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Module One: Getting Started 

Welcome to the Presentation Skills workshop. This program can 

benefit anyone who presents; a trainer, a meeting facilitator, 

speaker, or seminar discussion leader. No matter which role 

you are assuming, this workshop will help you become more 

efficient and proficient with the skills of providing information 

to others. 

 

 

Workshop Objectives 

Research has consistently demonstrated that when clear goals are associated 

with learning, the learning occurs more easily and rapidly. With that in mind, 

let’s review our goals for today. 

By the end of this workshop, you should be able to: 

• Perform a needs analysis and prepare an outline 

• Select presentation delivery methods 

• Practice verbal and non-verbal communication skills 

• Overcoming nervousness 

• Develop and use flip charts with color 

• Create targeted PowerPoint presentations 

• Utilize white boarding for reinforcement 

• Describe how video and audio enhance a presentation and list criteria for determining what 

types to use 

• Enrich the learning experience with humor, questions, and discussion. 

Coming together is a beginning; keeping 

together is progress; working together is 

success. 

John D. Rockefeller 
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Pre-Assignment  

The purpose of the Pre-Assignment is to get participants thinking about their 

current set of Presentation Skills 

List five qualities that you feel are needed to give a good presentation? 

1. ____________________________________________________________ 

2. ______________________________________________________________________________ 

3. ______________________________________________________________________________ 

4. ______________________________________________________________________________ 

5. ______________________________________________________________________________ 
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Pre-Test 

1. Which question would not be answered by the results of a needs analysis? 

a) What module titles are needed for a memorable opening? 

b) What is the audience with the problem or need for change? 

c) What tasks and subtasks does an expert perform to complete a work process? 

d) What gaps exist between experts, average, and poor performers of a work process? 

2. In the simple method of a needs analysis, which action is part of the process? 

a) Answering questions 

b) Supervising the process 

c) Delegating tasks and subtasks 

d) Both A & B 

3. What is the definition of a case study? 

a) An educational talk to an audience, especially to students in a university or college 

b) The action or process of talking about something, typically in order to reach a decision or to 

exchange ideas 

c) The presentation of detailed information about a particular situation, often problem solving  

d) Work done by a group in collaboration 

4. Which are case studies suited for? 

a) Large groups 

b) Small groups 

c) Groups of twenty or more 

d) All of the above 

5. What type of question is helpful in a presentation? 

a) Open questions 

b) Clarifying questions 

c) Closed questions 

d) All of the above 

6. Which are not leading words in an open question? 

a) How many 

b) When 

c) How 

d) What 
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7. What is the challenge with gestures? 

a) To make gestures support our written words 

b) To make gestures decrease the anxiety of public speaking 

c) To make gestures support the speaking, reinforcing ideas 

d) To make gestures the same as our body language 

8. What is not a basic rule for using gestures? 

a) Hold your forearms parallel to the waist, with your elbows about 3 inches from the side 

b) Make your hands part of your forearm, opening them, with your fingers slightly curved  

c) Use both hands to convey power 

d) Make most gestures below the waist  

9. Which of these is a step of receptive visualization? 

a) You might ask, “Why can’t I relax?”, and the answer may flow into your consciousness 

b) Visualize again a scene in detail, but this time leave out important elements  

c) Imagine a goal you want to reach, or a healing you wish to accelerate 

d) Scan your body, seeking tension in specific muscles. Relax those muscles as much as you can 

10. Which of these is a step of guided visualization? 

a) Wait for your subconscious to supply missing pieces to your puzzle. Your scene could be 

something pleasant from the past  

b) Use affirmations. Repeat short, positive statements that affirm your ability to relax now 

c) Relax, clear your mind, sketch a vague scene, ask a question, and wait for a response 

d) Imagine a goal you want to reach, or a healing you wish to accelerate 

11. What is a good reason to pre-write your flip chart content? 

a) Confidence 

b) Appearance 

c) Time 

d) All of the above 

12. What is not a tip for pre-writing flip chart content? 

a) Always print. Never use handwriting 

b) Consider using a straight edge to stem tendency to write “downhill” 

c) Use effects, transitions animation, and sound very sparingly 

d) If you are using charts in a sequence, number them 
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13. Optionally, what may you wish to add to your toolkit when giving a PowerPoint presentation? 

a) Storage media such as a USB memory stick or CD-R disc 

b) An extension cord 

c) A laser pointer for emphasis during the discussion of a PowerPoint slide 

d) All of the above 

14. Which of these is a good suggestion regarding the overall appearance of your PowerPoint 

presentation? 

a) Limit each line of text to no more than 3-4 words 

b) Use effects, transitions animation, and sound very sparingly 

c) Allow only 11-12 lines of text per slide 

d) Display only three major concepts on each slide 

15. What looks like a traditional whiteboard, but is a unique combination of hardware and 

software? 

a) An electronic whiteboard 

b) A PowerPoint presentation 

c) A flipchart 

d) A chalkboard 

16. What is not a use of an electronic whiteboard? 

a) Operating any software that is loaded onto the connected PC, including web browsers and 

proprietary software 

b) Using software to electronically capture text or marks written on the whiteboard. 

c) Controlling the PC 

d) Translating text into cursive writing  

 

17. Which is not a good tip for collecting and using humor? 

a) Tell jokes that have a deeper, more serious meaning 

b) Jot down jokes as you hear them in everyday life 

c) Match your humor to the demographics of the audience 

d) Don’t be afraid to poke fun at yourself 

18. If a joke or delivering humor with words isn't within your comfort level, what is a good option? 

a) Practice telling jokes regularly in time for the presentation 

b) Doing something wildly unexpected to shock the audience 

c) Sharing a lighthearted cartoon  

d) Learning a complex magic trick 
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19. What can be used as a standalone option, as part of the video, or even created by the 

participants? 

a) Audio 

b) Website 

c) PowerPoint presentation 

d) Flipchart 

20. What is an example of some type of player that can help you use audio and video in your 

presentation? 

a) USB memory stick 

b) Word processor 

c) Microsoft Excel 

d) Flipchart 
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Action Plan Form 

MODULE GOAL SPECIFIC? MEASURABLE? ACHIEVABLE? RELEVANT? TIMED? NEXT STEPS 

ONE        

TWO        

THREE        

FOUR        

FIVE        

SIX        

SEVEN        

EIGHT        

NINE        

TEN        

ELEVEN        

TWELVE        



Page 12 

Evaluation Form 

Workshop Title: 

_____________________ Date: _____________________ 

Workshop Instructor: 

_____________________ 

   

Please rate the following items on a scale of one to ten, with one being abysmal, five being acceptable, 

and ten being perfect. 

WORKSHOP ROOM 1 2 3 4 5 6 7 8 9 10 

Comments: 

WORKSHOP FACILITIES 1 2 3 4 5 6 7 8 9 10 

Comments: 

INSTRUCTOR KNOWLEDGE 1 2 3 4 5 6 7 8 9 10 

Comments:  

INTERACTIVITY OF 

WORKSHOP 

1 2 3 4 5 6 7 8 9 10 

Comments: 

 

Would you recommend this course to others? Why or why not? 

 

Other thoughts you would like to share? 
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Module Two: Creating the Program  

We will look at the steps to follow when creating a plan to 

improve your Presentation Skills. The first thing to look at is how 

to perform a needs analysis. This will help you to understand 

your audience and provide you with the answers to a few basic 

questions. A basic outline and some minor research would then 

be utilized to help create the basic program that will assist you in 

developing greater Presentation Skills. 

 

Performing a Needs Analysis 

A needs analysis is performed when there is a lack of knowledge, skills or attitude that is negatively 

affecting a group of employees, customers, etc. It is the process of identifying and evaluating training 

that should be done to improve a current situation. Challenges are defined and opportunities noted; a 

needs analysis will help the trainer set goals and priorities and decide which method 

to use to deliver the message. The information gathered will become the basis of a 

well delivered presentation.  

The results of the research will help to answer the following questions: 

• What knowledge, skill or attitude is in need of change? 

• How will the required data be collected?  

• What gaps exist between expert, average, and poor performers? 

• How will the needs analysis be translated into objectives to promote a positive learning 

outcome? 

 

 

 

 

It takes three weeks to prepare a good 

impromptu speech. 

Mark Twain 
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Example: Although the call center reps are empowered to assist customers, several are not solving 

callers’ product problems. Instead, they are passing them on to the Escalation Desk, creating a 

bottleneck, and unhappy customers. The needs analysis identified a task called “Resolve customer 

complaints”. Some of its subtasks are: 

• Answer call 

• Listen to customer’s problem 

• Express empathy for the trouble 

• Open a new support ticket 

• Resolve complaint per the list of allowable resolutions 

• Document resolution in the call notes 

• Close support ticket. 
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Writing the Basic Outline  

To develop the outline of the needs analysis, group the tasks that fit together 

logically, and create headings that reflect the goal of the subtasks.  

• Handling a Call 

o Answer call 

o Listen to customer’s problem 

o Express empathy for the trouble 

o Open a new support ticket 

o Resolve the complaint per the list of allowable resolutions 

• Documenting Call Resolution 

o Document the resolution in the call notes 

o Close support ticket 

Add headings for an introduction and workshop objectives at the beginning, and a wrap-up and 

evaluation at the end, and your basic outline is complete. 
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Structuring the Information 

A great presentation will be crafted in a simple and logical format that allows your 

audience to keep pace with you and retain key points of your message. Having a 

natural flow to your presentation will help you remain calm, stay on topic and avoid 

awkward silence. Keep in mind that the aim of your presentation is to educate and 

inspire. 

