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	2. From Addressing Hundreds  of Youngsters at a University in India, to
Delivering a Successful Business Idea Presentation in front of the Top-
notch Business Leaders at Fujitsu Singapore in Singapore.
I feel like I've come a long way as a Public Speaker & Presenter; but only a
few people know my #struggles behind my success story.
In fact, my journey started as an extremely shy, reserved and under-
confident individual who had ‘Glossophobia’, the fear of public speaking.
My journey has taught me one very important life lesson that, 'Your Only
Limit is You!'
BASICS OF PRESENTATION SKILLS
 


	3. Oral presentations can  be categorized according to their purpose. The four basic reasons for
giving a presentation are to inform, to persuade, to motivate, and to entertain.
Most of our presentations or speeches will be informative, requiring a straightforward
statement of the facts. If you’re involved in a marketing or sales position, however, we’ll
probably be writing and delivering quite a few persuasive presentations and speeches.
Motivational speeches tend to be more specialized, so many companies bring in outside
professional speakers to handle this type of presentation. Entertainment speeches are perhaps
the rarest in the business world; they are usually limited to after-dinner speeches and to
speeches at conventions or retreats.
Whatever your purpose, your speech will be more effective if you keep your audience
interested in your message. To do so, you must understand who your audience members are
and what they need.
STRUCTURING THE PRESENTATION
Arouse audience interest. Start by capturing the audience’s attention. If you are presenting
to a small group, involve the audience, encourage comments from listeners. When speaking to
a large group, responding to comments can interrupt the flow of information, weaken your
argument, and reduce your control of the situation. Therefore, it’s best to ask people to hold
questions until you’re finished--be sure to allow ample time after your remarks.
Build your credibility. Establish your credentials quickly—people will decide about you within
a few minutes. Building credibility is easy for a familiar, open-minded audience. For strangers
(especially skeptical ones), try letting someone else introduce you. If introducing yourself, keep
your comments simple, and don't be afraid to mention your accomplishments.
Previewing your presentation. Help your audience understand the structure and contents
of your message. Give them cues to figure out how the main points of the message fit
together. Summarize the main idea, identify the supporting points, and indicate the order in
which you’ll develop them. Establish the framework so that your audience will understand how
the facts and figures are related to your main idea as you move into the main body of your
presentation.
Connect with audience. An oral presentation must rely on words to link various parts and
ideas. For small links between sentences and paragraphs, use one or two transitional words:
therefore, because, in addition, in contrast, moreover, for example, consequently,
nevertheless, or finally. To link major sections of a presentation, use complete sentences or
paragraphs, such as "Now that we've reviewed the problem, let's take a look at some
solutions." Every time you shift topics, be sure to stress the connection between ideas.
 


	4. Summarize what's been  said, and then preview what's to come. The longer your presentation,
the more important your transitions become. You also have to hold your audience's attention.
Here are a few helpful tips for engaging an audience:
i. Relate your subject to your audience's needs.
ii. Anticipate your audience’s questions.
iii. Use clear, vivid language.
iv. Explain the relationship between your subject and familiar ideas.
v. Ask opinions or pause occasionally for questions or comments.
Close your presentation on a strong note. Once you've decided how to announce your
close, plan on repeating your main idea. Be sure to emphasize what you want your audience to
do or think, and state the key motivating factor. Finally, reinforce your theme by repeating the
three or four main supporting points.
Describe the Next Steps. Some presentations require the audience to reach a decision or to
agree to take specific action. If you expect any action to occur as a result of your speech, you
must explain who is responsible for doing what. Alert people to potential difficulties or pitfalls.
End on a Strong Note. Make sure that your final remarks are encouraging and memorable.
Conclude with a quote, a call to action, or some encouraging words. Your task is to leave the
audience with a feeling of completeness. Do not introduce new ideas or to alter the mood of
the presentation.
PRESENTATION SKILLS & ROLE OF BODY LANGUAGE
Dress: Appearance can have a big impact on the way people respond to you. Remember the
following - consider the audience, a business suit is generally acceptable but may be too
formal for some audiences, personal grooming conveys respect for oneself and the audience,
dress for comfort, check yourself in a mirror prior to going into the presentation.
Posture: You need to be aware of the meanings of posture when presenting -
Nervousness/Restlessness - pacing about, Formality - standing behind a desk, Informality -
sitting in a chair or perched on a desk, Confidence - standing up straight, feet slightly apart.
Gesture: These can be used in three ways; to support verbal communication, to contradict
verbal communication, to be independent of verbal communication. Gestures to avoid are;
hands in pockets, tapping, waving a pointer or ruler, toying with an item, fiddling with clothing
or loose change.
 


