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Presentation Skills

Hints and Tips
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Purpose

To provide an overview on presentation 
skills useful in educational, training, or 
other presentational format.

The purpose of a presentation varies –
examples include to inform, to entertain, 
to decide, to call for action, to justify, to 
persuade, to explain ....

The Purpose slide is a good way to 
remind the audience why they are here.
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Contents
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Format of Presentation
• Title Page (Slide 1)
• Purpose (Slide 2)
• Table of Contents (Slide 3)
• Body of Presentation (Slides 4+)

– Conclusions / recommendations
– Background information
– Supporting arguments and data

• Summary / Conclusions (Slide n-1)
• Q&A (Slide n)

Note 1:  This format follows the guidelines of (1) tell them why you are 
talking to them; (2) what you are going to tell them; (3) tell them; and (4) 
tell them what you just told them.

Note 2:  Document the source of information on each slide. Keep it 
simple.  Use client language.  Use visual language. Ask for “buy-in.”
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Slides
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Presenting
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Openings

• CATCH their attention!
• Relate to the audience
• Use humor if appropriate
• Quotes may be helpful
• Reference to some key geographic factor may  

help
• Use analogies
• Compliment your audience
• “Piggy back” or refer to a previous speaker
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Speak to People
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Use of Voice
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Communication Cues

Source:  various

+ some percentage for touch and smell.
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Handling Questions
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Summary
A set of hints and tips that may be 
helpful when making presentations.

A good place for closure – ask the audience to make a decision, 

take action, or just close as no action is necessary.


