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2A Giving a presentation 

Any presentation, whether it’s a formal training session or an informal talk in 
front of a small team, must be well structured and appropriate for its audience.

A successful presentation leaves an audience with a clear understanding of its content 
and a positive impression of the speaker – but being an expert in your field does not 
make you an expert presenter. To get your message across, you need to be a good 
communicator as well.

Effective presenters choose appropriate material and adapt both their content and their 
approach to the needs of their audience. Like most communication skills, presentation 
skills can be learned and then developed through practice.

Types of presentations
Your audience determines the type of presentation that is appropriate.

Presentations can take many forms. Sometimes you need to present information to 
others within your organisation – for example, at an informal team meeting or in-house 
training session. At other times you may need to address an external audience in a 
more formal setting, such as a professional conference. Different forums often require a 
different approach.

External forums
An external forum is one in which you address an audience of people from outside of 
your organisation, such as customers, representatives of other companies, community 
members or conference participants.

There are many kinds of external forums, including formal presentations, workshops and 
panel discussions.

Formal presentations

 └ A formal presentation requires research, preparation and the ability to present material 
confidently. Formal presentations are usually scripted, planned and have a clear 
structure. They are suitable for providing information to groups – at meetings, for 
example, or at lectures, conferences, seminars, open days or information sessions. 
The use of visual aids such as images, tables and charts help to enhance information 
and engage the audience. There may be handouts provided to the audience and the 
presenter may use a set of notes to refer to during the presentation. Many presenters 
allow time for questions at the end of the presentation.
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Workshops

 └ A workshop is an interactive presentation that usually combines some formal 
delivery of content with audience participation through questions and guided 
activities. Workshops are suitable for audiences whose members have similar levels 
of knowledge about a topic. They provide an opportunity to learn by ‘doing’, rather 
than simply listening.

Panel discussions

 └ A panel discussion is a group presentation at which several professionals discuss 
a specific topic and respond to questions from a host or from the audience. 
Panel discussions work well at conferences, allowing representatives of different 
organisations to present current research findings or share their experiences and 
opinions with each other and with the audience.

Internal forums
An internal forum is one in which you address an audience of people who are part of 
your organisation, such as management, staff members, support workers or volunteers. 
Even when you present to an audience you are familiar with, such as team members, you 
are representing the organisation, so you must be professional and well prepared. It is 
essential that you understand the audience and their needs and present the information 
appropriately.

There are many types of internal presentations. For example, you might:

• Explain the organisation’s communication policy at a team meeting
• Hold an in-house workshop to train staff in the use of new software
• Demonstrate a work instruction for a procedure for evacuation during a fire
• Outline your organisation’s standards and expectations at an induction session 

for trainees
• Present a formal proposal to senior management for approval

Planning your presentation
Before drafting your presentation, it helps to draw up a plan. Important questions 
include: 

• What is my central message?
• What are the main points I need to cover?
• How much time do I have?
• How will I capture my audience’s attention?
• How will I begin and end the presentation?
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Cultural 
protocols

Greetings, introductions and the order in which people speak may be 
dictated by protocol, and your audience will expect you to follow the usual 
custom. It is useful to know certain details in advance, including:
• The full name of anyone you will be introducing or interacting with, and 

how to pronounce it correctly, as well as their current title
• The appropriate way to welcome others to the stage (with a handshake 

or an embrace, for example)
• Whether the audience are welcome to ask questions during or after the 

presentation

Audience 
needs

Before making your presentation, consider any needs your particular 
audience has and how you can address them. For example, this might 
mean:
• Preparing handouts in large print or languages other than English
• Checking that a facility has an audio induction loop system, or working 

with a signing interpreter
• Checking the location has suitable facilities such as access to the room 

and no stairs. 
• Simplifying complex ideas, and matching visuals and spoken content 

closely to accommodate people with cognitive impairment

Preparing visual aids
Well-prepared visual aids can improve an audience’s understanding of your 
presentation’s content.

Many speakers incorporate visual elements into their verbal presentations to draw the 
audience in and keep them engaged. An image can often communicate an idea more 
powerfully than text, and complex information, particularly numerical data, is often best 
conveyed visually.

Programs such as Microsoft PowerPoint and Prezi allow you to create ‘slide shows’ that 
incorporate images – such as illustrations, photographs, diagrams and charts – as well 
movement and sound. You’ve probably seen many presentations created using these 
programs, so you should have a good sense already of what works and what doesn’t. Have 
you ever heard a presenter apologise to their audience, saying that they know a slide is 
hard to read? The solution is simple: if you know a slide is hard to read, don’t include it in 
your presentation!

It can be reassuring to have a slide show to refer to, which is one reason that they’re so 
popular, but you should limit the information you include on each slide, including only 
key phrases and essential points. Your slides should be a prompt, reminding you of what 
you want to say, not a script that you read out word for word.
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Question 2

Experienced presenters say giving a presentation is like telling a story – you need a beginning, 
a middle and an end. Why is it important to structure your presentation?

Question 3

Which of the following statements relate to meeting the needs of everyone in the audience?  
Tick all that apply.

Practice pronouncing the names of people you need to introduce. 

Researching relevant cultural protocols you need to be aware of. 

Printing all hard copy documents one sided and in large font.

Using as many visual images as written words in the presentation.

Checking the suitability of a venue such as access to rooms and facilities.

Question 4

Develop a list of do’s and don’ts for preparing and delivering a presentation using visual aids. 
Include five of each.
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2. What could you do as you prepare your presentation to identify and respond to your  
co-workers’ needs?

3. What communication methods could you use to find out the presentation requirements of the 
audience?
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