Effective Presentations

In preparing for a presentation answer the following questions in this order:

Who is my audience?  What is their background?  What context do they need?  How much detail do they need?  What are their interests?

How do I best make the key points: graphs, videos, cartoons, photos, words, handouts, samples, etc.  And how much time do I have to prepare; how much time do I have for the presentation?  Once you have the first draft of your talk, how well does the talk flow?  (Look at all slides together on one page or two if possible).
What key points do I need to make?  Each chart should have a clear message.  Don’t be afraid to write that message on the chart.  Once you have decided what points you want to make, use your decisions on “how” to make them.  What are the one or two (no more) take-home messages—points you want to be sure to make?

Why am I giving this talk?  Is it to persuade, to inform, to seek advice or collaboration, etc.?  (The answer is never “because I have to”.)  Have you “slanted” your talk to accomplish this?

In giving the presentation answer those same questions but in the opposite order:

Why am I doing this work?  What is the motivation?  What is the potential impact on the Center, the field, society?  Give appropriate amount of background (considering your audience.)
What do I intend to cover and to accomplish in this talk?  What do I intend to do in my work?  What are the objectives of my work?

How do I plan to carry out the work (or how did I carry out the work, if it is already completed).  How does my work connect with other work within the Center?  Include results and conclusions. How will results be used (if appropriate)?

Who will benefit from this work?  Who can help me (if help is needed)?  Who was involved and/or provided support?

Sometimes it is appropriate to answer the questions when, where, and how much.  For example, how much is this going to cost?  When will it be done?  In which lab, using which facilities?

Some tips and mechanical aids, especially if you tend to get nervous:

· Prepare well in advance so you are confident and there is no last minute panic.  Also, advance preparation gives time to answer those questions that always arise when you’re preparing your talk.

· Become familiar with the equipment and environment.  Visit the room, stand at the podium, test the lights, etc., before your talk.

· Take a deep breath and consciously relax just before going to the podium.

· Find a few friendly faces in the audience and talk to them.

· Don’t try to memorize your talk.

· Put key points of each chart on the chart so you don’t forget them.

· Hold the laser light pointer against your hip to avoid shaking.  Seeing the light shaking reminds you of how nervous you are.

· Avoid distracting mannerisms; e.g., jingling keys or change in your pocket, excessive gesturing, etc.
Key Points for Video Presentations
Every graduate student or postdoc should have:
	
	One presentation per year
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	Duration of a presentation: 20-30 minutes plus discussion, maximum of 40 minutes total
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	Form: Online presentation with MS PowerPoint or similar tool


Pointers for the video conference presentation (do's and don'ts)
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	Place the microphone exactly in the middle and as high as possible of your shirt (very important)
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	Speak with clarity and allow the audience to digest your information (incorporate pauses between transitions)
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	Don't overload your slides with information. Add additional slides with details instead of copying everything on one page!
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	Font size PowerPoint presentation: 24 pixel minimum.
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	Format: Always Landscape, never Portrait (screen is in landscape format)
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	Black text on a white background is not an effective color scheme as a dark background with light text.  A dark blue background with yellow header and white text is a color scheme that provides better visual clarity, especially on a TV monitor, than black and white. Use/download our PowerPoint templates.
HOWEVER: For paper slides (not allowed during group meeting presentation) you can use a white background and black text for your slides.
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	When using color pens, select colors that contrast.  Include a blank slide for discussion using SmartBoard.


For the audience 
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	Be aware of the microphones on your desks, they record every noise (including passing of paper, potato chips etc.)
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	Sound problem: If you indicate a sound problem, please report it immediately by saying your location first and then the location, you can't hear (e.g. "this is Chapel Hill, we can't hear Texas"),..." So, the video technician don't have to search first which locations have the problem and with whom.
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	Questions: Please start any question by saying first your name and location, e.g. "This is Eric from NC State ..."


 
