, or bestowal, as of a gift. 
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What is a presentation

 Although some think of presentations in a business 
meeting context, there are often occasions when that is 
not the case. 

 For example, 
 a Non Profit Organization presents the need for a capital fund-

raising campaign to benefit the victims of a recent tragedy; 

 a school district superintendent presents a program to parents 
about the introduction of foreign-language instruction in the 
elementary schools;

 an artist demonstrates decorative painting techniques to a 
group of interior designers; 



What is a presentation
 Presentations can also be categorized as :

◦ vocational and avocational. 

In addition, they are 

◦ expository or persuasive (explain and credible)

 Basic purposes for giving oral presentations:

 Informative

 Analyzing

 Persuasive

 Instructional

 Decision Making
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Some Statistics



Audience
 Individuals could be invited to speak to groups all across 

the country. 

 What the individual says and how they may say it depends 
on the makeup of those groups. 



Audience
 When an individual stands up to deliver a presentation 

before an audience, its essential that the audience know 
who the presenter is, why they are there, what specifically 
they expect to get from your presentation, and how they 
will react to your message. 

 You wont always be able to determine these factors, but 
you should try to gather as much background information 
as possible before your presentation. 



Audience
 Be ready to come across with different type of audiences

 Audiences can be classified into four basic categories:

C
a
p
ti
v
e
s

Socially motivated

Pragmatists (just results)
Committed



Levels of Communication

 Visual 55% (body language and presentation)

 Vocal 38% (tone of voice)

 Verbal 7% (words)



Three Main Ways of Learning

Visual (see it)
 Remembers visual details

 Can follow along when others read

 Would rather see what needs to be learned

 Needs written instructions

 Has trouble following lectures

Auditory (here it, say it)
 Likes to discuss the material and read it out loud

 Studies by talking out loud

 Needs oral explanations

 Has trouble with written directions

 Reinforces a task by talking through it



Three Main Ways of Learning

Kinesthetic (do it)
 Has to do it to know it

 Prefers activity-based learning

 Studies by writing over and over

 May be restless in class



Lets do it



Visuals

 A presentation program, such as Microsoft PowerPoint, 
Apple Keynote, OpenOffice.org Impress or Prezi, is often 
used to generate the presentation content. 

 Modern internet-based presentation software, such as 
the presentation application in Google Docs and 
SlideRocket also allow presentations to be developed 
collaboratively by geographically disparate 
collaborators. 

 Presentation viewers such as SlideDog can be used to 
combine content from different presentation programs 
into one presentation.
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Room Setup Options-

Theater Style
• Most common setup for 

large groups (allow 10-13 sq 
feet per person)

• Most appropriate for 
lectures and keynoters

• Disadvantages
 Speaker is separated from the 

audience

 More difficult to create 
connection with your listeners

 Note-taking is unfavorable for 
audience

• Allows for refreshment setup in back of 

room



Room Setup Options-

Board Meeting
 Common for company 

meetings

 Works best for groups of 6-
15 and when agenda is to 
relay information

 Tends to be a formal, 
hierarchical design, with 
higher-ranking people
sitting closest to the 
speaker



Room Setup Options-

Circle Style
 Similar to standard board meeting 

style but with a round table

 Can be set up with or without tables

 Presenter’s role is minimal

 Good choice for meetings

 Less formal than boardroom style

 No clear head of the table—creates a 
more democratic atmosphere in 
which everyone is equal

 Encourages a sense of group and 
bonding



Room Setup Options-

U-Shaped Board
 Encourages collaboration

 Creates an open path for 
the speaker to walk in and 
out of the group

 Excellent for team building, 
role playing and 
simulations



Room Setup Options-

Closed Board
 Encourages discussion and 

audience participation

 Allows for good eye 
contact throughout entire 
group

 No clear head of the 
table—creates a more 
democratic atmosphere in 
which everyone is equal

 Excellent for facilitator-led 
meetings

 Disadvantage: awkward to 
use any visuals



Room Setup Options-

Classroom Style

 Most common for seminars

 Supports note-taking and 
use of handout materials

 Allows speaker to move 
easily around room

 Disadvantage: creates a 
room division (“opposing” 
sides)



Room Setup Options-

Chevron/Herringbone Style

 Variation of classroom style

 Most interactive for large 
groups (over 40 people)

 Angling can improve 
visibility for your audience

 Creates more intimacy in 
the room and encourages 
more eye contact among 
participants

 Promotes a sense of 
participation



Room Setup Options-
Perpendicular Style

 Seats can be on either 
outside or inside of tables

 If a training environment, 
trainer can survey students’ 
work

 Encourages easy exchange 
between presenter and 
audience

 Center area is usable for 
exhibits or demos



Room Setup Options-
Cluster Style

 Good for breakfast groups

 In a breakout session, 
people can easily return to 
being a single group

 Tables can be either round 
or small rectangles



Making Participants/Audience

Feel Comfortable
Greeting

 If possible, be available to greet the participants before
the workshop/conference begins. Connect with them
personally, so they'll be rooting for your success. Once
you've met the audience or at least some of them, they
become less scary.