	5. Eye Contact: The  rules are as follows; look at your audience extensively at the start, glance
around at the beginning and end of sentences, look at people's faces not bodies, don’t fix on
just one person, don’t miss anyone out.
Facial Expression: Facial expression can give an inaccurate message and therefore needs to
be carefully managed. The emotions that are easily distinguishable are happiness, surprise,
fear, sadness, anger, disgust/contempt and interest. Try to develop your facial expressions to
help you convey emotion and attitude in your presentation.
Voice Modulation: By varying your voice it is possible to stimulate and increase the attention
of the audience. The way in which the voice is used can completely change the meaning of a
phrase or sentence. The voice can effectively be controlled and used in various ways - volume,
pitch, tone, intonation, speed, pause and volume.
Body Movement: Movement can control the mood of the audience. If you want to energize
the audience, you can use faster paced, bolder and more dynamic movements. To make a
serious point, you can remain relatively still and simply use eye contact with each member of
the audience to emphasizes your point. Try and match your movements to the energy level
and mood of the audience. Often, nervous speakers move about too much to use up their
nervous energy. The appropriate type and amount of movement conveys confidence to the
audience. It involves the audience in the presentation and helps in gaining attention.
OVERCOMING THE FEAR OF PUBLIC SPEAKING
Here are some ways to harness your nervous energy to become a more confident speaker,
• Prepare more material than necessary. Combined with a genuine interest in your topic,
extra knowledge will reduce your anxiety.
• Rehearse. The more you know your material, the less panic you'll feel.
• Think positively. See yourself as polished and professional, and your audience will too.
• Visualize your success. Use the few minutes before you actually begin speaking to tell
yourself you're on and you're ready.
• Take a few deep breaths. Before you begin to speak, remember that your audience is
silently wishing you success.
• Be ready. Have your first sentence memorized and on the tip of your tongue.
 


	6. • Be comfortable.  If your throat is dry, drink some water.
• Don't panic. If you feel that you're losing your audience during your speech, try to pull
them back by involving them in the action; ask for their opinions or pause for questions.
• Keep going. Things usually get better as you go.
• Focus outside yourself. Perhaps the best way to feel more confident is to focus on your
message and audience.
DOS AND DON’TS OF PRESENTATION
Just Do It!
a. Do look at your audience, b. Do pause after important points, c. Do speak with conviction
and enthusiasm, d. Do be natural and sincere, e. Do try to smile, f. Use props, stories,
questions, clips, examples etc., g. Do Practice ...To overcome nervousness!, h. Do use
animation, Don’t overuse it, i. Do check your spellings for mistakes, j. Do use occasional
“spice” or “pace breakers” like Humor, Pictures, Sound, Animation, Questions (Not just Yes/No),
k. Do be passionate about the topic, l. Do relax, use nerves to your advantage, Breathe deeply,
and pause as needed, m. Do watch out for mannerisms, n. Do use body language to help make
a point, o. Do use appropriate posture, p. Do face audience more than slides, q. Do vary your
voice, r. Do get honest feedback from someone you trust, s. Do Remember that the audience
wants you to succeed, t. Do remember that anyone can learn to be a better presenter!
Take Care !
a. Don’t use jargon, slang and superfluous words, b. Don’t forget to smile, c. Don’t speak in
monotone, d. Don’t talk to the screen or wall, e. Don’t use a pointer, pen, pencil or chalk to
point at an individual may be perceived as offensive, f. Don’t look at your feet or at the ceiling
(indication of nervousness or timidity), g. Don’t go too fast, h. Don’t use jokes unless they are
really funny and relevant, i. Don’t read or “parrot” the slides, j. Don’t be afraid to say “I don’t
know” to a question asked.
USEFUL PHRASES AND STRATEGIES FOR
PRESENTATIONS
INTRODUCTION
Welcoming and greeting the audience
Hello, everyone. I'd like, first of all, to thank the organizers of this meeting for inviting
me here today. Good morning everyone and welcome to my presentation. First of all,
let me thank you all for coming here
 


