
www.casapygmalion.com

Pygmalion



Effective
Presentations



“Language is
the dress of
Thought”
Samuel Johnson

“The way we
talk colours
the way we
think, and the
way we think
shapes the way
we act.”
Charles Handy

It is not
enough to know
what to say,
we must also
say it in the
right way.
Aristotle.



Before we start
We could choose any number of great speeches with a profound effect on history: from Martin Luther King’s ‘I
had a dream’, to JFK’s speech in Berlin. But as an example of how public speaking can tip events here’s the
conclusion of Churchill’s Dunkirk speech:

We shall go on to the end. We shall fight in France. We shall fight on the seas and oceans. We shall
fight with growing confidence and growing strength in the air. We shall defend our Island, whatever
the cost may be. We shall fight on the beaches; we shall fight on the landing grounds; we shall fight in
the fields and in the streets; we shall fight in the hills. We shall never surrender. And even if, which I
do not for a moment believe, this island or a large part of it were subjugated and starving, then our
empire beyond the seas, armed and guarded by the British Fleet, would carry on the struggle, until, in
God's good time, the New World, with all its power and might, steps forth to the rescue and the
liberation of the old.

Within this speech he makes use of all the language strategies available to a public speaker, repetition, rhetorical
questions, dramatic contrasts, and so on and on. Through the power of oratory he turned the worst military defeat
since 1066 into a victory declaration.
Now, I don’t expect you to reproduce the Dunkirk speech by the end of the course but I do expect you to have
improved substantially your performance in making presentations.

Good luck with the course!

What is your message?
Before you even begin to draft your presentation you will need to think about the following aspects. What is the
aim of the presentation? Are you trying to sell, persuade inform …
Your purpose will affect the style and language you use.

• Information delivery. Communication about plans, policies, and procedures.
• Sales. Benefits, features, and reasons to buy.
• Persuasion. Reasons to pursue a particular idea or path.
• Status report. The progress of a project, a task force, or product sales.
• Product demonstration. How something works.
• Business plan or strategy. What to do next. What the goals are.



Planning Worksheet
Subject

Topic:

Requested by:

Objectives

What will be the immediate results if your presentation is a success ?

Main Points

What must the audience understand and remember from your presentation?

1.

2.

3.

4.

Supporting Facts

What facts support your main points?

Message 1

Message 2

Message 3

Message 4



STRUCTURE

Structuring your ideas

Planning and structuring your ideas is a vital part of the presentation process. You

may have the best ideas in the world, the most refined of wits and a truly magnetic

personality, but if your presentation does not have a clear structure and a logical flow

of ideas you are going to lose your audience.

I recommend keeping the number of points to a minimum and asking yourself the
following question before you add anything.

WHY IS MY AUDIENCE HERE?
WHAT ARE THEIR EXPECTATIONS (IF ANY)?
WHAT ARE MY EXPECTATIONS?
IS THIS REALLY RELEVANT?

The Ancient Greeks, who started the whole thing about public speaking used the

following structure:

Introduction



Argument

Refutation

Conclusion

Structuring Your Presentation
I
N
T
R
O
D
U
C
E

Your introduction should explain:
WHO YOU ARE,
WHY YOU ARE THERE AND
WHAT YOU INTEND TO EXPLAIN.

B
O
D
Y

A well shaped body is very important:
Structure your points in the following fashion:

MAIN POINT + SUPPORTING IDEA + EVIDENCE
MAIN POINT + SUPPORTING IDEA + EVIDENCE

Signpost your points carefully.

C
O
N
C
L
U
D
E

Your conclusion needs to include the following:

An introductory signpost.
A brief summary of your main points, central theme and
opinions.
A strong finishing sentence to let people know you’ve
finished.



