Contents

1 THE IMPORTANCE AND CHARACTERISTICS OF A

GOOD PRESENTATION ......oooiiiiieeeee e 1
1.1 Why do presentations and demos? .........cccccceveeeeeeeeiiiiciinnns 1
1.2 What kind of presentations do audiences like to see? .......... 2
1.3 What kind of presentations do audiences NOT like to see? ... 3
1.4 What constitutes a professional presentation? ...................... 3
1.5 How can | increase my confidence? .........cccccccvveeeeeeiiiiiinnnnns 4
1.6 What are the dangers of PowerPoint and other presentation
SOMWAIE? ...t enenes 5
1.7 How does product training compare to other types of training? ... 6
2 LEARNING FROM OTHER PEOPLE’S PRESENTATIONS.......... 7
2.1 TED.COM ittt 7
2.2 TED example 1) Jay Walker: English Mania ..............c..cco...... 8
2.3 TED example 2) Aleph Molinari: Let’s bridge the digital divide! .... 10
2.4 TED example 3) Philippe Starck: Design and destiny ........... 12
2.5 What can we learn from these three TED presentations? ..... 13
2.6 The benefits Of TED .....ccooviiiiiiiiieiieee e 13

2.7 Dragon’s Den: learn how to pitch your ideas to venture capitalists 14
2.8 Get ideas about what to say at the various stages of your

presentation: Google 10 .........ccocieiiii e 16
2.9 Learn from Steve JODbS ... 16
2.10 Analyze other people’s slides ........ccccvvveeeiieeeeiiiiicciiieeeeeee, 17
2.11 Assess other people’s presentations .............cccccoeecvvvvvieennnn. 18

3 YOUR AUDIENCE AND PREPARING THEM FOR YOUR

PRESENTATION ......oooiiiiiiie e 19
3.1 Don’t begin with the preparation of your slides ...................... 19
3.2 Find out about the audience ..........ccccccoeiviiiiiiiiies 20
3.3 Get someone to email you the list of attendees and their roles ... 21
3.4 Find out the numbers of people attending .............cccvvvveeee.n. 22
3.5 Use company websites, Google, LinkedIn and Facebook to find

out more about the attendees ... 22

xiii



Xiv

3.6 Prepare handouts for demos and training sessions .............
3.7 Email the handout in advance ...........cccccccciiiiiiiiiiiiiieee,
3.8 Decide when is the best time to give the audience the handout ..
3.9 For demos, put yourself in the audience’s shoes .................
3.10 Be aware of cultural differences ..........cccocceiiiiiiiiiiiincns
PREPARING A SCRIPT ..o
4.1 Decide what you want to say before you start preparing
the SIIAES ..o
4.2 Create an initial structure ............cccoooiiiiiiiiie e,
4.3 Record yourself chatting about the main topics ....................
4.4 Transcribe your recording and then check for naturalness and
FEIBVANCE ...t
4.5 Write out your speech—or at least the critical parts .............
4.6 Decide what style to adopt ...,
4.7 Choose the right level of formality ............cccooviviiiiiiii,
4.8 Only have one idea per sentence and repeat key words .....
4.9 Break up long sentences that have parenthetical phrases
iNto shorter SENtENCES .........uuiiiiiiiiiiiiiii e
4.10 Simplify sentences that are difficult to say .........ccccccceeeinns
4.11 Be concise—only say things that add value ........................
4.12 Never delay key information: 1) topic 2) explanation and
Dackground ...........ciiiiiiiii
4.13 Reduce any introductory phrases when describing diagrams
and eXamMPIES ..ooiiiii i
4.14 Occasionally say what something cannot do rather than only
focusing on what it can do ........cccccceeeviiiiiiiiiiii,
4.15 Have clear transitions from one part of the presentation to
TNE NEXE
4.16 Be concise when making transitions ...........ccccccceeiieiiiiiinnn,
4.17 Use a different transition each time you move on to the next
0 o | S
4.18 Vary the grammatical forms that you use in your explanations
and don'’t introduce each set of similar slides in the same
WY eetteeeittteee e e ettt e e e e e sttt e e e e ah bt e e e e et et e e e e e s bt e e e e e e naeeeeeeanaeeeeeann
4.19 Prepare your CONCIUSIONS ........cooviieeeeeeiiiiiiiiiieeeeeeee e e e e
4.20 Consider not ending your presentation with a question and
ANSWET SESSION ...ttt e et
4.21 Revise your script to make the language more dynamic and
effeCtiVe oo
4.22 Use your script to write notes to accompany your slides ......
4.23 Use your speech for future presentations ...............ccceeeunes
4.24 An example showing the advantages of writing a script .......