When structuring the flow of your presentation, keep in mind the 3 A’s: Audience, Aim, Afterwards 

• What do you know about your audience? 

o Your audience should determine the content and approach of your presentation 

o Find out what they know; use their words and terms 

▪ A group of youth interested in entrepreneurship won’t experience the same 

presentation as a group of senior entrepreneurs  

• Ask yourself this question: “What is the aim of my presentation? What do I want the audience 

to do after my presentation?” 

o Referring to this question as you build your presentation will help you stay on track and 

focused 

▪ What will they learn? 

• What happens afterwards? What outcomes should be expected? 

o What changes in the workplace should occur? 

▪ Who will implement these changes? 

 

Researching, Writing, and Editing  

Compiling data to create a compelling presentation will require some planning. 

Researching: The needs analysis has likely produced much of the supporting content 

required to build the program. However, if information gaps exist, return to your 

subject matter experts and ask them questions. 

• What are the department needs? 

• What are some problems your department is experiencing? 

• How long has this been a problem? 

• What would indicate to you that the problem has been solved? 

Writing: Brainstorming will allow you to organize the information you’ve gathered into a template so 

your material is consistent from the beginning. Break each module into reasonably spaced segments 

based on the total time available for the presentation. When writing, aim for brevity. The more you say, 

the less the audience remembers.  

Make sure to validate your finalized content before you move on to editing. 
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Editing: As you edit, write for the ear, not for the eyes. If possible, limit the outline to 5 main ideas. 

Make sure sentences are twenty words or less and only convey one thought. Use simple, familiar words. 

Make sure that you have provided the definitions of any terms important to the learning experience. Try 

to be creative with your module titles to capture the audience’s attention. 

 

Presentation - Basic Outline  

Much like a well written essay, a well-prepared presentation will flow from one idea to 

the next. Once you’ve completed the template and established which direction to take 

your presentation in, you can use the following outline to ensure an engaging, and 

concise presentation: 

• Greeting:  Introduce yourself, or have someone else do it. State who you are 

and your relevant background 

 

• Introduction: Explain the subject matter and the purpose of the presentation: 

o Issues and challenges being explored 

o Statement of goals and outcomes 

o Length of session 

o Direct audience when to ask questions (freely or at designated times) 

o Provide a presentation agenda or other materials 

 

• Main Body: Here is where you deliver on your promise to cover issues and challenges that need 

to be addressed  

o Break information into segments 

o Provide evidence for your argument 

o Link each segment so that flow is consistent and understandable 

 

• Conclusion: This is your chance to reinforce the message and clarify the overall purpose of the 

presentation 

o Signal the audience that your presentation is nearly over 

o Offer a brief recap of what was covered 

o Ask for questions from the audience 

o Thank them for their time 
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Practical Illustration 

Ben sat down with Audrey in his office. “So, you told me there were significant problems 

with new medical records system.”  

Audrey sighed. “Yes. Despite the use of online tutorials, the staff still finds the system 

difficult to use.”  

Ben said, “First, I think we need to do a needs analysis, to make sure that this training will 

be as effective as possible.” 

Ben took Audrey through a list of questions regarding the audience’s problem that needed to be solved; 

the tasks and subtasks an expert would need to complete, the gaps between different workers, and then 

translated the needs into objectives to ensure a strong learning outcome. The training was a success and 

the office was ready in time for the roll-out of the new system. 
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Module Two: Review Questions 

1. What purpose does a needs analysis serve? 

a) Validates your finalized content before you move on to editing 

b) Helps you to understand your audience and provides you with the answers to a few basic 

questions  

c) Resolves the gaps that are found in experts, average, and poor performers 

d) Designates where to add headings for an introduction and completes workshop objectives 

2. What does a needs analysis measure? 

a) The cost and benefits of a project 

b) Only the poor performers in a work process 

c) What skills employees have and what they need 

d) What will need to be researched, written, and edited 

3. Which question would not be answered by the results of a needs analysis? 

a) What module titles are needed for a memorable opening? 

b) What is the audience with the problem or need for change? 

c) What tasks and subtasks does an expert perform to complete a work process? 

d) What gaps exist between experts, average, and poor performers of a work process? 

4. In the simple method of a needs analysis, which action is part of the process? 

a) Answering questions 

b) Supervising the process 

c) Delegating tasks and subtasks 

d) Both A & B 

5. By grouping the tasks that fit together logically and creating headings that reflect the goal of the 

subtasks, what is developed? 

a) The research 

b) The outline 

c) The editing 

d) The writing 

6. Where should you add headings for an introduction and workshop objectives in an outline? 

a) On the cover 

b) The end 

c) The middle 

d) The beginning 
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7. When researching, if information gaps exist, what should be done next? 

a) Go back to the supporting content required to build the program 

b) Create a template so your material is consistent from the beginning 

c) Return to your expert performers and ask questions  

d) Edit out that section, as you do not have the information required 

8. When writing, what should you aim for? 

a) Levity 

b) Brevity 

c) Length 

d) Word count 

9. What is the final step before moving onto editing? 

a) Create a template so your material is consistent 

b) Return to your expert performers and ask questions 

c) Assign a preliminary time length to each module 

d) Make sure to validate your finalized content  

10. What are the 3 A’s to consider when structuring your presentation? 

a) Assume, Ask, Anticipate 

b) Audience, Aim, Afterwards 

c) Ask, Assimilate, Accept 

d) Acquire, Ask, Afterwards 
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Module Three: Choosing Your Delivery Methods 

Now it's time to determine what methods you will use to 

deliver your presentation. We will begin by covering 

basic delivery methods. Once we have a good foundation 

and grasp on the basic methods we will delve into more 

advanced methods.  

 

 

 

 

Basic Methods 

Lecture: If you must lecture occasionally, use multimodality to keep your 

audience’s attention. Face animation, hand gestures, and voice tone are strategies 

that can enhance your presentation and make the delivery more interactive. Allow 

the opportunity for questions from the participants. Ask for a show of hands to the 

questions you ask. 

• Further Tips to liven up a Lecture: While time-honored lecturing may be considered a boring 

way to teach; it can be effective if the presenter builds interest, understanding and retention; 

involves participants, and reinforces what has been presented. 

• Provide a relevant anecdote, fictional story, cartoon, or graphic that captures the audience's 

attention. 

• Reduce the major points in the lecture to keywords that act as verbal subheadings or 

memory aids. 

• Provide real-life illustrations of the ideas in the lecture and, if possible, create a comparison 

between your material and the knowledge and experience the participants already have. 

• Interrupt the lecture periodically and challenge participants to give examples of the 

concepts presented so far, or to answer spot quiz questions. 

I never teach my pupils; I only attempt to 

provide the conditions in which they can 

learn. 

Albert Einstein 
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• Intersperse brief activities that illuminate the points you are making. 

• Post a problem or question for participants to solve, based on the information given in the 

lecture. 

• Ask participants to review the contents of the lecture with one another or give them a self-

scoring review test. 

 

Discussion: A discussion led by the presenter can be rich in interactivity. Post visuals around the room to 

refer to throughout the discussion. Keep in mind that if 65% of people are visual learners, then it’s true 

that “a picture paints a thousand words”. 

• Further Tips to Liven Up a Discussion: 

 

• Become a part of the discussion- literally- sit with, or walk around the audience speaking to 
each member 
 

• Initiate conversation – ask for members to share an idea or story  

 

• Ask a question and invite the audience to discuss it among themselves 

 

• Use a symbol or prop to promote retention of your topic  

 

• Role Play to demonstrate your idea or topic 

 

• Paraphrase what a participant has said so that they feel understood, and so the other 

participants can hear a concise summary of what has been said. 

 

• Confirm your understanding of a statement, or clarification about what was said. 

 

 

Small Group learning experiences: A small group experience provides direction toward specific learning 

goals, and provides a high degree of participant involvement. 

• Dyads (Groups of 2). Using pairs provides unlimited options for simple interactive experiences. 

You can say, “Turn to the person on your right and…” Using dyads manages the attention span, 

the extent of influence, and the focus of the goal. The learning experience is relatively intimate. 

• Triads (Groups of 3).  Trios expand the focus and experience opportunities. A measure of 

intimacy is still retained, but multiple viewpoints can be contributed. Triads are useful for 

producing definitions, establishing priorities, or providing an ongoing support system. 
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Case Study: The case study method is the presentation of detailed information about a particular 

situation, often problem solving. Case studies can be very creative exercises, and they are well-suited for 

small groups. Here are six guidelines for developing a case study: 

• Determine the principle you wish to have the case emphasize 

• Establish a situation that demonstrates the principle 

• Develop appropriate symptoms 

• Develop the characters 

• Write the case 

• Provide questions to guide the learners as they process the case study to solve a problem. 

 

 

 

Advanced Methods 

After you feel comfortable with basic delivery methods, you can begin to explore 

some of the more challenging ways to present and facilitate learning experiences. 

 

Role play: Role playing allows participants to act out a behavioral role. This exercise, 

done with small groups or large groups, allows members to expand their awareness of varying points of 

view, and provides an experiential learning opportunity. A role play can be used in several ways; to solve 

a participant problem, clarify or sharpen an issue, or demonstrate a skill approach to a task. Importantly, 

it gives people an opportunity to practice a skill or approach in a safe environment and use the 

experience later on the job. 