STATING YOUR PURPOSE

Below you’ll find a number of ways of stating the purpose of your presentation.
Complete them using the words given. Combining the sentences with the number 1
will give you a complete introduction. Then do the same with those numbered

OK, let’s get started. Good morning, everyone. Thanks for coming.
I’m......................... This morning I’m going to be:

Talking taking telling reporting
1. .............................. to you about the videophone project.
2. ...............................you about the collapse of the housing market in the early 90's.
3. .............................. a look at the recent boom in virtual reality software companies.
4. .............................. on the results of the market study we carried out in Austria.

I’d like to start off by ...

Filling making giving bringing
1. ........................................... you in on the background to .....
2. ........................................... you up-to-date on.....
3. ........................................... you an overview on.....
4. ........................................... a few observations about.....

And then I’ll go on to...
highlight put discuss talk make

1. ......................................... what I see as the main issue.



2. ......................................... the situation into some kind of perspective.
3. ......................................... in more depth the implications of.......
4. ......................................... you through......
5. ......................................... detailed recommendations regarding.....

The Body of your Presentation
In the body of your presentation you will be giving the bulk of your information
and ideas. Keep the number of main points you make to a minimum and
always make sure they are relevant to the purpose of your talk.

Use the following pattern:

MAIN POINT + SUPPORTING IDEA + EVIDENCE

You will need to signpost your points with the following expressions
Sign-posting allows you to put your audience in the right direction.

So, let's start with... (objectives)...
Now let's move on to... (the next part)...
Let's turn our attention to... (the question of)..
This leads me to... (my third point)...
Finally... (let's consider)...
To move on to ............
To expand on ..............
To digress ..................
To summarize ..............
Firstly ....... secondly ....... thirdly

Main point Supporting Idea Evidence



And finally, concluding
How many presentations have you attended where the audience wasn't sure if the
speaker had actually finished?

In the summary you will need to summarize the main points you have
made and make any recommendations you feel necessary.

A PRESENTATION SHOULD FINISH ON A STRONG SENTENCE THAT
SIGNALS TO YOUR AUDIENCE THAT YOU HAVE ACTUALLY FINISHED.

Signposts

To sum up .........
In conclusion .........
Finally let's re-cap on the main points.........
That concludes my talk.........
That brings me to the end of my presentation.........
If you have any questions I’d be pleased/I'll do my best to answer them.
Thank you for your attention.

Signpost

Summary



Conclusion

Finishing
sentence

Checking understanding

Is that clear?
Are there any questions?

Referring to visual information

This is shown in the diagram
If you look at this graph you can see
What is interesting in this slide is
I'd like to draw your attention to (this chart...

Referring to common knowledge

As you know...
As I’m sure you’re aware...

Concluding

That concludes my talk.
That brings me to the end of my presentation.
If you have any questions I’d be pleased/I'll do my best to answer them.

Thank you for your attention.

Dealing with questions

That's a good point.
I'm glad you asked that question.
Can I get back to you on that later?
I'm afraid I don't have the information at present.
I'm afraid I'm not the right person to answer that.



LANGUAGE
STRATEGY

STYLE

Now you have the structure of your talk you can start to work on the language strategies you
will use to drive your message home. As we saw in the first example, Winston Churchill's
Dunkirk speech, there are strategies of repetition, emphasis or contrasting, what you might
call rhetorical resorts, which can help us to give our message added effect.

They're not that difficult to master once you recognize that they exist and that you don't have
to be a theatrical genius to turn them to your advantage.



Emphasis

This was successful.
This was very sucCESSful
This was VERY successful

Notice how the effect is changed by a change of emphasis.

Say the following in two different ways:

1. First stressing the adjective.
2. Then stressing the qualifier (particularly, hardly etc).

1. The results were particularly disappointing.
2. The risks are extremely high.
3. The figures are hardly encouraging.
4. The project is almost complete.
5. We all know that this is a really difficult market.