Making Participants/Audience

Feel Comfortable
Use Informal Language

 Express your ideas in clear, simple language. Use
language that is familiar to your participants. Speak to
them as colleagues. 



Making Participants/Audience

Feel Comfortable
Mistakes

 In a workshop setting, make the room a comfortable
place to make mistakes. 

 Encourage risk taking. It's safer in the
workshop/conference than working under a deadline in 
the office. Acknowledge your own mistakes. 



Making Participants/Audience

Feel Comfortable
Realistic Approach

 Never say anything will be easy. 

 It may be easy for you, but not for all the participants. 
This can be demoralizing. 

 Never say that anything will be difficult or confusing. 

 This could become a self- fulfilling prophecy. It's also
intimidating. 

Zor günler geride kaldı

Sırada daha zor günler var



Making Participants/Audience

Feel Comfortable
Encouragement

 Give constant, positive feedback and encouragement. For
example, "that was a great question", "I'm glad you
reminded me about that".



Making Participants/Audience

Feel Comfortable
Breaks are Important

 Take more breaks if necessary. Even an opportunity to get
up and stretch can refocus the workshop/conference. 



Using Your Body Effectively

 Nonverbal communication
Signals are sent nonverbally by your body. The audience 
easily reads and interprets this silent communication 
and reacts to the messages they observe. 



Using the Body Language

 First 17 secs



Why Body language?
 More than 90% of what we communicate is nonverbal. Body 

language is the main factor in this communication. 

 This primal form of interaction can be clearly observed in all 
mammals.

 The non-verbal messages giving us a hunch or a feeling regarding a 
person or a situation: "I don't like him, I can feel he is lying" or on 
the positive side, "I immediately felt connected to her«

 Body language can be used to improve your negotiating skills, your 
presentation ability and social interactions.



Lateralization of brain function 

Theory
 A person who is "left-brained" is often said to be more 

logical, analytical and objective, while a person who is "right-
brained" is said to be more intuitive, thoughtful and 
subjective. 

 In psychology, the theory is based on what is known as the 
lateralization of brain function. So does one side of the brain 
really control specific functions? Are people either left-
brained or right-brained? Like many popular psychology 
myths, this one has a basis in fact that has been dramatically 
distorted and exaggerated.



Enter to the room in long

strides and a straight posture

 Walking into a meeting 
with a long strides and 
straight posture reflects 
a person with long term 
goals, and one who is 
willing to take risks

 Conveys self confidence



Smile/(Don’t lough)

 Always smile at the onset of 
a presentation

 A smile has the same meaning 
in every language. It is the 
universal signal of friendship, 
cooperation and empathy



Make Eye contact

 Make eye contact to 
connect with the 
audience. 

 Let your gaze follow a 
figure eight pattern. 

 This will give everyone 
in the room the 
feeling that you are 
talking directly to 
them, and will 
increase their 
attention



Using Arms

An open torso conveys
trust

 Keep the center of your
body open all the times
by keeping your



Using Arms- Reinforce a 

positive statement by arms
 Straight opened arms making

a straight line with open hands
reinforce a positive statement

 Take a couple of steps towards
the person. Extend your hand
and palm towards him / her 
and smile

 Break eye contact, while
keeping your hand out. Look at 
the audience and repeat
person's remarks. Nod a few
times



Using Hands-Hands strengthen 

the verbal message 
 Our hand motions are an 

important tool and can be 
used to emphasize and
reinforce the verbal message.



Identify the decision maker

 Identify the decision maker
by noting whose reaction
the audience is observing

 The audience always looks
to most important person
amongst them as 
reinforcement



Closing with open gesture

 Always use strong and 
confident gestures for 
closing the presentation as 
strong as you began



Nonverbal feedback from the

audience
Nonverbal Comments

Rapid eye blinking When you see someone's eyes blinking rapidly, more than eight to ten times
per minute, chances are the person disagrees with you.

Dilated pupils Pupils that are open suggest interest.

"Steepling" fingers
This is usually a sign of power. People who want to project authority will
often steeple their hands by putting them together with only the fingertips
touching.

Clenched fists Clenched hands can indicate frustration.

Folded arms When people fold their arms in front or in back, they may be protecting
themselves. They might also be defensive—or even chilly!

Hands touching
mouth, nose or ear

This could be a signal that the person is lying.



Nonverbal feedback from the

audience

Raised eyebrow Raised eyebrows usually mean surprise.

Tilting head
forward

Leaning toward the speaker shows interest. It means the listener is tuned in. 
When the hand is supporting the head, the listener is usually bored.

Leaning away This posture can mean disagreement or lack of interest. If the listener
suddenly leans back, change the subject or direction of the conversation.

Drumming fingers This gesture could mean frustration or irritation.



How to use body gestures while 

presenting. 
 https://www.youtube.com/watch?v=es7EmY9hZSU



Body/Voice Link

 The voice and body are 
closely linked. Tension, fear, 
alertness and posture all 
directly affect voice 
production. 

 Make sure your verbal and 
nonverbal communication 
match so that there are no 
mixed messages.



Relax

 Being relaxed and comfortable is essential to effective 
communication. 

