Hot Tips for Presenters


1. Practise your presentation beforehand. You may feel a little silly doing it to the bathroom mirror, but practice does make perfect. It's generally worthwhile to practise the beginning of your presentation a bit more than the rest. If you are serious about improvement you may even use a video or tape recorder. (Don't use the video in the bathroom as the lens tends to fog up.)

2. If you're using a microphone, you must try it well in advance to get used to it. Make sure that it's properly adjusted for your use.

3. Try to anticipate audience questions. Having anticipated the questions, work out the correct responses.

4. Look professional. Dress the part and if you have course material with you make sure that they can see that you have done your pre-work. No need to hide it.

5. Be at ease and relax. Remember that the participants came to listen to you. They are not likely to begin by being negative.

6. Breathe deeply as you walk down the corridor to the group. When people feel nervous their breathing is generally too shallow.

7. As you walk down the corridor mentally rehearse the sequence of your  presentation.

8. Remember the self-fulfilling prophecy. If you think of yourself giving an excellent presentation you probably will. If you think of yourself making a fool of yourself, again you probably will.

9. Again use the self-fulfilling prophecy and think of yourself as relaxed.

10. Arrive early so you can settle in.

11. Check all of your support equipment before the presentation so that you know everything is in working order.

12. Create a physical setting that you feel comfortable with. If necessary, it can be changed later.

13. Use your session notes. You spent quite a bit of time preparing them, so use them effectively.

14. You need to be comfortable. Your notes should be in order and placed where you need them to be.

15. Brainteasers make an interesting introduction if they can be made relevant to the presentation. They take the spotlight off you while you settle down.

16. Make sure that you establish your credibility during the beginning of the session.

17. Using your session notes, give the group an outline of the presentation.  Let them know what is to happen and what is expected.

18. Motivate the group to listen to what you have to say. Give them a need to know.

19. Recognise that the tension you feel may be used effectively in your presentation. You may even plan this use in your notes or try it in your practice session in the bathroom. Jump throw your arms around, or maybe take the lead in a role-play.

20. Move around. Don't stand fixed to one spot in front of the group. Walk around, but not so much that you then become a distraction.

21. Warm up your voice before you start the presentation. Talk or sing to yourself. If that seems too silly, talk to the participants before the presentation starts.

22. Keep eye contact with everyone in the group, and don't single out one or two people only.

23. Pronounce your words clearly. Your audience needs to understand them all.

24. Make sure that you know what you're talking about. If you don't, find out quickly or get someone else to do it. Presenters and trainers don't need to be experts in the subject matter, but they do have to have more than a good knowledge of the subject.

25. If you have to sit in front of the group before your presentation, try some simple unobtrusive isometric exercises. Tense your muscles for a few seconds and then relax them, starting at the feet and working up to the head. Remember that these are unobtrusive exercises, so no-one will know that you are doing them.

26. Find out in advance who the participants are and what backgrounds they have.

27. Don't single people out in a group situation; instead, talk to them 
28. Remember that the average adult attention span is at most only around twenty minutes. Allow for breaks, they help you as well.

29. You must always appear to be enthusiastic, even when you're not. With practice, anxiety can be changed to enthusiasm.

30. Develop your own style of presentation. Don't always try to copy others.

31. Don't read from the text, the participants can read the material in their own time. This also allows you to use your own words, which are generally easier for the group to understand.

32. Use the nine principles of learning, but in particular use group participation for nerve settling.

33. Admit your mistakes, but only if you make them. It may be of benefit to make the occasional mistake, this will let them see you as one of them. The mistake may also be used to check their understanding.

34. Get feedback from the participants. What you think you're saying may not be what they are hearing.

35. Don't have heavy nights before a day of presentations. You need to be well rested and, on your toes,
36. Consider setting up a video or tape recorder to see how you feel as a participant watching or listening to your session

37. Consider attending appropriate courses in presentation techniques or public speaking.

Closing Note
Feeling dry in the mouth and having a few nervous twitches are normal for all public speakers, presenters and trainers, both new and experienced. If you don't feel at least a little bit anxious it may be time to look for a new challenge in your career.

Put your mind into gear before opening your mouth. This is good advice for anyone but is particularly important for someone standing in front of a group.

It's important for public speakers to be polite to everyone in the group.  If we aren't we may find that the group turns on us if we pick on someone, even if that person is someone the whole group appears not to tolerate.

If you have a difficult participant, try to use the peer pressure in the group to sort the problem out for you – with kindness, of course.  Gentle and kind peer pressure is an excellent way of overcoming such problems.   The aim is NOT to destroy the difficult participant but instead to be kind to them and gently settle them down using the group.     You will find that most groups are homeostatic i.e. capable of sorting themselves out!
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