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Whether you're nervous or confident, preparation is essential for making effective 
presentations. 

Planning your talk 
The biggest thing to remember is that it's not about you : it's about your audience. What can 
you give to them? What do they need to know? What do they already know? 

Structure 

You then need to structure your content. When an audience hears something for the first 
time it is not always easy to retain, so repetition is important. 
It is a good idea to tell the audience at the beginning of the presentation what the structure 
is. Say what you are going to present and go through each point step-by-step, and then, at 
the end of the presentation, repeat the points again . Three is a really powerful number in 
presentations or communications, so try and pick three main points. Keep it very simple, 
and don't try to cram in too many points. 
A good, clear narrative helps retain the interest of an audience. If you are sitting passively 
listening it is easy for your attention to wander, so help your audience keep tuned in. 
Use your own structure and vocabulary. It's better to be authentic as then you are more 
likely to believe in what you are saying- enthusiasm is more important than confidence. 

Notes or no notes? 

You can write the presentation out longhand and then edit it, or you can write down bullet 
points. Some people who are experienced speakers may speak without notes but this is a 
difficult thing to do and don't feel any pressure to do this . A good method is to put bullet 
points on cue cards, this means that you will be able to speak more fluently, without the fear 
of forgetting your points. 
If you're using cue cards, you can also write messages to yourself, for example when to 
switch a slide. You can use a Powerpoint presentation as a visual cue, but avoid reading 
from the slides as that breaks the connection with the audience. 
Whatever method you choose, avoid using a script. Nearly everyone sounds more 
monotone and wooden when reading from a script, you can only make limited eye-contact 
with the audience and it is easy to lose your place in a sea of words. 

Powerpoint 

You can speak with or without slides. Slides can be a useful tool as they provide visual 
information, which can keep the audiences attention and make your talk more compelling. 
Microsoft Powerpoint is the most popular software for presentations, though there is also 
Keynote on the Mac and online tool Prezi, which creates more dynamic presentations. 
Though be careful of having a presentation that is too busy or fussy. The audience still 



ual 
university 

• of the arts 
• london 

careers and 
employability 

wants to hear what you have to say rather than watching a flashy presentation. If you are 
using an online presentation or video, then try and have downloaded versions as you can't 
rely on internet connections. 
If you do use slides, then avoid putting a lot of text on them. Some presenters just use 
images to compliment what they're saying. You can use text, but just stick to very short, 
simple bullet points as it is hard to listen and read at the same time. 
The same goes for handouts. By all means use them, but be careful when you circulate 
them as the audiences' attention again will be diverted away from your talk. 

Practice 
Once you've got your presentation prepared, now comes the practice. The words will flow 
far more easily during your presentation if you've said them a few times already. This 
seems like basic advice, but it really makes the difference, and is the single most useful 
piece of advice you could follow. 

Practice out loud 

Read your presentation out loud in full a few times, talking along to any slides if you have 
them. Each time make any edits where it doesn't seem to flow as well. It's worth setting a 
timer and then editing it, as most people tend to speak for longer than they expect. Practice 
in front of a friend and ask them for feedback and then use this feedback to improve your 
presentation. 

Video yourself 

You can also video yourself, using your mobile phone or any other device, as that will show 
you how you look and sound, and how strong the content is. You can then make 
adjustments based on this . 

Presentation 

Managing nerves 

Seventy percent of students in a recent University of the Arts London (UAL) survey said 
that they felt either 'a bit' or 'very nervous' when speaking in public (out of 160 responses). 
So feeling nervous is a very 'average' response. You are not alone! 
In the same survey, one of the biggest worries was a fear of being judged -on your 
intelligence, knowledge, creative work, how you sound, your confidence, your language etc. 
Everyone is in the same boat and, sometimes, you'll even find that staff or clients feel much 
the same. 
A big fear is your mind going blank, but this is far less likely to happen if you have prepared 
and practiced and if you have cue cards with bullet points on them. 
Another worry is of the audience seeming bored or yawning. Just think that they had a late 
night or think about how you might look if you are sat in one place without moving around. 
Most of the time, it's nothing to do with you or your talk. 
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It can be useful to have some friends in the audience who you have asked to smile at you 
and look friendly. If you try to look at their faces from time to time and see them smile, this 
will relax you. 
Remember: the people in the audience are human and want to hear what you're saying. 
The biggest thing you can do to counter nerves is to prepare and practice, and you are 
likely to feel more confident when you are speaking. 

Body language 

How you stand when presenting is definitely something to consider. Smile when you begin 
your presentation, even if you're feeling nervous, as you will seem more confident. It's hard 
to know what to do with your hands and it can make you look nervous if you fiddle with your 
hair etc. Try to put your elbows close to your waist and keep your hands at stomach level. If 
you put your hands up too high you look over-animated, and if they are too low you look 
tired and uninspired. Having said this, don't get too focused on not putting your hands in 
your pockets or standing up straight as the important thing is to try and stand in a way that 
you feel comfortable. 

Eye contact 

Making eye contact is a challenge in a room full of people. But it does give the impression 
that you're connecting with the audience. A good trick is to pick three spots to the left, 
middle and right and at the back. If it's hard to look at people directly in the eyes, you can 
look at the centre of their forehead or their noses so you don't get put off if they stare 
blankly back at you. 

Speaking slowly 

People tend to speak more quickly than they realise, perhaps because they are desperate 
to get it over with! But the audience needs to hear your content so slow it down. Breathe at 
the end of sentences, rather than running one into the next. You can also write the words 
'slow down' at the top of each card if you think you're racing through your content. 

Making mistakes 

It's OK to make mistakes! Oddly, sometimes the audience warms to you more if you make 
a mistake because it shows you are human. But the most important thing is not to panic or 
to dwell on the mistake, you can acknowledge the mistake if you like but then move on. 

Technical problems 

Technical problems will happen. If you're using microphones, Powerpoint slides, 
computers, something may well not run completely smoothly. Again, the most important 
thing is not to panic; the audience are on your side. Just take a deep breath, acknowledge 
the problem and then try to solve it, or see if there is a technical person who can help. If you 
appear to be taking it in your stride, the audience relaxes. Don't repeatedly apologise or say 
there is a problem, as it will make the audience uncomfortable. 
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It's a good idea to prepare for questions in advance. What questions would you ask 
yourself? What answers would you give? What's the worst thing you could be asked? Think 
about answers to these in advance. But if you get a question that you find hard to answer, 
don't panic- smile. You can ask them to repeat or rephrase the question . If you don't know 
the answer, it is fine to say that you don't know but you will find out. 
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