Emphasizing 2

Subject intensifier verb complement
We firmly believe in our product.
We _________ agree with .....
I _________ reject the idea that ....
We __________ recommend you withdraw the product.
I __________ hope we can reach an agreement
They ___________ accept the offer.
She __________ denies having anything to do with it.

Use the following intensifiers: fully; sincerely; readily; completely; categorically; strongly.

Softening

Sometimes you may need to play down or exaggerate the importance of something. A
carefully chosen adjective turns....

A major problem into a minor problem. And....
A total success can become a _____ success
A great improvement can become a _____ improvement



Repetition

Repetition ........ Repetition allows us to drive home the principal idea in sentence.
Sales are up ........ Sales are up because we spent more on advertising.

Now you try it with the following examples:

Figures are disappointing because we expected too much to begin with.
People do not always listen........
The market/flat/still in recession.
Price is everything/market/saturated.
Prices are down/costs/risen.

TRIPLING

Another device that allows you to emphasize the positive or negative nature of something.

What we need is time, effort and money.
We can survive the crisis through .........., .......... and ...........
I can survive this course with .........., .......... and ............
What you need to boost sales is .........., .......... and ............
The ideal project is .........., .......... and ............
To be an entrepreneur you need to be .........., .......... and ............

Before we move on here are three famous examples of tripling:
Can you identify where they come from?
I came, I saw, I conquered.
Tell me and I forget, show me and I remember, involve me and I understand.
Government of the people, by the people, for the people

Machine Gunning

Although three points seems to be the most people can remember at one time you can drive
these home by machine gunning them at them.

It’s easier, more effective, cheaper, more intensive, newer AND better designed than
anything else on the market. WHAT MORE CAN I SAY?

1. The new Ford is faster, sleeker, _____, _____, _____, _____ and better looking.
2. Our service is _____, _____, _____, _____, _____, _____, and
_____ _____.
3. Our conditions are _____, _____, _____, _____, _____, _____, and _____ _____.
4. In terms of performance, we’re more motivated, _____, _____, _____, _____,

_____, than _____ _____.
It’s as simple as that!



Rhetorical questions

A rhetorical question is a question that you ask yourself – out loud – in order to wake your
audience up.
You can then answer your own question using one of the techniques mentioned earlier:
emphasizing, tripling or machine gunning. The rhetorical question is particularly useful as an
introduction or concluding phrase.

How did we achieve these results?
simple.
through planning.
effort.
and efficiency.
Why do we ask Rhetorical Questions?
______
______
______
_________

Dramatic contrasts

Perhaps the most famous dramatic contrast in recent history is the following:
That’s one small step for man and a giant step for mankind.
Who said it?
By the way, who was the second man on the moon?

Complete the following contrasts:

Ten years ago we had a reputation for excellence, today ________________

Though the competition has been struggling recently, we
Simplification

Business Guru, Edward de Bono, argued strongly for the worthy cause of simplification. The
only problem being that he spent 300 pages explaining his point. The simpler the message,
the greater the number of people who will understand it.
As a rule, your grandmother should be able to follow your presentation and understand it.

Look at the following sentences:

Should we be thinking of expansion? No, that would not be a good idea. Why wouldn’t
it? Well, that would be obvious. It’s much too risky.

Expansion? Not a good idea. Why? Obvious. Too risky.

1. So, what about the merger? Do we agree to go ahead with it now? Or do we
decide to wait until the position is clearer? Obviously, for the time being we
should wait.



2. the point is, big companies are out of fashion these days. And it’s the small
companies who are in. To give an example , look at IBM. Once they were at the
top of the computer industry. Now it’s difficult for them.

3. The question is, how are we going to break even? And the answer, I think, is
to focus our attention on efficiency.

4. In 1981 we were making huge losses. This year we’ve become the market
leader, how do you explain that? It’s really very simple we worked very hard
for it.

Now sum up your life in less than two minutes..........