Here are several tips for managing a role play exercises: 

• Obtain volunteers, rather than making assignments 

• Use role play later in the training session, when participants know each other better 

• Select low-threat situations, such as a work group holding a staff meeting. 

Problem solving: Problem solving experiences are increasingly popular in training presentations because 

they allow participants to gain “real world” experience that often depicts a similar workplace scenario.   

There are three phases to a problem-solving exercise:  
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1. Defining the problem and generating data about it 

• Give details defining why the problem exists 

• Discuss logical and emotional appeals 

 

2. Generating potential solutions 

• Explain why this would help the audience 

 

3. Selecting and implementing a solution 

• Explain to the audience what they need to do 

 

Virtual Presentations: Work teams may be spread 

across the country or around the world. Webinars, 

videoconference platforms and teleconferences allow 

you to reach a global audience. As convenient as these 

options may be in our modern world, there are a few 

points to consider when preparing and delivering 

virtually: 

 

 

• Consider the background-what will the audience see 

• Be mindful of lighting, close the blinds, light your face 

• Wear neutral colors with no patterns 

• Look into the camera not at the screen or the audience 

• Stand if possible, you will have better control of your movements and of your breathing 

• Plug into your modem to ensure an uninterrupted connection 

• Ten-minute rule: after that, encourage participation or change methods - use visuals, audience 

engagement 

• Rehearse to ensure everything works. Record your practice session, re watch and decipher what 

could be improved 

• If possible, have someone nearby to assist with any issues that may arise to ensure no 

interruption 

 

 

 

  



Page 25 

Basic Criteria to Consider 

A training presentation may use any combination of delivery methods as long as the 

net result is to achieve learning outcomes, and consider organizational requirements 

and constraints. The process below will help you select the best training delivery 

options to meet your training needs. 

1. List all possible learning methodologies that could be used to achieve the 

session objectives. 

• The 4 most common methods of learning – VARK- visual, auditory, reading/writing, 

kinesthetic 

• Your audience will undoubtedly be comprised of all four learning styles; use of audio-

visual tools, workbooks/handouts, and activities and discussion should all be included as 

delivery methods to ensure everyone has a chance to pick up on key notes of the 

presentation 

2. Identify possible delivery options for the learning methodologies. 

• PowerPoint, flip chart – visual, reading/writing 

• Clear enunciation, well-paced speech - auditory 

• Workbooks, activities – kinesthetic, reading/writing 

3. Identify the organizational (understand what you are permitted and not permitted to do), 

presenter (know your own limitations), facility, and resource parameters (is there enough room 

for activities and breakout sessions) and the impact each will have on delivery options. 
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Practical Illustration 

Fatima finished the first hour and a half of her presentation. When the training broke for a 

quick fifteen minutes, she reflected. During the training, she’d noticed that some of the 

participants seemed sluggish and unfocused. 

When everyone returned to their seats, Fatima spoke to the audience with fresh 

enthusiasm. “Our next segment of the training deals with the notorious subject of 

customer complaints. I know that there’s a wealth of experience in this room already. So, I want you to 

turn to the person next to you and share a time when you received a customer complaint and how you 

dealt with it.” 

Fatima watched the participants become involved in their discussions. The room re-energized and the 

training became more interactive and more successful. 
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Module Three: Review Questions 

1. If you must lecture occasionally, which strategies should be used? 

a) Strategies that keep the objectives and information vague 

b) Strategies that make the delivery less interactive 

c) Strategies that make the delivery more interactive  

d) Strategies that don’t fill the allotted time for the lecture 

2. What method provides direction toward specific learning goals and a high degree of participant 

involvement? 

a) Small Group Experience 

b) Lecture 

c) Discussion 

d) Research 

3. Which statement is not true about using dyads in a small group experience? 

a) Pairs provide unlimited options for simple interactive experiences  

b) Using dyads manages the attention span 

c) Using dyads manages the extent of influence and the focus of the goal 

d) The learning experience is relatively detached  

4. What are triads useful for? 

a) Producing definitions and establishing priorities  

b) Decreasing the focus and experience opportunities 

c) A measure of intimacy is still retained, but a single viewpoint can be contributed 

d) Removing an ongoing support system 

5. What is the definition of a case study? 

a) An educational talk to an audience, especially to students in a university or college 

b) The action or process of talking about something, typically in order to reach a decision or to 

exchange ideas 

c) The presentation of detailed information about a particular situation, often problem solving  

d) Work done by a group in collaboration 

6. Which are case studies suited for? 

a) Large groups 

b) Small groups 

c) Groups of twenty or more 

d) All of the above 
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7. Which statement is not true of role plays in presentations? 

a) A role-play can be used to solve a participant problem 

b) Role-plays can be used in small groups but not a large group  

c) Role-plays give people an opportunity to practice a skill 

d) A role-play allows members to expand their awareness of varying points of view 

8.  Why are problem solving exercises becoming increasingly popular in training presentations? 

a) Because problem solving exercises cover the basic delivery methods 

b) Because they are useful for producing definitions, establishing priorities, or providing an 

ongoing support system 

c) Because problem solving exercises allow participants to act out a behavioral role  

d) Because they allow participants to gain “real world” experience that often provides direct 

transfer back to the job 

9.  Which is not a phase during a problem-solving exercise? 

a) Defining the problem and generating data about it 

b) Develop the characters.  

c) Generating potential solution 

d) Selecting and implementing a solution 

10. What does VARK stand for? 

a) Visual And Reading Knowledge 

b) Virtual Assistant Regional Knowledge 

c) Visual Audio Reading/Writing Kinesthetic 

d) Virtual Audio Reading/Writing Kinesthetic 
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Module Four: Verbal Communication Skills 

Good communication skills are vital to providing an engaging 

presentation. Without the ability to verbalize your ideas and opinions 

there is very little chance of having a successful presentation. We will 

begin by looking at listening and hearing skills, continue with learning 

to ask quality questions, and finish with exploring how to 

communicate effectively. 

 

Listening and Hearing: They Aren’t the Same Thing 

Hearing is the act of perceiving sound by the ear. Assuming an individual 

is not hearing-impaired, hearing simply happens. Listening, however, is 

something that one consciously chooses to do. Listening requires 

concentration so that the brain processes meaning from words and 

sentences. Listening leads to learning. 

This is not always an easy task. The normal adult rate of speech is 100-150 words per minute, but the 

brain can think at a rate of 400-500 words per minute, leaving extra time for daydreaming, or 

anticipating the speaker’s or the recipient’s next words. 

Listening skills, however, can be learned and refined. The following exercise is a simple and fun way to 

demonstrate the difference between merely hearing and active listening. 

  

Good communication is as stimulating as 

black coffee, and just as hard to sleep after. 

Anne Morrow Lindbergh 
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Asking Questions   

Three types of questions are useful in a presentation: open questions, clarifying 

questions, and closed questions. 

Open Questions: Open questions stimulate thinking and discussion or responses 

including opinions or feelings. They pass control of the conversation to the 

respondent. Leading words in open questions include: Why, what, or how. A 

statement such as “describe the characteristics of the car” is really an open question. 

Examples of open questions include: 

• Describe the style of the leader of the meeting. 

• How do you feel when you hit a home run? 

Asking questions is both an art and a science. Your questions in a presentation should be: 

• Clear and concise, covering a single issue 

• Reasonable, based on what participants are expected to know  

• Challenging, to provoke thought 

• Honest and relevant, eliciting logical answers 

Clarifying Questions: A clarifying question helps to remove ambiguity, elicits additional detail, and 

guides you as you answer a question. Below are some examples: 

• You said you liked apples more than oranges, why is that? 

• What sort of savings are you looking to achieve? 

Closed Questions: Closed questions usually require a one-word answer, and shut off discussion. Closed 

questions provide facts, allow the questioner to maintain control of the conversation, and are easy to 

answer. Typical leading words are: Is, can, how many, or does.  Below are several examples of closed 

questions: 

• Who will lead the meeting? 

• Do you know how to open the emergency exit door on this aircraft? 

Phrasing: To evoke an answer, your question should use phrasing that is: 

• Clear and concise, covering a single issue 

• Reasonable, based on what participants are expected to know 

• Challenging, to provoke thought 
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• Honest and relevant, directing participants to logical answers. 

Directing Questions appropriately: Should you direct your questions to individuals or to an entire 

group? When you direct a question to an individual, you: 

• Stimulate one participant to think and respond 

• Tap the known resources of an “expert” in the room 

If you choose to direct your question to the group instead, you: 

• Stimulate the thinking of all participants 

• Provide participants the opportunity to respond voluntarily 

• Avoid putting any one person on the spot. 
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Communicating with Power  

It has been said that you have between thirty seconds and two minutes to capture 

your participants’ attention; it is critical to engage your audience from the 

beginning. 

 

 

Voice: 38% of the message received by a listener is governed by the tone and quality of your voice. The 

pitch, volume, and control of your voice will make a difference in audience perception. 

If you begin to feel impatient or stressed during your presentation, keep in mind that the tone of your 
voice can reflect your emotions. Having a good grasp on your voice and emotion control can be 
instrumental in getting you through an awkward situation. 
 