23
24
25
26
27

29

29
29
30

31
32
34
35
36

37
38
39
40
41
41

42
44

44
45
45
46
47
49

49
50



5 PREPARING YOURSLIDES ..........ccooiiiiiiiieeeee e 53
5.1 Ensure each slide has a purpose ........ccccceeiiiiiiieiiiinciienen. 53
5.2 Decide which points do not need an associated slide ........... 54
5.3 Limit yourself to one idea per slide .........ccccviiiiiiiiiiiiiiienen. 54
5.4 Choose and effective title slide ...........cccooiiiiii 55
5.5 Decide on a system of capitalization for titles and subtitles ... 56
5.6 Minimize the number of items on your agenda slide ............. 58
5.7 Don'’t create a slide without thinking what you are

going to Say @bOUL It ..o 60
5.8 Avoid too much text and complete sentences ............cc......... 61
5.9 Help audiences with low level English ...........cccccciiiiiins 62
5.10 Be careful how you use numerical examples ..........cc.ccccee. 63
5.11 Explain processes through well chosen slide titles ................ 63
5.12 lllustrate part of a process rather than the entire process ..... 64
5.13 Ensure that everything your write on your slides is

100 % grammatically correct ..........ccooriiiiiiiiiiiieee e 64
5.14 Check the spelling and use of capital letters ......................... 65
5.15 Prepare a sequence of identical copies of your last slide ..... 66
5.16 Modify your script on the basis of the slides .............cccccc....... 66
5.17 Modify an existing presentation that someone else

has created ... 67

6 HOW TO REDUCE THE AMOUNT OF TEXT AND

7.5

NUMBER OF CHARACTERS. ..o 69
6.1 Remember that text on a slide differs from normal text ......... 69
6.2 Don'’t repeat the title of the slide within the main part of the
£ o = SO URRERER 69
6.3 Choose the shortest forms possible ...........ccccooiiiiiiiiins 70
6.4 Use only well-known acronyms, abbreviations, contractions
aNd SYMDOIS ..o 70
6.5 Reduce the number of ZEros .........ccoeiiiiiiiiiiiiieee 71
6.6 Use the plural form of nouns to save space ..........cccccoeeeenne 71
6.7 Cut brackets containing text ........cccocceiiiis 71
6.8 Use verbs and modals rather than nouns .............ccccoces 72
6.9 Remove the, this, OUr ........................coovveveeeiiiiiiiiiieeeennn. 72
6.10 Don’t put text in your slides to say what you will do or have
done during your presentation .............ccccceeiiiiiiieeiniieeee e 72
7 USING BULLETS ... 73
7.1 Choose the most appropriate type of bullet ........................... 73
7.2 Limit yourself to six bullets per slide ..........ccccocoviiiiiiiiiinns 73
7.3 Keep to a maximum of two levels of bullets ........................... 74
7.4 Do not use a bullet for every line in your text ...............c.c....... 75