 Your whole body conveys your comfort level with the 
participants and the material you're presenting. 

 Before you start presenting, scan the audience and:

◦ Breathe,

◦ Collect your thoughts,

◦ Receive the audience,

◦ Take the listeners in,

◦ Feel the energy coming toward you,

◦ Say, "Good morning/afternoon/evening," and

◦ Pause long enough for people to respond.



Pause

 Just as the body draws attention because of 
movement, a pause is also an effective method for
holding the interest of the participants. 

 Pauses serve as verbal and physical punctuation.



Show Enthusiasm

 Enthusiasm is 
contagious. 

 Work toward becoming 
a high-energy presenter.



Prepare

 Feeling prepared helps a speaker to relax with their 
topic. 

 As a general rule, invest three hours of preparation for 
a half hour speech, a six-to-one ratio. 

 Know your opening and closing statements by heart—
three or four sentences each. 

 This technique lets you start and end fluently, 
connecting with your audience when you are most 
nervous.



Keep Energy High

 Try not to sit down too much while you're waiting to 
speak. 

 If you're scheduled to go on an hour into the program, try 
to sit in the back of the room so that you can stand up 
occasionally. 

 It is hard to jump up and be dynamic when you've been 
relaxed in a chair for an hour. 



Presentation Methods
METHOD DESCRIPTION

Case Study

Participants are given information about a situation 

and directed to come to decisions or solve a problem 

concerning the situation.

Demonstration

Participants are shown the correct steps for

completing a task or are shown an example of a 

correctly completed task.

Group

Discussion

The presenter leads the group of participants in 

discussing a particular topic.

Role Play
Participants 'act out' a situation while others observe

and analyze.

Structured

Exercne

Participants take part in an exercise that enables them

to practice new skills.

Trainer Presentation
The presenter presents new information orally to

partcipants.



Questions



Questions



Developing Opening

Statements
 Opening Statements With a Question
 "Did you know that . . . ?"
 "Are you interested in . . . ?"
 "Did you ever ask yourself . . . ?"
 "Wouldn't you like to . . . ?"
 "Are you ready to . . . "?
 "Tired of the same old . . . ?"
 "Don't you ever wish . . . ?"
 Opening Statements With a Statement "It's no secret 

that . . . ?"
 "Now you can discover . . . «
 "If you're like most people, you . . . "
 "Believe it or not . . . "
 "Discover the real truth about . . . "



Questioning- Do

 Stimulate questions. Prompt for questions by asking, 
«Who has the first question?»

 Listen to the entire question. Let the person finish his 
or her question before you start answering it. 
Listening is a form of respect. The exception to t his 
rule is when someone is rambling. Help the person by 
cutting in and paraphrasing.

 Repeat or rephrase the question. Every question is 
the group's question. In a large audience especially, 
you must repeat the question or you risk losing the 
group. If the question is unclear or is really in 
statement form, you can rephrase the question or 
statement as a question. 



Questioning- Do

 For example, if someone says, "It's not practical. It's 
too expensive and we don’t have the budget for it." 
You can ask, "What is your question?" or rephrase, 
'The question is, "Is it practicai?"

 Ask clear, concise questions covering a single issue.

 Be direct, simple and concise. Get to the point and 
keep the question focused on one issue.

 Ask reasonable questions. Base your questions on 
what the group can be expected to know at this point 
in the workshop.



Questioning-Don’t

 Fake it. If you don't know the answer, admit it. Offer to get 
back to the questioner. You willl lose credibility if you're 
wrong and someone exposes you.

 Get defensive. No matter what a hostile questioner does, 
stay in control. Generally the group is on your side.

 Use sarcasm or belittling comments. "As I said before.../' 
"That's an obvious question/' and similar remarks put 
down the questioner.

 Ask trick questions. Keep your questions honest and 
relevant to the topic. Don't try to ''trick" the group with 
'clever" questions.

 Go over the time limit. Respect people's schedules and 
make yourself available to talk to individuals after your 
presentation is over.



Developing Opening

Statements
 "Let's be honest . . . "
 "In the 5 seconds it took you to find your seat . . . "
 "If you'd like to become part of this exciting , there's no 

better way to start then . . . "
 "We live in an increasingly complicated world . . . "
 Opening Statements With a Challenge
 "Discover the . . . "
 "Learn the secrets to . . . "
 "Enjoy the . . . "
 "Explore the . . . "
 "Be a winner when you . . . "
 "Explore the . . . "
 "Join the . . . "
 "Become part of . . . "




Top 15 Mistakes of Public 

Speakers
1. Lack of preparation

2. Lateness

3. Not knowing audience

4. Projecting wrong image

5. Using visual aids ineffectively

6. Being speaker-centered

7. Including too much material—run way over time limit

8. Using inappropriate humor

9. Being a monotone



Top 15 Mistakes of Public 

Speakers
10. Not building a relationship with audience

11. Lacking in focus

12. Offering only weak evidence

13. Putting down the questioner because you didn't like
the question

14. Not being available after the speech

15. Taking questions from the audience, but not repeating
the question for people in the back row or out of
audible range