If such a situation arises, consider differences of opinion as a challenge or learning opportunity. Remain 
calm and control your voice.  
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Command: Selecting a good opener is an important way to take command of an audience. Making 

judicious use of certain types of remarks will endear you to the audience from the moment the program 

starts. 

• A dramatic story 

• A reference to a current or well-known news story 

• A personal experience 

• A rhetorical question 

• A historical event 

• Adventure, either past or present. 

More Tips 

• Did we say practice? And practice again!  

• Record yourself - It may be initially daunting to watch yourself on video, but critiquing and 

revamping your approach will help to boost your confidence 

• Smile and make eye contact with your audience  

• Stand up straight and tall – you will breathe easier, and breathing affects how your voice sounds 

• Dress like your audience, or one level above it – the key is to look professional respectful 

 

The message received by a listener is governed by the tone and quality of your voice. The pitch, 
volume, and control of your voice all make a difference in audience perception. 
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Practical Illustration 

Marco was giving lecture-style training. While this wasn’t his favorite, it was what the 

company asked him to do. To break things up, he stopped to ask questions. He said, “I have 

two questions. One is a rhetorical question, unfortunately.” This earned him just one or 

two short laughs. “What would it be like to be a customer calling your company for the first 

time?” 

Marco’s question was met with silence. After waiting a minute for them to consider this, he asked, “If 

you were a customer calling for the first time, what would you want?”  

This clear open-ended question challenged the group. Slowly, the group offered thoughtful answers and 

became involved in a discussion. His goal of engaging the group and eliciting honest, logical answers was 

met. 
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Module Four: Review Questions 

1. Why are communication skills needed? 

a) To be able to create a template 

b) To be able to decide between a case study or a problem-solving exercise 

c) To be able to meet organizational requirements 

d) To be able to provide an excellent presentation  

2. What requires concentration so that the brain processes meaning from words and sentences? 

a) Hearing 

b) Listening 

c) Lecturing 

d) Speaking 

3. While the normal adult rate of speech is 100-150 words per minute, what is the rate the brain 

can think at? 

a) 200-300 words per minute 

b) 400-500 words per minute 

c) 500-600 words per minute 

d) 900-1000 words per minute 

4. What type of question is helpful in a presentation? 

a) Open questions 

b) Clarifying questions 

c) Closed questions 

d) All of the above 

5. Which are not leading words in an open question? 

a) How many 

b) When 

c) How 

d) What 

6. Which is an example of a clarifying question? 

a) Who will lead the meeting? 

b) How do you feel when you hit a home run? 

c) You said you liked apples more than oranges, why is that ?  

d) Do you know how to open the emergency exit door on this aircraft? 
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7. What is good advice when directing a question to an individual? 

a) Stimulate two participants to think and respond 

b) Provide participants the opportunity to respond voluntarily 

c) Avoid putting any one person on the spot 

d) Tap the known resources of an “expert” in the room  

8.  What percentage of the message received by a listener is governed by the tone and quality of 

your voice? 

a) 38% 

b) 47% 

c) 73% 

d) 99% 

9.  What is a good tip for improving the quality of your voice? 

a) Speak through your diaphragm, not your throat 

b) Avoid a high-pitched sound  

c) Smile as much as possible when you are speaking 

d) Speak from your stomach, the location of your diaphragm 

10. What is not an example of a type of remark that will endear you to the audience from the 

moment the program starts? 

a) A dramatic story 

b) A reference to an antiquated and uncommon news story 

c) A rhetorical question 

d) Adventure, either past or present 
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Module Five: Non-Verbal Communication Skills 

Understanding your body language and other physical cues is very 

important when you are presenting material in front of an audience. Your 

non-verbal communication skills are just as important as your verbal 

skills. Combined they make up the complete communication package 

that you use when you are presenting your material. 

 

 

Body Language 

Nonverbal communication is the process of communication through sending and receiving wordless 

messages. It is the single most powerful form of communication. Nonverbal communication cues you in 

to what is on another person’s mind, even more than voice or words can do. 

One study at UCLA found that up to 93 percent of communication effectiveness is determined by 

nonverbal cues. Another study indicated that the impact of a performance was 

determined 7 percent by the words used, 38 percent by voice quality, and 55 

percent by non-verbal communication. 

Body language is a form of non-verbal communication involving the use of stylized 

gestures, postures, and physiologic signs which act as cues to other people. Humans 

unconsciously send and receive non-verbal signals through body language all the 

time. 

Your words represent only 7% of the message that is received. Your body language represents 55%. But 

your body language must match the words used. If a conflict arises between your words and your body 

language, your body language governs. 

 

 
 
 

The most important thing in 

communication is hearing what isn't said. 

Peter F. Drucker 
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Gestures 

Gestures are an important tool for a presenter. The challenge is to make gestures 

support the speaking, reinforcing ideas. Below are several basic rules for the use of 

gestures: 

• Make most gestures above the waist. (Those below the waist suggest 

failure, defeat, and despair.) 

• Hold your forearms parallel to the waist, with your elbows about 3 inches from the side. 

• Make your hands part of your forearm, opening them, with your fingers slightly curved. (Limp 

hands may indicate a lack of leadership.) 

• Use both hands to convey power. 

Gestures of direction, size, shape, description, feeling, and intensity are all effective when speaking. 

 

 

The Signals You Send to Others 

Signals are movements used to communicate needs, desires, and feelings to others. 

They are a form of expressive communication. More than 75% of the signals you send 

to others are non-verbal. 

People who are excellent communicators are sensitive to the power of the emotions 

and thoughts communicated non-verbally through signals. 

Types of Non-Verbal Signals: Other than gestures already discussed, signals include: 

• Eye contact: It’s important to convey confidence. Here are two tricks to look like you’re 

maintaining eye contact with your audience members: 

o In large crowds, look between members of the audience 

o In smaller crowd of up to 20 members, look at their foreheads or noses 

 

• Posture: Stand tall, shoulders back, back straight, chin up 

o Correct posture will help you breathe properly, this in turn affects the tone of your voice 

• Body movements: Your movement should have a purpose and help to communicate your 

message 
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Nonverbal behavior conveys important information that isn't put into words. By paying closer attention 

to other people's nonverbal behaviors, you will improve your own ability to communicate nonverbally. 

Intervals of four to five seconds of eye contact are recommended. 

It is also important to use a tone of voice to reinforce the words in your presentation. For example, using 

an animated tone of voice emphasizes your enthusiasm for a participant’s contribution in a debrief 

session. 

As a presenter, your words should match your non-verbal behaviors. If they do not, people will tend to 

pay less attention to what you said, and focus instead on your nonverbal signals. 

 

 

It’s Not What You Say, It’s How You Say It 

Tone of Voice: We are all born with a particular tone of voice. While most 

people are not gifted with a radio announcer’s voice, we can learn to improve 

our tone of voice. The idea is to have your voice sound upbeat, warm, under control, and clear. Here are 

some tips to help you begin the process. 

• Make sure you are breathing from the diaphragm.  

• Stay hydrated by drinking lots of water and avoid caffeine due to its diuretic effects 

• Stand up tall; posture affects breathing, which affects tone. 

• Smile; it warms up the tone of your voice. 

• If your voice is particularly high or low, exercise the range of your voice by doing a sliding scale. 

You can also expand the range of your voice by singing. 

• Record your voice and analyze the playback. 

• Practice speaking in a slightly lower octave. Deeper voices have more credibility than higher 

pitched voices. It will take getting used to pitching your voice down an octave, but it will be 

worth the effort. 

• Get feedback from a colleague or family member about the tone of your voice. 
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Practical Illustration 

Monique took a deep breath as she stood in front of the room. She was exhausted from a 

week of travelling to different cities giving presentations. She thought, ‘How am I going to 

get through this?’ “She did some deep breathing exercises, and she remembered non-

verbal communication said just as much as verbal communication. When the training 

started, Monique gave her biggest smile and gave the participants direct eye contact. 

Though she was tired, she focused on keeping good posture and making gestures with 

both her hands to convey power. After the first half of the training, she received modest applause from 

the audience. 

After the break, a participant came up and introduced herself. She said, “I’m really enjoying this training. 

I only wish on Monday morning that I had your energy!” 
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Module Five: Review Questions 

1. What is just as important as verbal skills? 

a) Lecturing skills 

b) Skills in being still and silent 

c) Non-verbal skills 

d) Speaking skills 

2. Which statement is not true of non-verbal communication? 

a) It is the process of communication through sending and receiving wordless messages 

b) It is the single most powerful form of communication  

c) It requires concentration so that the brain processes meaning from words and sentences  

d) It cues you in to what is on another person’s mind, even more than voice or words can do 

3. What is a form of non-verbal communication involving the use of stylized gestures, postures, 

and physiologic signs which act as cues to other people? 

a) Written words 

b) Body language 

c) Face to face conversation 

d) Video conferencing 

4. What is the challenge with gestures? 

a) To make gestures support our written words 

b) To make gestures decrease the anxiety of public speaking 

c) To make gestures support the speaking, reinforcing ideas 

d) To make gestures the same as our body language 

5. What is not a basic rule for using gestures? 

a) Hold your forearms parallel to the waist, with your elbows about 3 inches from the side 

b) Make your hands part of your forearm, opening them, with your fingers slightly curved  

c) Use both hands to convey power 

d) Make most gestures below the waist  

6. Which gestures are effective when speaking? 

a) Gestures of direction 

b) Gestures of feeling 

c) Gestures of intensity 

d) All of the above 
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7. What percentage of the signals that we send to others is non-verbal? 

a) Over 75% 

b) Under 50% 

c) 50% to 60% 

d) 10% 

8.  As a presenter what should match your non-verbal communication? 

a) Your gestures 

b) Your writing 

c) Your words 

d) Your body language 

9.  What tone of voice should be used when giving a presentation? 

a) Upbeat and warm 

b) Out of control and vague 

c) Soft and gentle 

d) Loud and alarming 

10. What is not a good tip for improving your tone of voice? 

a) Practice speaking in a slightly higher octave  

b) Make sure you are breathing from the diaphragm 

c) Stand up tall; posture affects breathing, which affects tone 

d) Get feedback from a colleague or family member about the tone of your voice 
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Module Six: Overcoming Nervousness 

Nervousness is normal when giving a presentation. After all, 

public speaking is the top of the lists of fears. Nervousness can 

strike at different points in a presentation. 