Choose the best order forthe bullets ...........ccooeiieiiiiiieenenann. 75



XVi

7.6  Use one-at-a-time bullet animation only if absolutely

NECESSANY ..uecviiviieneerieteeseteseesesteeesessesseeesessessessesessesseneesessessansnnes
7.7  Make good use of the phrase that introduces the bullets ...........
7.8  Use verbs NOt NOUNS ...oooiiiiiiiiiieeeeeee e
7.9 Be grammatically consistent ...........cccoccviiiiiiiiiiee
7.10 Minimize punctuation in bullets ...........ccccciiiis
USING AND COMMENTING ON DIAGRAMS
AND PROCGCESSES...........ooiiiiiie ettt
8.1 Simplify everything .........coooiiiiiiiii e
8.2  Only include visuals that you intend to talk about ................
8.3 Avoid visuals that force you to look at the screen ................
8.4  Use visuals to help your audience understand ...................
8.5 Make sure your slide can be read by the audience in the
DACK FOW .o
8.6  Choose fonts, characters, and sizes with care ...................
8.7  Limit the use of animations ...........ccccccoiiiiiiiiiniiiieeee,
8.8  Use color to facilitate audience understanding ....................
8.9 Make your graphs come alive ........ccccoceeviiieiiiiiiiee
PRONUNCIATION AND INTONATION ..........coooviiiieeeieee e,
9.1 Create lists of your key words and learn their
ProNUNCIAtION ..o
9.2  Use online resources to find the correct pronunciation of
INAIVIAUAI WOTAS ...
9.3 Practise your pronunciation by following transcripts and
imitating the Speaker ...
9.4  Learn any irregular pronunciations .........ccccccceeeiiiiciiiiiennnnn.
9.5 Be very careful of English technical words that also exist in
1Y 10 =T a e [ =T 1= PSPPI
9.6  Practice the pronunciation of key words that have no
SYNONYIMS ..oviuieuietisteteseesessesseseesessesseseesessesseseesessenseseesessensenensesses
9.7 Becareful of -ed endings ..o
9.8  Consider using a multisyllable word rather than a
MONOSYIAble WOrd ...........coooiiiiiiee e
9.9 Use synonyms for words on your slides that you cannot
PFONOUNCE ....vviiieeiiiiieeeeetteeeeesetteeeesesteeeesssbeeeeeennsaeeeesennees
9.10 Use your normal speaking voice, but don’t speak too fast ........
9.11  Vary your voice and SPEed ...........cccueeveiiiiiiiiiiiiiiiee e
9.12 Help the audience to tune in to your accent ............c.........
9.13 Use your outline slide to introduce key terminology ...........
9.14 Use stress to highlight the key words ..........ccoccoiiien,
9.15 Enunciate numbers very clearly .........cccoooiiiiiiiiie,
9.16 AVvOoIid €, €M, @N ...
9.17 Mark up your script and then practice reading it aloud .......

9.18 Reading your script aloud during the presentation...................

87

88

90
90

91

92
92

93

93
94
95
95
96
97
97
98
99



10 USAGE OF TENSES AND VERBFORMS ...................ccoeieee.

1"

10.1 It's OK to make mistakes in the main body of the
PresSentation ...
10.2 Getting to know the audience (small demo) .....................
10.3 Webcast introduction / Large-scale very formal presentation ...
10.4 Outline / Agenda — informal demo or presentation ...........
10.5 Outline / Agenda — formal presentation or webcast (possibly
with several SPEaKers) ........cocoriirerrieresee e
10.6 Giving background details ..........ccccooiiiiiiiiie
10.7 Presenting financial highlights .............ccccoiiiiiin.
10.8 Describing your COMPANY ........c.eeeeeiiiiiiieeeiiiiieeeeiiieeeee s
10.9 Describing your role in the company .........ccccccoeviieeeenee
10.10 Referring to future points in the presentation ..................
10.11 Answering audience questions during the presentation ....
10.12 Mentioning the design and development phases of a product
Lol ST Y To = TSR
10.13 Talking about how your prepared your slides ....................
10.14 Making transitions ...........coviiiiiiiiiiiie e
10.15 Highlighting whatis on a slide .........ccccccviiiiiiii e
10.16 Explaining figures, tables, charts and diagrams ...............
10.17 Indicating level of certainty .........cccccoiiiiiii,
10.18 Conclusions: formal presentation / webcast .....................
10.19 Conclusions: demos and less formal presentations .........
10.20 Q & A SESSION ...eiiiiiiiiiiie et

CONDUCTING A PRESENTATION, DEMO, OR

TRAINING COURSE WITH A FACE-TO-FACE

AUDIENCE OR VIA VIDEO CONFERENCE ................cccoceeeee.

