11 Steps to
Presentation Success

A standout presentation isn't just
about delivering information. It's O
about connecting with your audience
- to leave a lasting impression.

Grab this cheat-sheet to keep your
audience hooked from start to finish.

@ Define your objective

Know your key takeaway. Before you start, ask yourself:
‘What's the one thing | want my audience to remember?”
Ensure every slide and point reinforces this core message.

@ Start with impact

Hook your audience from the first moment. Begin with
a bold statistic, a thought-provoking question or a short
anecdote that grabs attention. Your opening is your
opportunity to set the stage for what's to come.

@ Use slides wisely

Your slides should enhance, not replace, your spoken words.
Keep text minimal and use visuals to support your points.
Practise speaking without reading word-for-word.

@ Stay relevant

Tailor your content to your audience’s needs. Understand
their pain points and expectations to ensure your message
resonates. Ask yourself: ‘Is this relevant to them?’

If not, rethink and refine it.

@ Keep it concise

Less is more. Stick to 3 to b key points. Use simple visuals,
examples and stories to reinforce your messages. Provide
handouts or follow-up resources for extra details.

@ Manage your time effectively

Plan how much time to spend on each section and rehearse
accordingly. Have a backup plan should you need to adapt
and shorten your talk - without losing impact.

@ Engage your audience

Encourage active participation by asking questions, using
polls or requesting a show of hands. Make your audience
feel involved rather than like passive listeners.

@ Use confident body language

Stand tall, use open gestures and make regular eye contact.
Your movements should be deliberate and emphasise your
message. Avoid pacing or fidgeting.

@ Vary your tone

Keep your delivery engaging by adjusting your pitch,
volume and speed. Emphasise core themes with vocal
variety and practise out loud to refine your style.

@ Rehearse, rehearse, rehearse

Practise multiple times, ideally in front of a trusted
colleague or friend. The more comfortable you are with
your content, the more natural and confident you'll be.

@ End strongly

Summarise your key points and reinforce your main
message with a memorable conclusion. Leave your
audience with a powerful final thought or call to action.

Communication works for those
who work at it.

Turn your team into powerful communicators at
communicationskills.academy
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