PREPARING FOR THE CRAFT AND CONTEXT SYMPOSIUM 

PRESENTATION   Tips for making a successful presentation!      mar.6,2010

1. GUIDELINES FOR SYMPOSIUM PRESENTATON

•Presentation length and time

 -Prepare a 10 minute presentation, so there is time for questions, to make 15 minute total. Time is same amount for all presenters, whether they are part of panel, multiple

speakers, or speaking alone.

•Deadline for Presentation Files:  April 2  Friday

-We need all of the presentations loaded onto ONE external hard drive we will use

to hook up to the computer.  Because the files are often very large, they can

sometimes not be emailed.  If your presentation cannot be emailed, please arrange to bring in a memory stick or CD with the presentation on it before April 2. 

-If you have invited speakers, please ask them to send in their digital presentations by April 2, for you to send on to us.

•Content of Presentation

-Description of your work (at least five slides)

-Why you are exploring the topic

-Introduction to the topic

-The topic

-Summary/Conclusions

•Number of slides

-Some experts recommend the suggested number of slides

ranges from  10 slides to 40 slides within a 10 minute presentation. 

“Hold a slide for no more than 60 seconds, but no less than 15 seconds.” 

Often one can strike a happy medium,  showing several slides quickly to make a point and slow down on other slides to make important points.

•Why is a prepared presentation necessary at all?

One of the goals of the seminar project is to improve your presentation skills and  record and document all of the work done by participants.  The abstracts for each presentation, and the written text will be submitted in the final report prepared in May.  Some of your papers could be potentially be published or posted on the symposium blog.

2. THE STRUCTURE OF A PRESENTATION

“Tell audience what you are going to do, do it, and tell them what you did.”

•In other words: Introduction, Objective, Overview, Presentation, Summary (Conclusion)

Start with an introduction; including an "agenda" or set of goals for the presentation, provide the content; information and summarize the presentation.  

•The Power of Language
 The words you select will dramatically impact your audiences reaction -- to both your ideas and your effectiveness as a presenter.  Use a  Thesaurus, it can be very helpful.

Use short clear sentences.  The abstracts are very helpful to write, because they help focus your ideas.  Stay to the point of your topic.  Have some fun writing the text.

•Quotations 

Appropriate quotations can make a noticeable impact on your audience. It's not always possible to find quotes that are directly relevant to your presentation, but it is often easy to find SHORT quotes that complement or promote concepts that are part of your presentation.   Long quotes are not effective.

3. THREE WAYS TO GET STARTED

If you have having a hard time getting started, here are three different approaches to getting going.  It is more important to put a presentation together, and try it out several times than wait till the last moment.

•Write a list of important points to cover in your presentation, not in any particular order, then choose images to illustrate the points.


-your work, maybe list slides you think you want to include


-your interest in topic


-If you are leading a group of speakers, a sentence indicating why other speakers

are important

-five  important points you want to show , maybe list slides

•Select a few images you know you want to show in the presentation and write your 

presentation around them. Select the slides, do a count, start writing text that expands your idea, keep adding images and text.

• Build the presentation around the images then write the 

presentation. In this example, select some slides that fit in the 

presentation.  Some recommend starting by selecting the last slide you will show,

the Summary/Conclusion slide! It should emphasize the most important points you plan to make. Once you have visualized your points with images, write your presentation around them.

4. THE BASIC RULES OF GOOD PRESENTATIONS

•Keep the technology Simple 


Choose Power point or Keynote presentation program and prepare the slides.

Only add video clips if you really know how to get them to work on the computer.

•Rehearsing the Presentation

To present the most professional image, you need to know your presentation. Wandering presentations that lack focus, or those too dependent on working from notes, or long pauses to compose your thoughts are not well received.  Rehearsing the presentation includes more than just going over what you will be saying. Rehearsing includes the entire presentation. Use the slides, or a projector, and rehearse in the room you will be presenting in. Rehearse the presentation with microphone and other devices one might use. 

Rehearse in front of a willing audience. Find out what they found interesting, memorable, confusing. Have them list what they thought was most important! Did they get your message?

•No need to memorize

Rehearsing is one thing, committing the presentation to memory and performing it by heart, is often NOT the most successful way to present.  You need to present, not to recite.  Sometimes the images can be used to recall what one wants to say.

•But use your notes very sparingly

Too much time spent reading notes may convince your audience that you are unprepared. 

•Pace yourself - don't go too fast, or too slow.

A general rule, every "slide" deserves at least 10 seconds, and none rate more than 60-100 seconds. If you find yourself spending several minutes on one slide, consider adding a slide or two! (This is not a firm rule, but a good guideline.) 

•Facing your audience
-Observe them

-Make eye contact - don't wander around the room, don't look down. Wandering can be a sign of nervousness, while looking down, may be taken as "trying to figure out what's next". (Remember -- you're the speaker -- ].

-Don’t hide behind the computer. 

•Deferring questions, following up 

It may be appropriate to field questions during the presentation. In some cases it will be proper to answer the question on the spot, in other cases, you may be addressing that point later, or want to cover it later on or after the meeting. You are the best judge of how to handle it.  Retain control of the flow of the presentation. 

•DON'T WAIT TILL THE VERY LAST MINUTE TO WORK ON YOUR PRESENTATION. 
Get an early start on your presentation. That way you will have time to get comments and responses from the group, and change it to make it the best it can be.

•Humor 

The right amount of humor - used judiciously, can go a long way to build rapport with your audience, and keep your audience interested and attentive. Sometimes a visual pun

can be perfect compliment to your address.

•Enthusiasm 

Absolutely nothing will help your presentation more than communicating your passion and enthusiasm. If the audience recognizes your belief, and confidence, it will add great credibility to your message.