11.1 If some participants arrive early, exploit the opportunity
to ask them questions. .........cccoiiiiii
Get to know your audience when they are all present ......
Before you start find out the names of the people in your
= 100 1= g o7 TR

11.4 Position yourself and your laptop where your audience
CAN SEE YOU ..eeiiuiiieiueiaaaiieeaeeeateeeameeeaaseeaaneeeaeeeesneeeanneeanes

11.5 Give a clear signal that you are going to begin, then give
1YL 18 = To =T oo F- TSP

11.6 Tell them how they will benefit from the demo and also
what you are not going t0 do ......ccceeiiiiiiiii

11.7 Optimize your agenda when your demo shows an update
or new release of a product / service ........ccccccveeeviiicinnnenn.
Begin your demo in @ dynamic way ..........ccccceeeeiiiiieneennns
Motivate your audience: don’t focus on what they already
know and don’t sound negative ............ccccoiiiiiiiiiiiiienen,

11.10 Show a slide. Then pause before you begin talking .........

115

115
116

117

117

118

120

121
122



Xviii

12

11.11
11.12

11.13
11.14
11.15
11.16
11.17

11.18
11.19

11.20
11.21

11.22

USE YOU NOL | oo
Explain components and features in terms of how the
audience will use them, but don’t explain the obvious ......
Move your cursor slowly around the screen .....................
Focus on examples, not on theory ..........cccccoviiieiiiiiinnnen.
Don’t overload the audience with too many concepts ......
Learn how to gauge the audience’s reactions ..................
Constantly elicit audience feedback on how to improve your
Product and SEIVICES ......ccuuuiiiiiiiieee e
Responding to attendees’ feedback .........ccccccccciiiiiiinniis
Promote an atmosphere where everyone feels relaxed about
giving feedback ..o
Tell the audience when you are 10 minutes from the end
Exploit your concluding slide to leave a positive last
IMPFESSION ..eiiiiiiiiiie ittt
Before saying goodbye give any further details ................

CONDUCTING A DEMO / TRAINING VIA AN AUDIO
CONFERENCE CALL ...

12.1
12.2

12.3

12.4

12.5

12.6
12.7
12.8
12.9

12.10

12.11
12.12
12.13
12.14
12.15

Be aware of the typical problems ..........ccccccoviiiiiiiiiinnn.
Consider not using audio conference calls for non-interactive
Lo =T 10T <
Exploit the advantages of audio calls over face-to-face
Presentations ...
Find out about the audience and have the mailing list of
those attending ...
If possible, have a member of your team on site at the client’s
OffICES e e
Ensure that everything is OK from a technical point of view ...
Begin the call with some introductions ..................c.ccc....
Set some ground rules .........cccceeeiiiiiiieiiie e
Don’t use exactly the same style as you would in a video
or face-to-face demo ...,
Number your slides and constantly remind the audience
WHETE YOU @re ....oiiiiiiiiiiiiiieie e
Make sure your demo is interactive and not robotic .........
Learn how to deal with on-the-spot oral questions ...........
Announce clearly that you are about to conclude the call
After each session, revise your demo to improve it ..........
Get feedback on your performance ...........cccccovieeeennnnen.