	7. today. Good morning,  ladies and gentlemen. It’s an honour to have the
opportunity to address such a distinguished audience.
Hallo/Hi everyone. Thanks for coming.
Introducing yourself (name, position, responsibilities)
Let me introduce myself. I’m Jan Novak from Masaryk University in Brno, Czech Republic...
Let me start by saying just a few words about my own background. I’m a PhD student of
Geography at Masaryk University in Brno, Czech Republic.
For those of you who don’t know me already, my name’s ... and I’m responsible for...
Saying what your topic/title/subject is
What I’d like to present to you today is...
As you can see on the screen, our topic today is...
The subject/focus/topic/title of my presentation/talk/speech is...
In this talk, I/we would like to concentrate on...
In my presentation I would like to report on...
I’m here today to present...
Explaining why your topic is relevant for your audience
Today’s topic is of particular interest to those of you who...
My talk is particularly relevant to those of you who...
By the end of this talk you will be familiar with...
Stating your purpose/objective
The purpose/objective/aim of this presentation is to...
Today I’d like to give you an overview of...
I’d like to update you on/inform you about/put you in the picture about/give you the
background to/present
the results of my research...
During the next 20 minutes we’ll be...
This talk is designed to act as a springboard for discussion.
This morning I’m going to be talking to you about/ telling you about/ showing you how to
deal with/ taking a
look at the recent development in/ reporting on the results of the study we carried out...
What I’m going to do/What I intend to do is describe to you/show you/tell you about...
Presenting the outline/organization/structure of your presentation
 


	8. I’ve divided my  presentation into three main parts.
In my presentation I’ll focus on three major issues.
We thought it would be useful to divide our talk into three main sections.
We can break this area down into the following fields:...
The subject can be looked at under the following headings:...
We have organized this talk in the following way:...
This presentation is structured as follows:...
This talk will cover two current theories on the topic of...
Sequencing
My first point concerns...
I’ll begin/start off by... Then I’ll move on to... Then/Next/After that, I’ll be looking at...
First/First of all, I’d like to give you an overview of...
Secondly/Then/Next, I’ll focus on...
Thirdly/And then, we’ll consider...
Finally/Lastly/Last of all, I’ll deal with...
So, I’ll begin by filling you in on the background to/ bringing you up-to-date on/ giving you an
overview of the history of/ making a few observations about/ outlining...
And then, I’ll go on to highlight what I see as the main points of/ put the situation into some
kind of perspective/discuss in more depth the implications of/ take you through/make detailed
recommendations regarding...
One thing I’ll be dealing with is the issue of...
I’ll end with...
And finally, I’d like to address the problem of/to raise briefly the issue of...
Timing
This should only last 20 minutes.
My presentation will take about 20 minutes
It will take about 20 minutes to cover these issues.
Handouts
Does everybody have a handout/brochure/copy of the report? Please take one and pass
them on.
I’ll be handing out copies of the slides at the end of my talk.
I can email the PowerPoint presentation to anybody who wants it.
Don’t worry about taking notes. I’ve put all the important statistics on a handout for you.
Questions
If you have any questions, feel free to interrupt me at any time.
Please interrupt me, if there is something which needs clarifying. Otherwise, there’ll be
time for discussion at the end.
If you have any questions you’d like to ask, I’ll be happy to answer them.
If you don’t mind, we’ll leave questions till the end.
There will be time for questions after my presentation.
EFFECTIVE OPENINGS
To make an effective presentation, it is important to get your audience interested
in the first three minutes of your presentation. You need to hook your audience
and cause them to pay attention to you. There are three ways to make an
effective opening:
1. Give your listeners a problem to think about.
2. Give them some amazing facts.
3. Give them a story or some personal experience.
 


	9. A problem
Suppose your  company lost 30% of its customer base over a three-month period
because a competitor introduced a new product with some new exciting features. How
would you respond to this situation?
How many of you have ever had trouble remembering words? Just about
everyone, right? Well, imagine a small machine that can read your mind. When you
think of a Chinese word or phrase, the machine will wirelessly transfer the correct
English word or phrase to your mind. Do you think that’s possible?
Amazing facts
According to a new study, the virus causing the bird flu sweeping Asia actually started in
China over oneyear ago. An ineffective vaccine was given to chickens. Thinking the chickens
were healthy, chicken farmers exported their chickens throughout Asia for a year without
knowing that many of them carried the bird flu virus.
Statistics show that 1 in every 4 Americans have appeared on television and 85% of
couples who lose a child (through an accident or a health problem) get divorced.
A story
You may have heard about the 16-year-old girl from Russia who has the ability to "see"
broken bones or other medical problems inside people’s bodies without the help of any
instrument.
Have you ever been in a situation where you wanted to change some personal habit
or some physical characteristic? I remember when I was 40 years old and still weighed
50 kg and wanted to gain weight. A psychic (fortune-teller) told me to talk to the cells in
my body before every meal and ask them to hold on to my food longer after I ate. I did it
for six months and it turned out that at the end of six months I had gained 6 kg - the
first weight I had gained since high school. (This is a true story.)
Problem technique
Suppose . . . . How would you . . . ?
Have you ever wondered why it is that . . . ? You have? Well, if I could show
you . . . would you be interested?
How many of you have ever . . . ? Do you think that's possible?
 


