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Key Elements of a Good Presentation
• Purpose

A dience• Audience 
• Need 
• Information
• Communication• Communication
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Key Elements of a Good Presentation

Purpose
H l id f h i i b• Have a clear idea of what it is about 
– Are you sharing info? 
– Persuading them? 
– Educating them? 
– Gathering their views? 
– Selling them on something?
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Key Elements of a Good Presentation

Audience
K h ibl• Know as much as possible.

• Focus your talk accordingly. 
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Key Elements of a Good Presentation

Need
Y i h ld b• Your presentation should be 
considering a need in the audience

• Make sure you tailor your talk to meet 
this need
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Key Elements of a Good Presentation

Information
• Driven by your clear understanding of the• Driven by your clear understanding of the 

purpose of your talk
• Basic Format• Basic Format

– Introduce the topic: Motivate the audience 
on the significanceon the significance

– Describe how you got the info that 
addressed the problem.addressed the problem.

– By the end, you should get to:
–What?
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–When?
–How?



Key Elements of a Good Presentation

Communication
Wh i l id (if ) ill ?• What visual aids (if any) will you use?
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What the Audience Remembers

• 20 % of what they hear
30% f h h• 30% of what they see

• 50% of what they hear and see
• 70% of what they do 
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Five Skills to Improve Presentations

• Fine tuning
• Outcome‐oriented
• “Chunking”Chunking
• Unlimited points of view

S i t d• Success‐oriented 
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Five Skills to Improve Presentations

Fine Tuning
• Refine the talk beforehand so it is• Refine the talk beforehand so it is 
tailored

• Practice on tape in front of mirror or 
for friends/family and time it 

• Repeatedly check as you deliver it
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Five Skills to Improve Presentations

Outcome‐oriented
B l b h• Be clear about what you want to 
achieve
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Five Skills to Improve Presentations
“Chunking”
• Present info in manageable segments
• “Chunk” downward

– Overview
Details

• Timing and number of points
10 i (10 15 lid ) I 1 j i l i– 10 minutes (10‐15 slides): Intro, 1 major point, conclusion

– 20 minutes (20‐25 slides): Intro, 2 major points, conclusion
– 30 minutes( 30‐35 slides): Intro, 3 major points, conclusion30 minutes( 30 35 slides): Intro, 3 major points, conclusion
– 60 minutes (60‐65 slides): Intro, 4 major points, conclusion
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Five Skills to Improve Presentations

Unlimited Points of View
Gi l 1 2 h i f• Give at least 1 or 2 other points of 
view
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Five Skills to Improve Presentations

Success‐ Oriented
D l h k bl b li f h•Develop an unshakeable belief that 
each presentation is bound to be a 
success
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Endings

• Avoid clichés 
“I l i ”– “In conclusion…”

– “And finally…”
G di l i i• Go directly into a summation.

• Lead it towards a “call to action”, i.e., 
what is needed next

• Leave audience feeling goodg g
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Cautions

• Be careful with humor
• Topical references
• Personal anecdotesPersonal anecdotes
• Shocking statistics
NEVER k• NEVER make excuses 
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Handling Questions

• Listen to speakers, jot down if needed
R if i h• Repeat if no microphone

• Address whole audience
• To move away from a questioner, end 

response looking away from that p g y
person

• Say “I don’t know I will check ”Say  I don t know. I will check.  
• Defuse problematic attitudes (be firm 

yet polite)
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yet polite)



Delivery Factors that Improve Impact, 
Reduce Fear, and Build Confidence

• Stand straightStand straight
• Slower, lower pitch
• Expressive voiceExpressive voice
• Project your voice
• Fewer gesturesFewer gestures 
• Increase your comfort level
• Eye contactEye contact
• Positive, confident, and enthusiastic presence
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Increase your Comfort Level 

• Visit room, podium beforehand, p
• Check podium– all equipment, slides
• Be there early and greet audienceBe there early and greet audience
• Carefully choose clothes, shoes, jewelry, 
etcetc. 
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Eye Contact Tips

• Find a “friendly” facey
• Choose a face toward the back of the room

– “Aura Effect”: everyone forward will feel as if youAura Effect : everyone forward will feel as if you 
are looking at them

• Move eyes randomly, no more than 3‐4Move eyes randomly, no more than 3 4 
seconds per face 
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Build Confidence