Sound Scripting

Chunking your speech into bite size pieces is very important in a presentation. Practicing this
aspect helps you sound clearer and more fluent. The way to practice this is to write out parts
of your presentation as you would pronounce them. The computer is a great help in this task.
Using the s p a c e b a r, bold print, CAPITAL LETTERS, LARGER LETTERS, it’s
possible to write out your presentation in a very easy to read manner.

Look at the following example of a text from Coca Cola:

The original text looked like this:

The world’s most popular drink is water. You probably knew that already.
After all, it’s a basic requirement of life on earth. But did you know that the
world’s second most popular drink is Coke? And that the human race drinks
six hundred million Cokes a day? Now let’s put that into some kind of
perspective.

After sound scripting it might look something like this:

The world’s most popular DRINK
is WATER.
You probably knew that already.
After all,
it’s a basic requirement of life on EARTH.
But did you KNOW
that the world’s SECOND most popular drink
is COKE?
And that the human race drinks



six hundred million Cokes a DAY?
Now let’s just put that into some kind of PERSPECTIVE.

Now you script the rest of the text:

In fact if all the Coca Cola ever consumed was poured over the Niagara Falls instead of
water it would take nearly two days to run dry. There’s almost nowhere on the planet from
Miami to Malawi, where the word Coke is not instantly recognized. The brand name alone is
worth thirty billion dollars. And that’s what makes Coke a global marketing phenomenon.

BODY
LANGUAGE
AND

QUESTION
TIME



EYE CONTACT

Maintain good eye contact with different people in the audience. Don't just look at one person.

FACIAL EXPRESSION

Use facial expressions (e.g. smiles) to emphasize your feelings.

HANDS

Use your hands to emphasize what you say.

It is safer to keep hands out of pockets - in some cultures this shows disrespect.

Hold a pen or a pointer if you feel more comfortable or have a tendency to cross your arms- but don’t play with it.

MOVEMENT

Don’t stand completely still - a little movement between table and board, or between notes and audience, is more
interesting.

Don’t move around too much, or the audience may watch you instead of listening to you!

POSTURE

Try to keep your posture upright but relaxed.

Look straight ahead, not down at the floor or up at the ceiling.

How to speak effectively

• Make your presentation conversational.
• Do not talk from a script. Talk from your notes only if you have to.
• Avoid the use of jargon or terms that may be unfamiliar to the audience.
• Face your audience and make eye contact. Avoid standing behind a podium, if you can help it.
• Walk around your audience or use movement when you want control, more involvement, or to become

one of the group.
• Watch the audience for nonverbal clues about their response.
• Gesture in a relaxed, natural way and do NOT jingle keys or coins in your pockets.
• Breathe. It helps you relax and reduces filter language such as "um" and "er."

How to use your voice effectively



Research has shown that voice and tone account for one-third of the message that your audience receives. So
working on your voice and how you project it can have a significant positive impact.

• Keep the tone of your voice natural and conversational.
• Speak loud enough for everyone to hear if you do not have a microphone. Check the acoustics when

you rehearse.
• Use a microphone for a large group or a large space, and practice beforehand to find a comfortable

speaking volume.
• Avoid rapid-fire or drawn out speech. Practice with a tape or a colleague to get feedback.
• Be expressive: Don’t speak in a monotone. Raise and lower your voice to make your point.
• Enunciate: Pronounce words clearly.

How to project a positive image

Your confidence in and commitment to your message are reflected by your demeanour and body language. To
optimise your effectiveness, make sure to

• project confidence through your dress and presence.
• make sure your facial expressions convey interest in the audience. If you are too nervous to look at the

entire audience, focus on individuals instead.
• make and maintain eye contact with audience members.

Visual Aids

‘Technology is not communication,’ according to Peter
Drucker.



Using Visuals

Everyone has a preferred learning style, but most people respond better to visuals than to
the spoken word alone.

Use visual aids to help your audience

• maintain attention
• remember facts
• understand ideas, relationships, or physical layouts
• recognize that you are moving on to a new topic.

