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working in partnership with

Skills in Presenting Success

Day One
An

Introduction
to Presentations Skills

Effective speakers need to:
• Appear confident and knowledgeable
• Connect with the audience so they believe
“this speaker has our interests at heart”
• Say something of relevance that ‘makes sense’ to them
• Speak in a way that is either interesting or compelling

The result of a good presentation, whether it’s in business, politics, education or
any other area, is that the audience is left thinking or feeling differently about the
subject. As a result they may do something differently.

Great speakers
Let’s consider how truly great speakers get their message across.
Think of some great speakers that you’ve heard – maybe famous people like Winston
Churchill, John F Kennedy or Martin Luther King – or other people that you’ve heard,
who are really good speakers.
What qualities do they exhibit in their speaking?

Capture 2 or 3 words that describe great speakers.
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Your introduction (Time: up to 90 seconds)
Name
What do you do?

Presentation experience

What you are good at?

(for example, good with people, numbers, organisation...)

1
2
Your goals for the programme?

Something else about you, which no one else here knows (for example,
where you grew up, the subjects you were good at in school, the hobbies or sports you enjoy, your
favourite film...)

Notes on other participants

©
© Presenting
Presenting Success
Success Limited
Limited
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Three KEYS to Appearing
						

“
1

Confident

Our training is designed to give you the control,
and therefore the choice of how you come across.
When you have the CONTROL to stand strongly,
then you can CHOOSE to move purposefully.

”

Key 1 – Stand Strong
Both feet anchored on the ground hip-width apart
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Key 2 – Look at Everyone
Look in their eyes – gently scan the whole room

3

Key 3 – Use Your Hands, Arms and
Body Naturally
As you would if you were speaking to them
one-to-one – let your body do the talking as
well as your voice

1. Stand Strong

Q:
A:

Why do I have to stand still?

You don’t have to stand STILL. We’re saying that you
should stand STRONG. You have the CHOICE of how you
appear. Mostly we will appear more confident, powerful and
therefore more persuasive, if we stand strongly on both feet
without the distraction of needless movement. (Notice how,
when we’re under-confident, we tend to shuffle our feet or
step backwards).
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Be like an oak tree
Stand firm and strong

2. Look at Everyone
Be like a lighthouse and scan the audience
Take a moment before you speak to make eye contact
with everyone
Look into their eyes (or if that’s difficult for you, just above their eyes)

3. Use Your Hands and Arms Naturally

3

Notice that experienced presenters use their hands and
arms naturally, as they would if they were speaking
one-to-one. Our bodies, including our arms,
hands and faces help us to communicate.
Use your hands and arms to express yourself.
We all have different ways of using our hands some of us wave them around a lot, some of us
like to keep them still.
The training will help you decide how best to use
your hands to achieve a particular effect. Some hand
and arm positions can have a negative effect, such as
hands in pockets, arms folded, or hands behind the
back. The more open your posture is, the more your
audience will respond positively

3

3

Two effective positions to try are either:
1. One hand resting in the other, palms upwards,
just above waist height, or
2. Simply down at your sides.
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Presentation:
“Your First Job”

						

Capture the attention and interest of your audience by telling us
about an experience from your own life
(Time: 60 seconds)

“!

Description:
One time when something happened in
your first, or an early, job.

”

What’s the point of this talk?
To show how easily we can catch the audience’s
attention and interest when we talk about a
PERSONAL EXPERIENCE.

Examples
• A holiday/weekend job whilst
at school or college, e.g. in a shop,
warehouse, factory, farm...
• A paper round or baby-sitting
• Early days of an apprenticeship
or traineeship

• The first day of a new job
• Having to make tea, or buy
sandwiches for the office

•
•
•
•

The interview, or the journey there
Parking in the boss’s space
Dealing with an awkward customer
Not knowing how to use
the equipment

• Wearing a suit for the first time
• Living away from home for the
first time

“

The 6 most
powerful words in
any presentation are
‘Let me tell you a story’
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”

Heres what to do...
Talk about one incident you remember - TELL THE STORY.
Start in the action: start in a place that surprises your audience
and makes them want to hear what’s coming next.
Be specific: give us the detail or the ‘juice’ of the story
- names of people and places, times, or time of year, how old
you were, and so on.
Use the present tense: tell the story as if it were happening now
- “I am standing on this ladder, I’m sixteen years old...”

Notes on your talk - Bullet points only!
Your action start
•
•
•
•
•
•
•

Stand strong
- you’ll look
confident
Top
Tip

Notice how easily, as listeners, we related
to these PERSONAL EXPERIENCES.
Making an experience PERSONAL
to the audience is the first key to
Persuasive Presenting.
© Presenting Success Limited
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Presentation:

“The Time it Went Wrong”

Make a strong point for the audience by telling us about an
experience in your life that didn’t go as well as you would have liked!
(Time: 60 seconds)

“

Description:
One time when something ‘went wrong’
in your work life - which you can make a
point for others to learn from.

!

Examples

”

One time when you...

• Wore the wrong clothes to work
• Spent too much money on
behalf of the company

What’s the point of this talk?

• Were late for work or an

To MAKE A POINT, based on your experience,
that the audience can act on.

• Got lost on the way to an

important meeting
appointment

• Gave a presentation that
went wrong

• Sent out the wrong goods
• Mishandled a phone call
• Were rude to someone or
someone was rude to you

•
•
•
•
•

“
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Didn’t know what to do
Had an accident
Lost an important deal
Told a lie
Were ‘fired’

The point of presenting is to make a point.
Whether or not your audience act on it will
depend on how good a point it is, and on
how well you make it

”

Heres what to do...
Choose one specific incident - TELL THE STORY.
Start in the action.
Be dramatic: catch their attention and interest.
Use the present tense (“I’m sitting by the phone in the front office...”),
Give us lots of detail – give us the ‘juice’ of your story - paint the
picture for us.
Have a STRONG CLOSE
(“my point is make sure you pass on all messages”).
Finish with a BENEFIT for the audience
(“and you won’t be embarrassed”).

Notes on your talk - Bullet points only!
Your action start
•
•
•
•
•

Make eye
contact with
your audience

Your strong close (My point is...)

The benefit for the audience (how will it help them if they act on your advice?)

Top
Tip
Notice how strongly these talks
MADE THE POINT.
Making a POINT is the second key
to Persuasive Presenting.
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