125
125
126
127
127

128
128

129
129

130
131
133
133
135
137
137
138
138
139
141

143



13 GENERATING QUESTIONS DURING A DEMO /
TRAINING SESSION.........coooiiiiiiiiiiiee e
13.1  Understand the importance of asking your participants
QUESHIONS e
13.2 Don'tjust ask ‘OK?’ to check understanding ....................
13.3 Ask direct but non-threatening questions (face-to-face /
VIABO) i
13.4 Use your body language to encourage the audience to
ask you questions (face-to-face / video) .......ccccccceeiiinens
13.5 Choose specific people to answer questions (audio calls) ...
13.6 Tailor your questions to particular people ............cccceeueeee.
13.7 Say something positive about the individual to whom you
are addressing the question ..........ccccccoiiiiii i,
13.8 Give attendees a chance to prepare their answers ..........
13.9 Get participants to explain things to each other ...............
13.10 Schedule a break for dealing with participants’ questions
13.11 Incorporate questions into your slides ............ccccciiieeeeen.
13.12 Decide the best way to phrase your question slides ........
13.13 Have recap slides in addition to or as an occasional
alternative to questions slides ..........ccccccoviiiiiiiiiiieeenns
13.14 Go over any key points more than once .............ccccceeeee...
13.15 Signal to the participant that you are listening to and following
his / her QUESHION ...

14 MAKING YOUR DEMO / TRAINING INTERACTIVE:
SETTING TASKS ...
14.1  Always mix theory with practice ...........ccccoceiiiiiiecenninn.
14.2 Decide the best tasks to give participants ........................
14.3 Give clear instructions when setting tasks ........................
14.4 Don’t read aloud the task outlined in your slides ..............
14.5 Use the whiteboard or a new window on the shared desktop
14.6 Don’t wait for everyone to finish the task ..............cccoe.
14.7 Give participants positive feedback ............ccccoiiiiinninn.
14.8 Avoid distractions: Get attendees to share a PC ..............
14.9 Ensure that every training session / demo is interactive
and contains a practise Session ..........cccccciiiiiieeeein s
14.10 Break up your demo with fun activities ..........cccoeveinnnnnne,

15 ANSWERING QUESTIONS ...
15.1 Prepare in advance for all possible questions ..................
15.2 Include the topic of questions in your agenda ..................
15.3 Repeat the qUestions ...,
15.4 Only interrupt a questioner when strictly necessary .........

Xix

149

149
151

152

154
154
155

155
156
157
158
159
161

161
162

162

163
163
164
164
165
165
165
166
166



XX

16

17

15.5 Involve all the audience, don't just give eye contact to the
QUESTIONET ..
15.6 Help the audience to think of questions ............cccccceeenee.
15.7 Learn how to recognize if someone wants to ask a ques-
tion and how to respond ..........ccccooviiieiiiiiiie e,
15.8 B CONCISE .ooovieiiiiie e
15.9 Never make a participant lose face .........ccccccoviiieeiennnnn.
15.10 Remember that it is not necessarily your fault if you can’t
understand the question ...........ccccoiii i,
15.11 Learn strategies to help you understand and clarify questions
15.12 If you are co-presenting, make sure you agree beforehand
how to answer qUESHIONS ........cccooviiiiiiiii e
15.13 Terminate the Q&A session if you feel you are
WaSting tiMe ..o

PRACTISING YOUR PRESENTATION...........ccoeiiiiiieeeen
16.1  Don’timprovise. Practise exactly what you are going to say ..
16.2 Practice your position relative to the screen .....................
16.3 Don'’t sit. Stand and move around ..........cccccceeiiiiiineeenne,
16.4 Use your hands .........ccccoeiiiiiiiiiiiiec e
16.5 Have an expressive face and smile .............cccoooiiiiinnen.
16.6 Vary the parts you practise .........cccccoceeeiiiieieiiiiiiee e
16.7 Use shorter and shorter phrases .........cccccocveiiiiieneennne,
16.8 Prepare for forgetting what you wantto say ....................
16.9 Opt to do presentations in low risk situations and put
yourself at the center of attention in social situations .......
16.10 Learn how to be self critical: practice with colleagues ......
16.11 Think about what slides you could delete .........................
16.12 Email your presentation to your boss and colleagues ......
16.13 Learn relaxation techniques ...........cccccoviiiiieiiiiiinceeie,
16.14 Check out the room where your presentation will be .......
16.15 Prepare for the software or the equipment breaking down .....
16.16 Organize your time .........cccooiiiiiieiiiee e