• Use “trigger”gg
• Stick with friendly faces
• Have notes with key headings and sub‐Have notes with key headings and sub
headings

• Practice• Practice
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Visual Impact
D t t di ’ t tiDress to meet audience’s expectations

• Men: “Power Outfit”
D k i j k– Dark suit or jacket

– White shirt
– Conservative patterned tie with crimsonConservative patterned tie with crimson
– Dark socks and shoes (pay attention to condition of 
shoes)

• Women: “Classic Outfit”
– Blazer or jacket and skirt
P t ki t it– Pants or skirt suit

– Dress (plain)
–Sober colors– not somber
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Sobe co o s o so be
–No conspicuous or fussy details on jewelry 



Summary

3 keys to success:

1. Know your audience
2. Keep it simple and to the point2. Keep it simple and to the point
3. Have confidence in yourself and in your 

messagemessage
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R2 Contact Information 

R2 WebsiteR2  Website: 
http://www.mailman.hs.columbia.edu/administration/

GrantContracts htmGrantContracts.htm

Office Phone: 212‐305‐1186
E mail: her2109@columbia eduE‐mail: her2109@columbia.edu
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Public Speaking Exercises

Exercise 1: Relaxation Exercise

1. Find a quiet space for 10 minutes.

2. Sit comfortably– legs on the floor, 

Exercise 3: Dealing with Presentation Fear
“Circle of Excellence Exercise”

1. Find a quiet, undisturbed place to use 
for 5‐10 minutes. y g ,

arms at your side.

3. Close eyes.

4. Count from 1‐10 while breathing.

Breathe in (1) breathe out

o 5 0 u es

2. Choose a past vision when you felt 
extremely confident, safe, happy or 
relaxed. 

– Breathe in (1), breathe out 
(2), breathe in (3), breathe 
out (4)

– Repeat for 10 minutes

– Start from 1 any time your

3. Recall everything you can about this 
event and how you were feeling at 
that moment. Repeat often so that 
you can recall it instantly and so that 
it is vivid. 

Start from 1 any time your 
mind wanders

5. Do this once a day everyday for one 
week before talk

6. Do again for 5‐10 minutes a half 

4. Stand Up– Imagine that there is a 3‐
foot wide circle in front of you.

5. Imagine the circle is filled with your 
favorite color. 

hour or so before talk. 

Exercise 2: Exercise to Lower Pitch and 
Increase Flexibility 

6. Bring your vision to mind.

7. When your vision has reached full 
strength, say your “trigger word” 
( “ ’ d ” “ ” “ l ”)1. Sit comfortably.

2. Sing: “Ding, Dong” “Ping, Pong” 
“Bing, Bong” down the scale as 
low as you can comfortably go.

3 Do in reverse

(e.g., “I’m ready,” “Now,” or “Relax.”)

8. Do this enough so that you will be 
able to say your trigger word right as 
you come to the podium. 

3. Do in reverse.

4. Do 4 or 5 times, one time per 
day. 

9. The feeling of confidence will 
immediately come into being. 



H T r m

° 
w

 c
N

D
 ^

o
 
0

R
.
 
^ a

a ft

"
7
 
o
 
`
0
E

.
 
N

 
c

'
o
 
^
w

 
a
 
t
r
0

0
CD

0
 
C

 
c

v
 
m

 
h
7
 
w

 
c
D

_
 
r
y

 
^

•
1

 
!
y
 
N

0
 
a

 
o

n
o
 c

o
^

p
 
^

 
t
i
 
D

3
 
.
^

.
 
c
y

f
D

 
0

O
 .

T
' 
o
 o

 O
C

 
C

w
.
.
 
.
^

•
 
N

c
u

 
o
 
y a

 o
c

N

1
1

 =
S.

^ E
rG

G
 5

O
o

 b c
c
a
 c

c

n 0 z n m m m n m m r m

Cl
)

0 z m w 0 Z n 0 m z D m t
o 0 Z n m

C
D

 •
`

O Sy r
+
 
C
D

O
 
C CD D7












	Handouts-R2 Public Speaking Session.pdf
	Relaxation Exercises Final
	Made to Stick Handout
	page 1

	Public Speaking Handouts.pdf
	Made to Stick Handout.pdf
	page 1