• At the beginning 

• If you feel the audience has slipped away from you 

• If your memory betrays you. 

Presentations can be nerve wracking, especially if you don’t deliver them often. Preparing yourself 

mentally may alleviate some of the anxiety, but knowing your audience and preparing likewise will 

alleviate much of your pre presentation nervousness. This module will provide you with concrete 

strategies for overcoming presentation jitters.  

Overcoming nervousness is a learnable skill like any other. 

 

Preparing Mentally 

Visualization is the formation of mental visual images. It is an excellent way to 

prepare your mind before a presentation, and relieve fears. There are several types 

of visualization: 

• Receptive visualization: Relax, clear your mind, sketch a vague scene, ask a 

question, and wait for a response. You might imagine you are on the beach, hearing 

and smelling the sea. You might ask, “Why can’t I relax?”, and the answer may flow into your 

consciousness. 

• Programmed Visualization: Create an image, giving it sight, taste, sound, and smell. Imagine a 

goal you want to reach, or a healing you wish to accelerate. Jane used visualization when she 

took up running, feeling the push of running the hills, the sweat, and the press to the finish line. 

• Guided Visualization: Visualize again a scene in detail, but this time leave out important 

elements. Wait for your subconscious to supply missing pieces to your puzzle. Your scene could 

be something pleasant from the past. 

The process for Effective Visualization 

You can teach your body confidence. And 

your body is your most powerful tool. 

Karen Hough 
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• Loosen your clothing, sit or lie down in a quiet place, and close your eyes softly. 

• Scan your body, seeking tension in specific muscles. Relax those muscles as much as you can. 

• Form mental sense impressions. Involve all your senses; sight, hearing, smell, touch and taste. 

• Use affirmations. Repeat short, positive statements and avoid negatives such as “I am not 

tense”; rather, say “I am letting go of tension.” 

• Use affirmations. Repeat short, positive statements that affirm your ability to relax now. Use 

present tense and positive language. As an example: 

o Tension flows from my body 

o I can relax at will. 

o I am in harmony with life. 

o Peace is within me. 

 
Visualize three times a day. It’s easiest if you visualize in the morning and at night while lying in bed. 

Soon, you will be able to visualize just about anywhere, especially before a presentation. 

 

 

Physical Relaxation Techniques 

People who are nervous tend to breathe many short, shallow breaths in their upper 

chest. Breathing exercises can alleviate this. You can do most breathing exercises 

anywhere. Below are some exercises that will assist you in relaxing. 

 

• Breathing Exercises: Deliberately controlling your breathing can help a person calm down. Ways 

to do this include: breathing through one’s nose and exhaling through one’s mouth, breathing 

from one’s diagram, and breathing rhythmically.  

• Meditation: Meditation is a way of exercising mental discipline. Most meditation techniques 

involve increasing self-awareness, monitoring thoughts, and focusing. Meditation techniques 

include prayer, the repetition of a mantra, and relaxing movement or postures.  

• Progressive Muscle Relaxation (PMR): PMR is a technique of stress management that involves 

mentally inducing your muscles to tense and relax. PMR usually focuses on areas of the body 

where tension is commonly felt, such as the head, shoulders, and chest area. It’s a way to 

exercise the power of the mind over the body. 
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• Visualization: Visualization is the use of mental imagery to induce relaxation. Some visualization 

exercise involves picturing a place of serenity and comfort, such as a beach or a garden. Other 

visualization exercises involve imagining the release of anger in a metaphorical form. An 

example of this latter kind of visualization is imagining one’s anger as a ball to be released to 

space. 

 

Appearing Confident in Front of the Crowd 

 In addition to everything we’ve discussed, below are some tips for maintaining 

your confidence when you’re “on”. 

• Have a full “dress rehearsal”. Practice in front of a mirror, or with friends. 

You could even record yourself.   

• Get a good night’s sleep. 

• Practice your words along with your visuals. Memorizing your presentation is optimal, but a 

quick reference sheet of key words and phrases to glance at creates the illusion of mastery. 

• Know your audience - ask questions about who will be attending 

• Make a list of the things you are worried about and challenge each by thinking of alternate 

outcomes. 

• Maintaining eye contact is your goal. That sheet of key words or phrases in large print on a 

podium or desk near you will help you to maintain flow. 

• If you are traveling to a new site out of town, try to arrive early in the evening and locate the 

site. That way you won’t be frazzled in the morning when trying to locate the venue. 

• Mistakes will happen, but the audience will only remember how you react to them, not that you 

made them. Continue the natural flow of the structure you’ve prepared 

A positive spin: when you acknowledge nervousness, you create engagement – the audience 

sees a vulnerable side to you and makes a personal connection; so, it’s not always a bad thing. 
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Practical Illustration 

Brian didn’t understand why he felt nervous. Brian had practiced his words along with his 

visuals, he’d done a full-dress rehearsal. He’d even gone to the site that morning to 

practice the route to the training site. Brian remembered that he hadn’t tried deep 

breathing or meditation yet. He sat down in his easy chair, took deep breaths, and he 

visualized the training being a success. Afterwards, he felt refreshed and significantly 

calmer. Brian decided that he definitely needed to get a good night’s sleep, so he’d be rested and ready 

in the morning. 

The next day, Brian still felt a little bit nervous. However, once he got started, the training went better 

than he could have expected. He was even invited back to do a follow-up training the following month. 
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Module Six: Review Questions 

1. What is normal when giving a presentation? 

a) Over-confidence 

b) Feeling completely calm and relaxed 

c) Missing the presentation because of severe anxiety 

d) Nervousness  

2. What is an example of when nervousness can strike in a presentation? 

a) After the presentation has finished 

b) If you have captured the audience’s undivided attention 

c) At the beginning of the presentation  

d) When your memory serves you well 

3. What is the definition of visualization? 

a) The quality or state of being nervous 

b) The process and act of speaking or giving a lecture 

c) The action or practice of meditating 

d) The formation of mental visual images 

4. Which of these is a step of receptive visualization? 

a) You might ask, “Why can’t I relax?”, and the answer may flow into your consciousness 

b) Visualize again a scene in detail, but this time leave out important elements  

c) Imagine a goal you want to reach, or a healing you wish to accelerate 

d) Scan your body, seeking tension in specific muscles. Relax those muscles as much as you can 

5. Which of these is a step of guided visualization? 

a) Wait for your subconscious to supply missing pieces to your puzzle. Your scene could be 

something pleasant from the past  

b) Use affirmations. Repeat short, positive statements that affirm your ability to relax now 

c) Relax, clear your mind, sketch a vague scene, ask a question, and wait for a response 

d) Imagine a goal you want to reach, or a healing you wish to accelerate 

6. How many times a day should you use visualization to decrease your nervousness? 

a) One 

b) Two 

c) Three 

d) Four 
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7. What is a benefit of breathing exercises? 

a) They increase nervousness at first, and then decrease nervousness later 

b) They can be done almost anywhere and have a calming effect 

c) They cause short, shallow breaths in their upper chest 

d) They are proven to improve memory and intelligence 

8.  Which statement is not true about meditation? 

a) Meditation techniques include prayer, the repetition of a mantra, and relaxing movement or 

postures  

b) Most meditation techniques involve increasing self-awareness, monitoring thoughts, and 

focusing 

c) Meditation is a way of exercising mental discipline 

d) Meditation usually focuses on areas of the body where tension is commonly felt, such as the 

head, shoulders, and chest area  

9.  What is defined as a technique of stress management that involves mentally inducing your 

muscles to tense and relax? 

a) Breathing Exercises 

b) Progressive Muscle Relaxation 

c) Meditation 

d) Visualization 

10. What is a tip for maintaining confidence when you’re “on”? 

a) Stay up late the night before a presentation to practice 

b) Practice your visuals, but not your words 

c) Have a partial “dress rehearsal” 

d) If you’re traveling to a site outside of town, try to arrive early in the evening and locate the 

site 
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Module Seven: Creating Fantastic Flip Charts 

Information written on flip charts enhances the learning 

process. During a presentation, the use of flip charts 

serves to inform participants, record information, and 

focus attention on a topic. They represent a simple, low-

cost learning aid, with no requirements for power or 

technology, and no worries about burned-out bulbs or 

darkened rooms. Flip charts add versatility and 

spontaneity to a presentation, and allow the presenter to 

use creativity to enhance the learning process. 