	10. Amazing facts technique
Did  you know that . . . ?
According to a new study . . . .
Statistics show that . . . .
I read somewhere the other day that . . . .
Story/anecdote technique
You may have heard about . . . .
Have you ever been in a situation where . . . ? I remember when . . . . It turned out that . . .
.
THE MIDDLE/MAIN PART OF THE PRESENTATION (SIGNPOSTING)
Saying what is coming
In this part of my presentation, I’d like to talk about...
So, let me first give you a brief overview...
Indicating the end of a section
This brings me to the end of my first point.
So much for point two.
So, that’s the background on...
That’s all I wanted to say about...
Summarizing a point
Before I move on, I’d like to recap the main points.
Let me briefly summarize the main issues.
I’d like to summarize what I’ve said so far...
Moving to the next point
This leads directly to my next point.
This brings us to the next question.
Let’s now move on to/turn to...
Let’s now take a look at...
Okay, let me now turn to the issue of...
Going back
As I said/mentioned earlier, ...
Let me come back to what I said before...
Let’s go back to what we were discussing earlier.
As I’ve already explained,...
As I pointed out in the first section,...
Can I now go back to the question I posed at the beginning?
Adding ideas
In addition to this, I’d like to say that....
Moreover/Furthermore, there are other interesting facts we should take a look at.
Elaborating a point
I’d like to look at this in a bit more detail.
Can I develop this point a bit further?
Let me elaborate on this point.
Let’s look at this problem in a bit more detail...
 


	11. Explaining terminology
…occupational hazards,  that is to say dangers which apply to certain job. …
occupational hazards, in other words dangers which apply to certain jobs.
What I mean by occupational hazards is dangers which apply to certain jobs
…occupational hazards. To put that another way, dangers which apply to
certain job.
Rhetorical questions
What conclusion can we draw from this?
So, what does this mean?
So, where do we go from here?
Indicators – they prepare the audience for introducing a new point or just provide
pauses before continuing
Okay/Right/Right then/Good/Now/Now then/Well now/Well then...
Interacting with the audience
Is everyone still with me?
Are you all following me so far?
DESCRIBING VISUALS
Introducing a visual
Let’s now look at the next slide which shows...
Now, let’s look at/let’s have a look at/take a look at/I’d like you to look at...
To illustrate this, let’s have a closer look at...
The chart on the following slide shows...
The problem is illustrated in the next bar chart...
As you can see here, ...
Explaining a visual
First, let me quickly explain the graph.
As the graph/table shows/indicates....
I’d like us to focus our attention on the significance of this figure here.
From Table 1 we can see/conclude/show/estimate/calculate/infer that...
The chart compares...
You can see here the development over the past five years.
Highlighting information
 


	12. I’d like to  stress/highlight/emphasize the following points.
I’d also like to draw your attention to the upper half of the chart.
If you look at it more closely, you’ll notice there are several surprising developments.
I’d like to point out one or two interesting details.
I’d like you to think about the significance of this figure here.
I’d like to focus your attention on the underlying trend here.
Whichever the reasons for this/Whichever way you look at it/However you try to
explain it, the underlying trend is obvious.
The interesting/significant/important thing about.... is....
Describing trends
Sales increased/shot up/grew/rose by...
Sales declined/reduced/decreased/dropped/fell by...
Sales increased/decreased
slightly/slowly/gradually/steadily/markedly/dramatically/steeply/sharply/
rapidly/suddenly...
There was a sudden increase/decrease in ...
In 2010, we saw a moderate fall.
This was followed by a gradual decline.
The increase reached a peak/levelled off...
Saying numbers
500 five hundred
1,500 one thousand five hundred
350,421 three hundred and fifty thousand, four hundred and twenty-one
211,050,78
0
two hundred and eleven million, fifty thousand, seven hundred
and eighty
10.6 ten point six
-5ºC five degrees below zero Celsius
½ one-half; a half
2/3 two-thirds
7/8 seven-eighths
km/h kilometres per hour
CONCLUSION
Indicating the end of your presentation
I’m now approaching/nearing the end of my presentation.
Well, this brings me to the end of my presentation/talk.
That covers just about everything I wanted to say about...
As a final point, I’d like to...
Finally, I’d like to highlight one key issue.
That completes my presentation.
Summarizing points
Let me just run over/through the key points again.
To conclude/In conclusion, I’d like to...
In short/In a word/In a nutshell/In brief/To sum up/To summarize, it is generally/widely
accepted/argued/ held/believed that...
First we looked at... and we saw that... . Then we considered... and we argued... .
I’ll briefly summarize the main issues.
Therefore/Thus/On this basis/Given this, it can be concluded/deduced/inferred that...
From the table/figures/data/results/information, it can be seen/concluded/shown/estimated/calculated
that...
Making recommendations
 