IMPROVING YOUR SKILLS AS A PRESENTER AND
TRAINER ...
17.1 Learn how to gain and keep your audience’s attention ....
17.2 Don’t make your agenda look unfeasible .........................
17.3 Maintain eye contact with the audience ...........................
17.4 Exploit moments of high audience attention .....................
17.5 Don't tell the audience everything you know, only what
they need to KNOW .......cueeiiiiiiiiiii e
17.6 Don'’t refer to everything on your slide .............cccoceeen.
17.7 Avoid details / exceptions etC .........cccccveviiiiiiiiiiiece,
17.8 Don’t spend too long on one slide ..........cccceeeiiiiieieennnnen.
17.9 Learn techniques for regaining the audience’s attention ..

173
174

174
174
175

177
178

180

180

181
181
183
184
184
185
185
185
186

186
187
189
190
191
192
192
193

195
195
196
196
196

197
197
198
198
199



17.10 Make sure what you say contains new information .......... 200
17.11 Present apparently old information in a new way ............. 200
17.12 Underline relevance and value ............ccccoceeeiiiiiencennenen, 201
17.13 Explain or paraphrase words that may be unfamiliar to the
AUAIENCE .ot 201
17.14 Repeat key words and concepts frequently ..................... 202
1715 USE Breaks ..ooooeeieiiiiiiee e 202
17.16 Enjoy yourself: Sound like you are talking to a colleague 203
1717 Inject SOME huMOT ......eviiiiii e 205
17.18 Don't talk for more than a few minutes at a time .............. 206
17.19 Give frequent examples .........ccccviiiiiiiiiiiee e 206
17.20 Constantly remind the audience of the big picture ........... 206
17.21 Write new slides just before the presentation begins or
during @ break ......c..oooiiiii 207
17.22 Improve your slides after the presentation ...................... 207
18 USEFUL PHRASES: ALL TYPES OF PRESENTATIONS ......... 209
18.1 Preliminaries and introductions ...........ccccooeiiiiiiicninn. 209
18.2 Outlining agenda ........c..ooviiiiiiiiiii e 210
18.3 Moving from slide to slide and topic to topic .........c...cc....... 211
18.4 Emphasizing, qualifying and explaining ............ccccccceeueee. 213
18.5 Describing slides and diagrams ..........ccocccoeveeiiiiieee e, 215
18.6 Dealing with problems ...........ccccciiiiiiiii e, 216
18.7 Asking and answering qUeStionS .........cccccceveeiiiiieeeeennnn. 217
18.8 Ending the presentation / demo .........cccccciiiiiiic e, 219
19 USEFUL PHRASES: INFORMAL TECHNICAL DEMO.............. 221
19.1 Before the demo (face-to-face) ........ccccovieviiiiiiiinnnn, 221
19.2 Before the demo (audio and video
CONFEIENCE) ..o 221
19.3 Introductions and agendas ...........ccccceeeiiiiiiiieiiiiieee e 223
19.4 Checking and clarifying ........cccccoviiiiiinie e 226
19.5 Demonstrating / giving tasks .........cccocciiiiiiiiiiiee, 226
19.6 Talking about enhancements to products and services .... 228
19.7 Asking the audience qUESEIONS ..........ccooviiiiiiiiiiiiiee e, 229
19.8 Managing the day’s events, concluding ............ccccceeennnen. 231
20 USEFUL PHRASES: FORMAL BUSINESS PRESENTATIONS 233
20.1  INtroduCtioNS .......ooiiiiiiiiiiii e 233
20.2 AQENAA .eiiiiiii e 234
20.3 Describing your COMPaNnY ........coccueeeeeiiuieeeeniiiieeesnnieeeens 234
20.4 Transitions and CONCIUSIONS ..........ceveiiiiiiiieiiiiiieee e 235
THE AUTHOR ...t 237



2 Springer
http://www.springer.com/978-1-4939-0643-7

Presentations, Demos, and Training Sessions
& Guide to Professional English

Wallworlk:, A,

2014, XX, 240 p. 9 illus., Softcover

ISEM: 978-1-4939-0643-7



	Contents