 

Required Tools 

At a minimum, you will need a flip chart easel, one with wheels would be optimal, 

several pads of flip chart paper, a few sets of colored markers, and masking tape 

for posting the results of exercises. Also handy are several packages of sticky 

notes to flag specific pages, and a straight edge. You may want to plan to cover up 

information that you will reveal at a given time during the presentation and then 

have some pre-cut paper available, sized appropriately for the text.  

If you are bringing pre-written charts to an off-site presentation, you will also need some type of 

container to protect the pages. 

 

The Advantages of Pre-Writing 

There are many good reasons to pre-write your flip chart content. 

• Confidence: You are in control of the material for your presentation – design, 

organization, and appearance. This also helps reduce nervousness. 

• Appearance: Your material has a specific “look and feel” that is not 

necessarily easy to achieve when prepared during a session. 

• Time: With your charts ready ahead of the presentation, the time during a presentation is used 

for learning activities, not writing, which keeps your back to the participants. 

It's a visual world and people respond to 

visuals. 

Joe Sacco 
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Tips: 

• Always print; never use handwriting 

• Consider using a straight edge to stem tendency to write “downhill”, or use a pencil to lightly 

pre-write the content and then you can trace over it. 

• Write notes in pencil, the audience won’t be able to see them 

• You can tag your pages to save fumbling for the right sheet 

• Use a blank sheet or two between text to prevent “peek” through 

• If you are using charts in a sequence, number them. 

 

Using Colors Appropriately 

Good use of color can make the difference in the dynamics of a presentation -- and 

participants’ acceptance of the content. Conversely, the effect of a great chart can 

suffer from the poor use of color. According to the Optical Society of America, blue, 

black, and green offer the greatest visibility, and blue is the most pleasing color. Avoid 

purple, brown, pink, and yellow for any type of general printing. 

The use of two- or three-color combinations can be very effective. Here are several rules. 

• Red and orange should only be used as accent colors for bullets, underlines, or arrows, or for 

key words when everything else is in black or blue 

• Avoid orange and blue together 

• Never use yellow. 

When creating your charts, take some time to think about the colors you are using, and how they can 

enhance the understanding of your topic. 
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Creating a Plan B 

Paper is not permanent, even if you are presenting at your own location. And if 

you’re flying with your materials or shipping them, packages do occasionally get 

lost or damaged. You will need a backup plan in case something happens. Below are 

some tasks for creating your Plan B. 

• Keep documents on your computer organized by course, reflecting the content and order 

sequence of each flip chart. 

• Make paper handouts of the most critical information on the charts. 

• Take pictures of the chart pages, and have the images with you on site. 

• If you have time to re-create some of your charts, enlist a volunteer to help you reconstruct the 

most critical ones. 

• If you will be returning to the site, consider leaving a set of your charts with a trusted colleague 

until you return. 

• As time permits, duplicate your charts in PowerPoint. Although you will probably continue to 

use flip charts, having them available in PowerPoint becomes a backup. 
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 Practical Illustration 

Colin hurried into the room where his work partner, Elena, was preparing for the training 

they would give in two hours. She saw him and said, “Is something wrong?” 

He said, “You won’t believe this. The airport lost my luggage.” “Colin, I’m so sorry!” 

He said, “No, I’m sorry. That luggage had those flipcharts we worked so hard on the other 

day.” 

Elena smiled and said, “Remember when I had my phone out taking pictures?” She scrolled through her 

phone and showed Colin the photos. “Don’t worry. We’ve got all the information here.”  

Colin let out a sigh of relief. “You’re a lifesaver, Elena.” He then said, “I know Rob’s coming here to help 

us set up. With his help, we’ll get these flipcharts recreated in no time.” 

They wrote out the information again with little trouble, and the training started on time with all their 

materials in hand. 
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Module Seven: Review Questions 

1. What is a benefit of using flip charts in a presentation? 

a) Focusing attention on a topic 

b) Helps you relax and clear your mind 

c) Encourages participation and interaction 

d) All of the above 

2. Which statement about the use of flip charts is not true? 

a) The use of flip charts serves to inform participants 

b) They represent a complex, high-cost learning aid 

c) They add versatility to a presentation 

d) Flip charts allow the presenter to use creativity to enhance the learning process 

3. If you are bringing pre-written charts to an off-site presentation, specifically what will you need 

to bring to protect the pages? 

a) Sticky notes and a straight edge 

b) Some type of container 

c) A flip chart easel 

d) A few sets of colored markers 

4. What is a good reason to pre-write your flip chart content? 

a) Confidence 

b) Appearance 

c) Time 

d) All of the above 

5. What is not a tip for pre-writing flip chart content? 

a) Always print. Never use handwriting 

b) Consider using a straight edge to stem tendency to write “downhill” 

c) Use effects, transitions animation, and sound very sparingly 

d) If you are using charts in a sequence, number them 

6. What can make the difference in the dynamics of a presentation and participants’ acceptance of 

the content? 

a) Good use of handwriting on flip charts 

b) Good use of writing on flip charts while speaking 

c) Good use of color 

d) Good use of visualization 
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7. According to the Optical Society of America, what color is the most pleasing? 

a) Green 

b) Blue 

c) Black 

d) Orange 

8.  What is a rule about making color combinations more effective? 

a) Avoid orange and blue together 

b) Red and yellow should only be used as accent colors for bullets 

c) Blue, green, and brown offer the greatest visibility 

d) Never use pink 

9.  If you’re flying with your materials or shipping them, what could go wrong? 

a) The flip charts could get lost or damaged 

b) You could forget what you planned to say at the start of the presentation 

c) The flip charts could have missing information on the pages 

d) You could become distracted while giving the presentation 

10. What is not a task for creating your Plan B? 

a) If you will be returning to the site, consider leaving a set of your charts with a trusted 

colleague until you return 

b) Keep documents on your computer organized by course, reflecting the content and order 

sequence of each flip chart 

c) Take pictures of the chart pages, and have the images with you on site 

d) Memorize the most critical information on the charts 
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Module Eight: Creating Compelling PowerPoint Presentations 

Microsoft PowerPoint is a commanding tool for creating visual 

screens for a presentation. Visuals created in PowerPoint and 

projected on a screen are often easier to see in a large room than 

information displayed on a flip chart. Using PowerPoint offers the 

following benefits: 

• Allows you to add emphasis to important concepts, helping 

to increase retention of information 

• Adds variety to your presentation 

• Makes it easier to display images, charts, or graphs possibly too complex for a flip chart. 

Also, PowerPoint files can easily be shared with participants or others after the session. 

 

Required Tools 

To create and use a Microsoft PowerPoint file to support your presentation outline, you will need: 

• Microsoft Office PowerPoint software for Microsoft Windows or 

Macintosh OS 

• A Windows or a MAC computer equipped with the minimum hardware 

and software specifications for your version of PowerPoint 

• An LCD or DLP projector 

• A projection screen 

Optionally, you may wish to add the following to your toolkit: 
 

• Storage media, such as a USB memory stick  

• An extension cord 

• A laser pointer for emphasis during the discussion of a PowerPoint slide. 

Ask yourself, ''If I had only sixty seconds on 

the stage, what would I absolutely have to 

say to get my message across?"  

Jeff Dewar 
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Tips and Tricks 

Use the following suggestions to enhance the benefit of your PowerPoint presentation. 

Overall Appearance 

• Display only one major concept on each slide 

• Use short phrases or bullet points rather than paragraphs 

• Limit each line of text to no more than 7-8 words 

• Allow only 7-8 lines of text per slide 

• Use images sparingly; one or two per slide 

• Leave a good amount of blank space in your presentation 

• Create a title for each slide 

• Use effects, transitions animation, and sound very sparingly. 

Fonts and Color 

• Use simple sans serif fonts such as Helvetica or Arial for readability 

• Select a point size of 32 or larger for titles, and 20 points for body text 

• Use colors that work well together, such as yellow or white on a dark blue background. 

• Check the readability and visibility of your fonts and color choices with the lighting in the room 

in which you will present. 

Preparation 

• Make sure to match your slides to the purpose of the presentation 

• Develop a template and stick to it for a consistent look and feel 

Computer 

• Check your equipment, computer settings, and room lighting in advance 

• Before your presentation turn off screensavers and email notifications. 

• Make sure that your computer’s power management console will not automatically shut the 

system down after a set amount of time. 
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Creating a Plan B 

While technology allows you to make great enhancements to a presentation, it also 

offers more opportunities for technical trouble. Here are some suggestions to keep 

your presentation moving along, even if the technology isn’t. 

• Make one or more backup copies of your PowerPoint file on the computer on 

which you plan to show the presentation. 

• Before the presentation, download and install the free Microsoft PowerPoint Viewer available at 

www.microsoft.com. In the event that your PowerPoint software won’t run, you will still be able 

to use the viewer to show your PowerPoint slides. 

• Copy your PowerPoint file onto a USB Drive. That way, if you have a computer problem, you can 

move the file to another one, if available. 

• Bring sufficient printed copies of your presentation for participants. If logistics prevent that, plan 

to have at least one copy available for photocopying on site. 

• If all else fails, write your key points on a flip chart. 

  

http://www.microsoft.com/
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Practical Illustration 

Fran, applauded Lisa’s PowerPoint presentation. 

Lisa thanked her and asked, “Do you think there’s anything I should change?” 