	13. We’d suggest...
We therefore  strongly recommend that...
In my opinion, we should...
Based on the figures we have, I’m quite certain that...
Close
Thank you for your attention.
Before I stop/finish, let me just say...
Thank you for listening.
I hope you will have gained an insight into...
Unless anyone has anything else to add, I think that’s it. Thanks for coming.
Inviting questions
Are there any questions?
If you have any questions, I’d be pleased to answer them.
We just have time for a few questions.
And now I’ll be happy to answer any questions you may have.
EFFECTIVE CONCLUSIONS
Using questions
After all, isn’t that why we’re here?
Let me just finish with a question: If we don’t do it, won’t somebody else?
So, do we really want to miss this opportunity to get ahead of our competitors?
Quoting a well-known person
To quote a well-known scientist, ...
As... once said, ...
To put it in the words of..., ...
I’d just like to finish with something former US president Bill Clinton once said: ‘You can put
wings on a pig, but you don’t make it an eagle’.
Referring back to the beginning
Remember what I said at the beginning of my talk today? Well, ...
Let me just go back to the story I told you earlier. Remember, ...
 


	14. Let me go  back to the story I told at the start of my talk. Remember, the sales meeting in
Vienna with the
disappointed Japanese businessmen? So, this just shows you that knowing your entire product
range is the key to
success.
Calling the audience to action
So that’s the plan. Now let’s go and put it into practice!
So now it’s your turn.
Now let’s make a real effort to achieve this goal!
DEALING WITH QUESTIONS
Clarifying questions
I’m afraid I didn’t quite catch that.
I’m sorry; could you repeat your question, please?
I’m sorry, but I missed that. Could you say that again, please?
I’m sorry, but I don’t quite follow/understand/see what you mean. Could you just
explain that some more, please?
So, if I understood you correctly, you would like to know whether...
If I could just rephrase your question. You’d like to know...
Let me just check that I have understood your question. You’re asking...
Checking whether the questioner is satisfied
Does that answer your question?
Is that clear/OK/clearer now?
Can we go on?
Is that the kind of information you were looking for?
Responses to good questions
Good point.
I’m glad you asked that/brought that up.
That’s a very good question.
That’s actually a question I frequently get asked.
That’s interesting.
Admitting you don’t know
Sorry, I don’t know that off the top of my head.
I’m afraid I’m not in a position to answer that question at the moment.
I’m afraid I don’t know the answer to your question, but I’ll try to find out for you.
Interesting question. What do you think?
Sorry, that’s not my field. But I’m sure Peter Bolt form Sales Department could answer your question.
I’m afraid I don’t have that information with me.
Responses to irrelevant questions
Well, I think that goes beyond the scope of my expertise/presentation.
To be honest, I think that raises a different issue.
That’s not really my field.
I’m afraid I don’t see the connection.
Negative responses to questions
Not quite.
Not necessarily.
Not as a rule.
Hopefully not.
I don’t think/believe so.
 


	15. Hedging – not  saying yes or no.
It depends.
On the whole, yes.
Not if we can help it.
To some extent.
Postponing questions
If you don’t mind, I’ll deal with/come back to this point later in my presentation.
Can we get back to this point a bit later?
Would you mind waiting until the question and answer session at the end?
Perhaps we could go over this after the presentation.
I’d prefer to answer your question in the course of my presentation.
Closing discussion time
I think we have time for one more question...
If there are no other questions, I’ll finish there. Thank you very much.
So if there are no further questions, I guess...
 


	16. MISCELLANEOUS
Useful vocabulary regarding  graphs
Explaining positions
on the left is... on the left side here... in the middle... here, at the top... down in this
section... over here is a... the upper/lower section
 


	17. Thank You!
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