HOW TO DO A PRESENTATION

www.bbc.co.uk/keyskills
Getting started.
	1. Decide on a topic
	? ? ?

	2. Think about your audience
	· What do they know about the subject?

	3. What should you include?
	· Brainstorm ideas.



	4. Structure of the talk
	· How long will it be?

 

	5. What equipment will you need?
	· OHP

· OHP Sheets and coloured pens

· Cue Cards

· PowerPoint

	6. If it is a team presentation, who will do what part?


Structure

	1. Introduction
	· Explain clearly the topic or question you are addressing.

· Consider starting with a dramatic or provocative statement e.g ‘Asylum seekers drain the economy and add nothing to society’ OR ‘Without asylum seekers the UK economy would come to a standstill’

· State the points that you intend to cover
· Make it clear that you will take questions at the end.

	2. Middle 
	· Take each point in turn

· Use images and illustration to emphasise a point or aid understanding of a point.

· Use a slightly longer pause before moving on to each new point to check that the audience are with you.

	3. Conclusion
	· Summarise the main points

· Draw your own conclusion or end with a question raised by the points you have covered.


	4. Questions
	· You may need to summarise and repeat any questions put to you to ensure that the whole audience have heard them.
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Preparing a PowerPoint Presentation

· Cover 1 or 2 points per sheet

· Maximum of 6 lines

· Write clearly in large letters  - 24 point 

· Do not use verbs or articles; these reduce impact

· Use different colours for different points

· Use the same colour to link information relating to the same point

· Use capital letters to emphasise points.

Using Images, graphs and Tables.

· One image or graph / topic.

· Relevant to the point being made

· Graphs or charts should be simple, clear and easy to read.  More than 2 graphs / pair of axes and it becomes confusing.