Fran said, “Well, your text and your bullet points look great. You used the right colors. 

However, I noticed that with every slide there are a few images and lots of effects and 

sound.” 

Lisa said, “Do you think it’s too much?” 

“Try to use images and effects sparingly, so that the focus remains on the information.” 

Lisa said, “Got it. I’ll change it this afternoon.” 

Fran said, “Be sure to also keep a backup of the PowerPoint presentation on your USB drive.” 

Lisa smiled. “Already done, and I’ll be printing out copies of the new slides for the participants.” 

“Great, Lisa,” Fran said. “I’m sure it will be a success.” 

 

  



Page 59 

Module Eight: Review Questions 

1. What is the definition of Microsoft PowerPoint? 

a) A word processor developed by Microsoft 

b) A spreadsheet application that features calculation, graphing tools, and pivot tables 

c) A commanding tool for creating visual screens for a presentation  

d) A database system from Microsoft 

2. What is a benefit of using Microsoft PowerPoint? 

a) Makes it easier to display images, charts, or graphs possibly too complex for a flip chart  

b) Publishes and maintains blogs from Office Word 

c) Connects your documents to business information 

d) Tables, queries, forms, and reports build upon each other and make up the heart of a 

database application 

3. Which is a tool you’ll need to create and use a Microsoft PowerPoint file to support your 

presentation outline? 

a) A handwritten flipchart, with all the pages filled out ahead of time 

b) An LCD or DLP projector  

c) Microsoft Office Access software for Microsoft Windows or Macintosh OS 

d) A Windows or a MAC computer equipped with the minimum hardware and software 

specifications for your version of Microsoft Excel 

4. Optionally, what may you wish to add to your toolkit when giving a PowerPoint presentation? 

a) Storage media such as a USB memory stick or CD-R disc 

b) An extension cord 

c) A laser pointer for emphasis during the discussion of a PowerPoint slide 

d) All of the above 

5. Which of these is a good suggestion regarding the overall appearance of your PowerPoint 

presentation? 

a) Limit each line of text to no more than 3-4 words 

b) Use effects, transitions animation, and sound very sparingly 

c) Allow only 11-12 lines of text per slide 

d) Display only three major concepts on each slide 
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6. Which of these is not a helpful tip in regards to font and color in a PowerPoint presentation? 

a) Use colors that work well together, such as green or pink on a dark blue background.  

b) Use simple sans serif fonts such as Helvetica or Arial for readability 

c) Select a point size of 32 or larger for titles, and 20 points for body text 

d) Check the readability and visibility of your fonts and color choices with the lighting in the 

room in which you will present 

7. Which of these is a helpful tip in regards to your computer in a PowerPoint presentation? 

a) Check your equipment, computer settings, and room lighting in advance  

b) Before your presentation, turn on screensavers, instant messaging, and email notifications 

c) Make sure that your computer’s power management console will automatically shut the 

system down after a set amount of time 

d) All of the above 

8.  What is a good tip for developing a template in a PowerPoint presentation? 

a) Develop several templates and use them all for a consistent look and feel 

b) Develop a template but do not use it in the presentation 

c) Develop a template and stick to it for a consistent look and feel  

d) Develop a template and keep it fresh by changing up the format on each slide 

9.  When creating a Plan B, what should you copy your PowerPoint file onto? 

a) A word processor 

b) A smartphone 

c) A hard drive 

d) A USB unit 

10. Which of these is a helpful tip when creating a Plan B? 

a) Make one or more backup copies of your PowerPoint file on your computer at home 

b) After the presentation, download and install the free Microsoft PowerPoint Viewer available 

at www.microsoft.com 

c) If all else fails, write your key points on a note card 

d) Bring sufficient printed copies of your presentation for participants. If logistics prevent that, 

plan to have at least one copy available for photocopying on site  
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Module Nine: Wow ‘Em with the Whiteboard 

A whiteboard is the name for any glossy-surfaced writing 

board where non-permanent markings can be made. 

Unlike the predecessor chalkboard, there is no chalk 

dust, and markings remain longer than they would on a 

chalkboard. 

Whiteboards have been around since the 1970’s, and are 

now vastly improved and more affordable compared to 

early models. The use of a whiteboard helps to promote 

interactivity during a presentation. 

 

Traditional and Electronic Whiteboards 

Traditional Whiteboards: Traditional whiteboards are attached to the wall, or are 

available in free-standing frames. Unlike pre-written flip chart paper sheets, 

whiteboards cannot easily be moved from site to site. However, they are usually 

larger, and are useful for recording the results of small group exercises or 

spontaneous information arising in a discussion. Traditional whiteboards can cost 

less than $100, or up to $1,000. A traditional whiteboard requires a set of wet or 

dry erase whiteboard markers, a whiteboard eraser, and whiteboard cleaning solution. 

Electronic Whiteboards: An electronic whiteboard looks like a traditional whiteboard, but is a unique 

combination of hardware and software. The surface is connected to a computer and a projector. A 

projector beams the computer's desktop onto the board's surface, where users control the computer 

using a pen, finger, or other device. Uses include: 

• Operating any software that is loaded onto the connected PC, including web browsers and 

proprietary software 

• Using software to electronically capture text or marks written on the whiteboard 

• Translating cursive writing to text 

• Controlling the PC. 

Technology makes it possible for people to 

gain control over everything, except over 

technology. 

John Tudor 
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Because the markings on the whiteboard are digitized, the resulting electronic information can be 

stored, printed, or shared in real time with participants in other locations. Electronic whiteboards cost 

more than $1,000. 

 

Using Colors Appropriately 

Colors on a whiteboard are often more vivid than those on a flip chart. 

Otherwise, most of the same rules apply: 

• Blue, black, and green offer the greatest visibility, with blue the most 

pleasing color. 

• Avoid purple, brown, pink, and yellow for any type of general printing. 

• The use of two- or three-color combinations can be very effective; however, orange should only 

be used with red as an accent color. Never use yellow, and avoid orange and blue together. 

 

Creating a Plan B 

Traditional Whiteboards: When using a traditional whiteboard, have extra markers 

on hand, because they tend to dry up easily.  

If your presentation is longer than one day, plan to make a backup of your work 

from the computer to a USB flash drive in the event that they are erased overnight. 

Electronic Whiteboards: If you are working with an electronic whiteboard and encounter technical 

issues, you can show a previously created PowerPoint presentation through a projector. Plan to carry at 

least one copy of the PowerPoint handouts for duplication if needed. You can always quickly jot down 

key points on a flip chart. 

Regardless of which type of whiteboard is used, key content should be available in a handout master or 

on flip chart pages as a backup. 
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Practical Illustration 

Mark frowned as he looked at the company’s whiteboard. He said to his co-worker, 

Gretchen, “I don’t feel like this is going to work. This is a fast-paced training we’re going to 

give.” 

Gretchen said, “Why don’t we use the electronic whiteboard?” 

Mark said, “Do you think we have time to learn how to use it?” 

Gretchen nodded. “Sure, we do. It’s just like using a regular whiteboard, except it stores and saves all 

your information.” 

Mark looked impressed. “So, when we write down the bullet points, the next time we do the training we 

can just upload the info?” 

Gretchen said, “Yes. It cuts down on work.” 

Mark said, “Let’s get started!” 
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Module Nine: Review Questions 

1. Which statement is true of whiteboards? 

a) A whiteboard is the name for any glossy-surfaced writing board where permanent markings 

can be made 

b) Like the predecessor chalkboard, there is chalk dust, and markings just as long as they would 

on a chalkboard 

c) Whiteboards have been around since the 1920’s, and are now vastly improved and more 

affordable compared to early models 

d) The use of a whiteboard helps to promote interactivity during a presentation  

2. What is a benefit of using a whiteboard? 

a) They can easily be moved from site to site 

b) They are only available in free-standing frames 

c) They are useful for recording the results of small group exercises or spontaneous 

information arising in a discussion  

d) They are typically small in size 

3. How much do traditional whiteboards typically cost? 

a) Under $100 

b) Between $100 and $1,000 

c) Less than $100 or up to $1000 

d) Over $1000 

4. What looks like a traditional whiteboard, but is a unique combination of hardware and 

software? 

a) An electronic whiteboard 

b) A PowerPoint presentation 

c) A flipchart 

d) A chalkboard 

5. What is not a use of an electronic whiteboard? 

a) Operating any software that is loaded onto the connected PC, including web browsers and 

proprietary software 

b) Using software to electronically capture text or marks written on the whiteboard. 

c) Controlling the PC 

d) Translating text into cursive writing  
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6. Which colors offer the greatest visibility on a whiteboard? 

a) Blue, green, and brown 

b) Blue, black, and green  

c) Black, green, and orange 

d) Blue, black, and brown 

7. What is the most pleasing color on a whiteboard? 

a) Blue 

b) Black 

c) White 

d) Green 

8. Which is a color to avoid with any general printing? 

a) Green 

b) Black 

c) Yellow 

d) Blue 

9. What is a good tip for creating a Plan B with a traditional whiteboard? 

a) If your presentation is longer than one day, plan to make a backup of your work on 

notecards 

b) Have extra markers on hand, because they tend to dry up easily  

c) Before the presentation, download and install the free Microsoft PowerPoint Viewer 

available at www.microsoft.com  

d) Keep only one marker on hand for consistency 

10. Which of these is not a helpful tip for creating a Plan B with an electronic whiteboard? 

a) If you are working with an electronic whiteboard and encounter technical issues, you can 

show a previously created PowerPoint presentation through a projector 

b) Plan to carry at least one copy of the PowerPoint handouts for duplication if needed 

c) You can always quickly jot down key points on a flip chart 

d) If your presentation is longer than one day, plan to make a backup of your work from the 

computer to a USB flash drive in the event that they are erased overnight 
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Module Ten: Vibrant Videos and Amazing Audio 

Audio and video are very much a part of our everyday lives, so they are accepted, 

and even expected media in a presentation. They are attractive options for a 

presentation because they provide learners with more dimensions by which to 

receive information. While video and audio both represent a one-way 

communication to participants, the opportunity to use them as part of learning 

exercises or in the ensuing discussion add value to the presentation, and cater to differentiated learning 

styles. 

