
 

TOP 12 PRESENTATION SKILLS 
 
 
1. Begin with the end in mind 
Decide and then remind yourself over and over again the purpose of the presentation: The message 
you want to deliver, the action you want people to take as a result of attending. Remind yourself 
that few, if anyone, in the audience has come to see or hear you, just because it’s you. It’s not about 
you. It’s about your message. The message is the king and you are just its servant. The purpose of 
your presentation is to help inform your audience about a key issue or to lead them towards 
agreeing a new approach. Delivering this message is how you can make a difference. 
 
2. Structure your content to deliver the message: Keep it as short and simple as possible 
It is not helpful to your message being heard properly if your presentation contains a lot of other 
distracting information, however interesting this information might be to you or to some in the 
audience. During your preparation constantly ask yourself: Will this slide or point help move the 
listeners towards the conclusion I’d like them to reach? You always have the option of giving the 
audience a background report which contains all this extra information, allowing you to focus 
entirely on the message when you are presenting. 
 
3. Keep it engaging 
Slides should provide the structure and framework for your presentation, not all the text that you 
are going to say. Never be that person who just reads their slides, creating death by Powerpoint in 
the process! The use of pictures on slides, together with simple headings provides visual interest for 
your audience and encourages engagement, complementing your words – not repeating them. The 
more of your script you can learn, without referring to notes, the more engaging you will be. As a 
rule of thumb use the 3 second test. If your visual can’t be understood in 3 seconds, don’t use it! 
 
4. Keep it real 
If you can, include stories and real life examples to illustrate your conclusions. These can often be 
more powerful and memorable than facts and statistics. Everyone loves a human interest story. It’s 
what they will remember, long after they have forgotten the percentages you have told them. 
 
5. Keep connected. Be yourself 
Your audience should be able to see and relate to you as you really are. It’s more important that 
they see you than the slides, so don’t darken the room too much. Try not to turn your back on the 
audience to look at the screen behind you; and if possible, move away from the lectern to connect 
directly with the audience. If you are great at telling jokes and making people laugh, that might help 
your presentation. But if not, now is not the time to practice. Above all, be yourself. 
 
6. Preparation and Practice 
There is no such thing as too much practice for presentations. Use your family, friends and work 
colleagues as an audience in your dress rehearsals. Use visualisation to see yourself delivering the 
presentation successfully, rehearsing in your mind how you will stand, what sort of movements you 
will make and how you will be feeling. Celebrate any nervousness! It is a great sign that you are 
going to be performing at the top of your game.  



 
7. Listen to your Inner Mum 
On the day of the presentation, listen to your inner Mum. You can trust her to know what you 
should wear and for female presenters, your accessories and hair style. There are many days in your 
life when experimenting with a new look is exciting and thoroughly recommended. This is not one of 
the days! Anything that distracts the audience from your message is not going to be helpful. 
 
8. Create and use your Trigger Point 
As part of your preparation, think of a time when you were at your best and full of confidence (not 
necessarily public speaking). Let the feeling of being at your best flow through you and as you do 
create a trigger point on your body by touching somewhere like your wrist or ear lobe. As you take 
the floor to do your presentation, touch your trigger point again and the latent feelings of 
confidence will help you remain calm and in control.  
 
9. Find a friend – and make some more! 
There will almost always be at least one person in the audience you can absolutely depend on to be 
on your side, someone who wants you to deliver the message well, just as much as you do (if not 
more). Find out where that person is sitting and make eye contact with them, whenever you need a 
re-assurance boost. Scan the room for other nodding heads and friendly faces you can alight on. 
Making eye contact with people from time to time is generally much better than constantly scanning 
the room: It helps to create trust and encourages engagement. 
 
10. Don’t apologise! 
ANY apology – especially at the start of a presentation – will only have one effect: Diminish the 
audience’s expectations that you are a person who will be giving them interesting and useful 
information. Your mindset should be that you have something so important and interesting for them 
to hear that any slight distraction (the noise of a fan, sunshine coming through the window, whether 
or not you have a cold, etc) is a small price for them to pay to hear your message. The very worst 
thing to apologise for is that you have not had enough preparation time (even if this is true). Your 
audience won’t treat your message as important if you don’t do the same. It is amazing how many 
people break this rule and who regularly start their presentations with their first words “I’m sorry...” 
 
11. If there will be questions after the presentation, anticipate them now and prepare your reply 
Imagine the worst question you possibly can and then have your answer and strategy ready. You 
have prepared for the worst, so any question you get on the day will be relatively easy in 
comparison! A standard strategy is to buy yourself time be first welcoming the question, then buy 
yourself more time by saying why you think it is a good question, and finally replying in order to 
protect the message you set out to deliver. Your options include deciding whether to answer the 
question at all or (as politicians do all the time) to choose to answer a related but quite different 
question; or to say that you don’t know the answer but will find out and get back to them as soon as 
possible. Try not to give the questioner any further right to reply by ending your answer by asking 
the rest of the audience: “Do I have any other questions?” Remember Rule 10 still applies during 
question time: Don’t apologise for anything! 
 
12. Enjoy yourself! 
If you are enjoying yourself, your audience will too. The mood of the presenter sets the whole tone 
for the room. In particular you should try to view the questions at the end as a game in which you 
have all the tactics you need to come out on top  
 


