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Introduction
Presentation skills are the skills you need in delivering effective and engaging presentations to a variety of audiences. These skills cover a variety of areas such as the structure of your presentation, the design of your slides, the tone of your voice and the body language you convey. Well-developed presentation skills enable you to communicate clearly, precisely and effectively.
Group presentations, lectures by teachers and professors, seminars, webinars or online presentations, e-learning, e-conferences, etc., are all different types of presentations that we come across in our daily lives.

Presentations can be identified in Three categories:
1. Informative: The aim of an informative presentation is to give detailed information about a product, concept, or idea to a specific kind of audience. They are often analytical or require a rational analysis of the data presented. Training sessions or one-day workshops are good examples where this kind of presentation is used.
2. Persuasive: Persuasion is the art of motivating or convincing someone to act or make a change in their actions or thoughts. Eg; election campaigns, controversial topics, involve persuasive presentations. 
3. Demonstrative: This involves demonstrating a process or the functioning of a product in a step-by-step fashion. For eg; making a product model is an example of a demonstrative presentation. Instructional presentation is also involved in Demonstrative presentations.

Structuring your Presentation
Whether your audience has understood your presentation will depend on how well you have structured your presentation. Structure is important because a well-organized presentation will create an impression about the subject you are talking. In this way, you can gain the trust of the audience. A good structure provides a logical flow, which helps audience to follow your presentation.
You need to think about how to build your presentation by dividing the material into sections, each one dealing with one important point. Structure your ideas so that you move seamlessly from one point to another. The structure of your presentation will depend on the topic that you are dealing with, but in general there should include: • An introduction, outlining the aim of your presentation and the areas your talk will focus on • The main body, containing the substance of your talk and developing the ideas outlined in the introduction • A conclusion, drawing together the main points and containing the ‘take home message’ for the audience
Visual Aids – Power Point slides, Flip charts, handouts.
Visuals plays an important role while structuring your presentation. Visuals like charts, graphs, pictorial images, diagrams, can help audience more than words. Visual aids are complimentary to the presentation. If visual aids are used effectively, they will enhance a presentation by adding impact and strengthening audience involvement. But too much of anything can spoil the task of presenting.
Tips for PowerPoint presentations: 
1. Avoid clutter slides at all costs 
2. Select a clear font such as Arial, Times Roman, Calibri or Helvetica. 
4. A dark background (deep blue or black) and light-coloured text (white or yellow) for contrast will make your words stand out (Use of colour that detracts from the main content of the slide, or that makes reading the text difficult.) 
5. Use a font size of 20 or over: use a 36 point for titles and a 28 point for body text 
6. Spelling and /or grammar mistakes 
7. Use pictures and icons and beware of the special effects, e.g., spinning words or sound effects. Use of animations must be made wisely. Anything fancy or flashy must be avoided.
8. Keep the presentation consistent, e.g., background and style. Do not suddenly switch fonts half way through. You may not notice but your audience will 
9. Less than 30 words per slide, 5–6 words for headings a maximum of five bullet points per slide 
10. Keep the number of slides down to one per minute or even one per 40 seconds. Follow the rule of 10-20-30 which means Total slides need to be 10, not more than 20 minutes & font size not over sizing 30



How to make a presentation effective?
1. Maintain eye contact while presenting: This helps the audience to connect with you during the presentation. It is important to make the audience personally addressed. 
2. Use of gestures and facial expressions: To emphasize the content of your presentation, it is advisable to use appropriate gestures and body language to get your message across. Avoid crossed arms, hands behind your back, or in your pockets during a presentation. 
Always stand up straight, and try not to appear tense or stressed.
3. Avoid distractions: Do not be tempted to handle the objects like a pen, laser pointer too many times. Instead, use hands for appropriate gestures.
4. Be prepared: If you prepare well before the presentation, you will feel more relaxed and confident while presenting and it will also improve your body language. Practice is the key to an effective presentation.
5. Be confident: By appearing self-confident, you convey to the listener that you are confident in your topic and have prepared yourself sufficiently. Try to relax and not appear too stressed or nervous.
6. Effective beginning/end: Good presentation skills can help you in captivating your audience straight away. In order to do that, you should start your presentation with a plan to engage the audience. For eg; use a quote, or a video or put a question to the audience.
How you end the presentation is as important as how you start it. A weak ending will leave the audience uninspired. But a good ending will motivate them and help them walk away on a positive note. for example, end the presentation with a memorable quote, or a personal story, and don't forget to thank and acknowledge the audience. 
7. Avoid filler words: In order to make your presentation flow as smoothly and confidently as possible, you should avoid using filler words such as "um," "so," and so on. For your listeners, these words convey insecurity and inadequate preparation.
8. Use effective pauses: Effective use of speech pauses is a master technique. It is one of the most versatile tools in a presenter's toolbox. A pause, if used correctly, can add a great deal to your presentation or speech. Pause before, during, or after saying something that you would like to emphasize. Pausing between two different parts of your presentation can indicate to the audience that something new is coming. 
9. Engage with the audience: Always try to keep the attention of your audience and keep them engaged during a presentation. To do this, it is advisable to regularly involve the audience. One way to do this is to ask questions.
What Is Body Language?
Body language is the way your body communicates without the use of words. It combines hand gestures, posture, facial expressions, and movements that tell others what’s going on inside your head. Body language can happen consciously and unconsciously.
What is the importance of Body Language for an effective Presentation?
Your body language can help you engage your audience and be confident and relaxed during your presentation. When you make eye contact, maintain a confident posture and eye contact, your presentation will be more dynamic, and you'll be able to connect with your audience. The way you use your body can demonstrate confidence, nervousness, anger, frustration, or excitement. 
Guidelines - Body language for effective presentation.
1. Make Eye Contact: Avoiding eye contact takes away from your authenticity and it prevents the audience from engaging with you. In any presentation, it is important to make eye contact with your audience. Good eye contact helps you assess how your audience is perceiving your message and it also makes you look far more credible and trustworthy. 
2. Pay Attention to Your Facial Expressions: Your facial expressions can convey a variety of emotions and can demonstrate your passion for the subject. Don’t be afraid to smile and use your facial expressions to build a trusting relationship with your audience. 
3. Hand Gestures: Your hands should be used to emphasize your points, to express emotion, or to engage your audience. Avoid nervous gestures such as fidgeting with your pockets, hair, or papers, as this is quite distracting to an audience.
4. Use the Space Effectively: When you are presenting in front of an audience, don’t be afraid to use the space. Standing in one place behind a podium can get quite boring for an audience. Speakers who walk around and utilize their space are far more engaging.
5. Stand Up Straight: Your posture says a lot about your confidence. Good posture gives the impression of authority and confidence, so be sure and stand up straight and tall. Avoid slouching your shoulders and leaning on a podium, and stand with a straight open body with your arms relaxed by your side.


Practical execution…

Skills you can learn lifelong
· Explore & Practice making your own PPT slides. 
· Practice delivering a presentation without PPT