Visuals always help emphasize a point, but there are several areas where they are particularly
effective.

• To open. Help your audience focus on the purpose of the presentation.
• To present the agenda. List the key elements of what is to come.
• To highlight key points. Use memorable words and phrases or illustrate points with charts

or graphs.
• To review a structured process. Analyse the whole process and relevant key points.
• To close. End with a powerful image of the message you want the audience to carry away.

Choose the media for your visuals

You have many choices for your visuals, including overheads, slides, PC-based slides, flip charts, and
handouts. When selecting from among these media, you need to consider flexibility, cost, and
appropriateness for your presentation.

Media Pros Cons



Overheads

• Flexible
• Easy to create

• Can allow light in the room for
continued eye contact

• Good for both formal and
informal situations

• Can be awkward putting up and
switching between overheads

Slides
• Easy to create

• Good for formal presentations

• Take time to produce

• Require a darkened room and
allow for minimal eye contact

Flip charts

• Flexible
• Easy to create

• Encourage interaction

• Not effective for large groups

• Difficult to transport

Handouts

• Useful for informal, short
presentations

• Provide a place for note-taking
and a takeaway for later

reference

• Can contain supplemental
background information

• Can become the audience’s focal
point

Research has shown that people gain 75% of what they know visually, 13% through hearing, and
12% through smell. In addition, a picture is three times more effective in conveying information than
words alone. Words and pictures together are six times more If you do choose to use handouts, either
alone or in combination with another type of visual, you should distribute them

• before the presentation for people to absorb the content before you speak, or
• after the presentation, as a summary of your key points to review.

Effective visuals

Not all visuals enhance a presentation. To be effective, visuals should

• be simple
• use graphics, icons, and symbols to reinforce or communicate a concept
• use key words, not full sentences
• contain only one concept per slide or overhead
• contain only three to six ideas on each flip chart sheet
• use colour, where possible, but not excessively.



Referring to visual information

This is shown in the diagram
If you look at this graph you can see
What is interesting in this slide is
I'd like to draw your attention to this chart...

As we can see in the diagram/slide/chart

Question Time

It's best to make it clear at the beginning of the
presentation how you are going to deal with
questions and doubts.
Unless you are feeling extremely confident I tend
to feel that it is best to leave the questions till last.
Constant interruptions and explanations break the
flow of your message and tend to confuse
you as much as the audience.

Referring to questions

Feel free to interrupt me if there's anything
you don't understand.



If you don't mind, we'll leave questions till the end.
Handling Questions

Preparing for questions

Some people feel that if there are no questions, the presentation is a success. However, if your
listeners are engaged and are working with you, they most likely will have questions for you. Be
prepared to answer their questions.

• Anticipate questions by focusing on your listeners’ concerns and how your presentation
might strike them.

• Go through your talk with someone else and ask for his or her questions.
• Let your audience know when you will take questions and why.

When should I answer questions?

Taking questions at the end of your presentation allows you to complete your talk and be sure the
audience has the whole picture. This is the typical approach.

• Be sure to make the transition to Q&A clear.
• If the audience is large or the presentation is being taped, repeat the question for the

audience to hear.
• Maintain control of the Q&A session by rephrasing the question and giving the answer to the

whole group, not only to the questioner.

Taking questions during the presentation keeps people engaged and gives you feedback about how
well they understand your message. However, this approach may cause you to lose control of your
talk.

• If you choose this approach, you can either take questions as they come up, or you can
structure interim question breaks into your presentation.

Taking questions at specific points during the presentation provides you the best of both options.
Such times might include when you want people’s reactions or when you want their ideas. What if
I don’t know the answer to a question?

Tips for Organizing a Presentation



Tips for Creating Visuals

Tips for Handling Questions

And a final, sobering, quote from Aristotle
“The honest rhetorician has no separate name to distinguish him from

the dishonest”
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