p PREPARING FOR A PRESENTATION

In this course, you will learn everything you need to know
to create and give clear and memorable presentations in
English.

In this unit, we will focus on preparing for a presentation.
You will:

e Learn the most important steps to take before
delivering a presentation.

e Explore the most commonly used tools for creating
and enhancing presentations.

e Understand the structure of a successful presentation.
e Listen to an example of a simple presentation.
e Apply what you’ve learned by developing and

delivering your first presentation, incorporating many
of the recommendations covered in this unit.
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Today, | want to talk to you about an essential skill that we all need to
master - preparing for presentations. Whether it's a sales pitch, a team
meeting, or a conference talk, being well-prepared can significantly impact
the success and effectiveness of your presentation. So, let's dive into some
key suggestions on how to prepare for presentations effectively.

Firstly, arriving early to check the equipment is crucial. We've all
experienced the panic of technical difficulties right before a presentation.
To avoid this, make sure you arrive at least 30 minutes before your
scheduled start time. This will give you ample time to set up your laptop,
connect to the projector, and test the audio and visual components. By
doing this, you can address any issues ahead of time and ensure a smooth
presentation.

Next, practising your presentation with friends or colleagues is incredibly
valuable. It allows you to receive feedback, polish your delivery, and
identify areas that may need improvement. By rehearsing in front of others,
you can gain confidence and refine your content. Remember, practice
makes perfect!

Another helpful tip is to use the video mute button on the projector rather
than starting it at the beginning of your presentation. Many projectors have
this feature to avoid any distractions while you set up your materials. By
using the mute button, you can ensure that your audience focuses solely on
you until you are ready to begin. It's a small detail, but it can make a big
difference in maintaining a professional and seamless presentation.

Now, let's talk about a useful checklist that you can create for your
presentations. This checklist will help you stay organised and ensure that
you don't miss any important steps. Here are some items you may want to
include:

1. Confirm the presentation date, time, and location.

2. Prepare and rehearse your content.

3. Check and gather all necessary equipment and materials (laptop,
projector, cables, handouts, etc.).

4. Arrive early to set up and test the equipment.

5. Dress appropriately for the occasion.

6. Have a backup plan in case of technical difficulties.
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7. Familiarise yourself with the venue and layout.

8. Make sure you have a clear understanding of the audience and their
expectations.

9. Practice your introduction and closing to ensure a strong start and finish.
10. Finally, take a deep breath and believe in yourself!

By following this checklist, you can approach your presentations with
confidence and be well-prepared for any situation that may arise.

In conclusion, preparing for presentations is a vital skill that can elevate
your communication and professional abilities. Arriving early, practising
with others, and utilising the mute button are just a few suggestions to help
you excel in your presentations. Additionally, creating a checklist will keep
you organised and ensure that nothing is overlooked. So, let's embrace
these tips and deliver impactful presentations that leave a lasting
impression. Thank you.

1.Why is it important to arrive early to check the equipment before a
presentation?

2.How can practising with friends or colleagues help improve your
presentation?

3.What is the purpose of using the video mute button on the projector?

4.Why is it helpful to create a checklist for your presentations?

5.What are some items that you may include in your presentation
checklist?
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Look at the list of recommendations based on the presentation above.
Discuss with your coach why you think each thing is recommended and how
useful you think each recommendation is.

1.Determine the purpose and objective of your presentation.
2.ldentify the target audience and tailor your content accordingly.
3.Create a clear and concise outline or script for your presentation.
4.Gather all the necessary information and data to support your points.
5.Prepare visual aids such as slides, charts, or videos to enhance your
presentation.
6.Check the availability and functionality of the resources you will need
(projector, laptop, microphone, etc.).
7.Confirm the address and location of the venue where the presentation
will take place.
8.0btain contact information for a representative at the venue in case of
any last-minute issues or questions.
9.Arrive early to familiarise yourself with the setup and test all equipment.
10.Double-check the scheduled time for your presentation to ensure
punctuality.
11.Prepare handouts or extra materials to distribute to the audience if
necessary.
12.Rehearse your presentation multiple times to improve your delivery and
timing.
13.Dress appropriately for the occasion to make a professional impression.
14.Consider potential questions or concerns from the audience and
prepare suitable responses.
15.Practice good body language and maintain eye contact during the
presentation.
16.Bring any personal notes or cue cards to help you stay on track.
17.Take a deep breath and stay calm and confident throughout the
presentation.
18.After the presentation, collect feedback from the audience to evaluate
your performance and make improvements for future presentations.
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