Video 

There are three main ways to obtain video material: 

• Creating your own media  

• Purchasing online video designed for training presentations 

• Hiring a professional video production company. 

Your media budget, the amount of available preparation time, your comfort and skill level with video, 

and the type of presentation will all influence the direction. 

Audio 

Audio can be used as a standalone option, as part of a video, or 

even created by the participants, such as an exercise to write and 

sing a song. 

 

Required Tools 

For video with audio, you will need some type of player, depending upon the media 

type: 

• USB memory stick 

• A laptop or Smartphone 

You will also need a projector and a projection screen. Speakers are optional, but recommended for 

small rooms and groups. 

A good video can make all the difference. 

Brian May 
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Finally, especially if budget is an issue, consider using one or more personal video devices, such as 
laptops or mobile devices. YouTube is also a readily accessible resource for videos. You may also need a 
handful of inexpensive ear buds. While perhaps less formal than the others, this solution is much more 
portable if your presentation is delivering off-site. 

Tips and Tricks 

Purchase online video 

• Check reviews of the media online 

• Preview the work before you purchase 

• Test the video in conjunction with the exercise with a colleague before the presentation 

o Cue the scene 

o Tell the audience what to look for –don’t show any more than 

necessary 

Personally-created video 

• Plan by creating a simple outline that matches your presentation content 

• Create a storyboard using PowerPoint, a word processor, or paper before you record 

• Check your equipment thoroughly 

• Do a practice run before your final recording 

• Transfer the recording immediately to a computer or USB stick for backup. 

Professionally produced video from a production company 

• Create an outline. (The storyboard may be provided by the production company.) 

• Carefully create a request for proposal, and review several companies 

• Preview finished samples of each company's work 

• Ask for a client list, and check with several of them 

• Plan to dedicate an in-house resource person to work with the production company 

• Manage costs through a preproduction meeting, trimming, if necessary, where it makes sense 

• Maintain frequent two-way communication during the project 
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• If all proposals come in nearly equal, trust your instincts based on the relationships you have 

formed with the prospective companies 

 

Creating a Plan B 

Regardless of the method you use for your audio and video, it is essential to have a 

backup plan in the event that something goes awry with the technology. 

• Have one or two backup copies of your media, perhaps one on a USB flash drive  

• Test everything before the presentation 

• For higher-end productions, have a technician on standby, if possible 

• Record and back up the audio track separately; if the video fails you will still have the audio 

• Create a handout with the key concepts contained in your video 

• Capture screen shots directly from the video (if permissible by copyright) and add them to a 

PowerPoint file 

• If sequence isn't an issue, and you have access to a technician later, adjust your agenda to utilize 

the video later in the program. 

If, for any reason, none of the above is feasible, consider substituting a role play between you and the 

selected participants. Above all, today's participants understand the glitches that can be involved with 

using technology, and will probably be empathetic as you carry on your presentation as if it was no big 

deal. 

 

 

Practical Illustration 

After talking to the coordinator, he learned that the technician could not come out to 

help him. Jarrett felt stressed. None of his electronics he brought had worked right. His 

back-up plans had fallen through, and now the internet was down. 

Jarrett kept a cool head. He turned to the audience. “It appears that we have technical 

difficulties, so I won’t be able to show the clip that I brought; however, I’d like to ask for 

two participants from the group.” He took out a folder and opened it. “I have a scenario I’d like two 

people to play out that illustrates the same point of the video.” 

A few hands went up in the group. Jarrett carried out the role-play he planned in case of emergency, 

and the training continued on successfully. 
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Module Ten: Review Questions 

1. Which statement is not true of audio and video in a presentation? 

a) Video and audio both represent a two-way communication to participants  

b) Audio and video are very much a part of our everyday lives, so they are accepted --and even 

expected media in a presentation 

c) They are attractive options for a presentation because they provide learners with more 

dimensions by which to receive information  

d) The opportunity to use them as part of learning exercises or in the ensuing discussions adds 

value to the presentation 

2. What is a way to obtain video material? 

a) Borrowing off-the-shelf video designed for training presentations 

b) Creating your own media splicing together video from websites online 

c) Hiring a professional video production company  

d) Becoming a professional video production company 

3. What will influence the direction of the video? 

a) Your media budget 

b) The amount of available time and preparation 

c) Your comfort and skill level with video 

d) All of the above  

4. What can be used as a standalone option, as part of the video, or even created by the 

participants? 

a) Audio 

b) Website 

c) PowerPoint presentation 

d) Flipchart 

5. What is an example of some type of player that can help you use audio and video in your 

presentation? 

a) USB memory stick 

b) Word processor 

c) Microsoft Excel 

d) Flipchart 

  



Page 70 

6. For audio and video, what is optional, but recommended for more than the smallest room and 

group? 

a) A device on which to play audio and video 

b) Speakers 

c) A projector 

d) A projector screen 

7. Which solution is much more portable if your presentation is delivered off-site? 

a) Speakers 

b) A projector 

c) An electronic whiteboard 

d) A smartphone 

8.  Which of these tips is helpful when using purchased off-the-shelf video? 

a) Create a storyboard using PowerPoint, a word processor, or paper before you record 

b) Check reviews of the media online  

c) Do a practice run before your final recording 

d) Ask for a client list, and check with several of them 

9.  Which of these tips is not helpful when using professionally produced video from a production 

company? 

a) Maintain frequent two-way communication during the project 

b) Carefully create a request for proposal, and interview several companies 

c) Do a practice run before your final recording  

d) Plan to dedicate an in-house resource person to work with the production company 

10. If none of the technology of your other backup plans work when giving your audio and video 

presentation, what is a good plan? 

a) Substitute a role-play with you and selected participants  

b) Reschedule the presentation 

c) Adlib and fill in the time by giving a lecture 

d) Wait for a technician to arrive. Your participants will understand the wait time 
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Module Eleven: Pumping it Up a Notch 

Bringing your presentation to the next level is something 

you can accomplish after feeling comfortable with all of 

the previous topics discussed. You can add the little 

touches that will produce a lot of value during your 

presentation.  

 

 

 

 

Make Them Laugh a Little 

Humor is a popular way to liven up a presentation. It makes the audience align with 

you, and sends a signal that you are in charge. Handled properly, humor enriches a 

presentation.  

When considering humor, make sure that whatever content you choose meets four 

criteria: 

• You think the joke or lines are funny 

• You can repeat the piece confidently and comfortably 

• Your choice is not offensive to anyone (gender, race, age, disability, politics) 

• Your audience will understand and appreciate what you are saying. 

• A joke should have a punch line delivered with all you’ve got.  

Here are some tips for collecting and using humor:  

• Jot down jokes as you hear them in everyday life; classify them as your collection grows 

• Deliver any humor verbally only, and keep things light 

• Match your humor to the demographics of the audience 

A sense of humor is a major defense 

against minor troubles.  

Mignon McLaughlin 
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• Research and consider using local humor if you’re working off-site 

• Don’t be afraid to poke fun at yourself. 

If a joke or delivering humor with words isn't within your comfort level, consider sharing a lighthearted 

cartoon, doing a simple magic trick, or doing something else that is unexpected and evokes a reaction 

and some emotion from the participants.  

 

 

Ask Them a Question 

Questions can be used in many ways, and at just about any time during your 

presentation. 

• As an opener 

• To check whether the desired learning is occurring, or to extend the learning 

experience 

• To diffuse a difficult or uncomfortable situation 

• To fill a long pause 

• To get a feel about the mood in the room. 

As we learned in module four, Verbal Communication Skills, you can use open, clarifying, or closed, 

questions, depending upon your needs. 

 

Encouraging Discussion 

Much of the discussion during your presentation will be structured to fit with the 

learning exercises. If a remark or question is made during a discussion that is off topic or 

something that should not be dealt with at the time, you can always add it to the parking 

lot, and return to it during the wrap-up to bring closure. 

As an adjunct, the exercise below provides participants with a different method for 

fielding a discussion in conjunction with a learning topic. 
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Dealing with Questions 

Q&A Sessions: If time permits in your presentation, you may choose to hold a 

general question-and-answer session. As the presenter, you are in control; you can 

decide when to stop the discussion. In a large room be prepared to repeat each 

question. If no questions arise, be prepared to ask one yourself. 

You can use an open question to begin the session: “What questions do you have?” 

Restating Negative Questions: If a question is phrased negatively, restate it. For 

example, "Why have so many of his staff displayed chronic absenteeism?" can be restated as "Let's 

explore what we can do to reduce absenteeism in the team." 

Off-topic: Don't forget about the parking lot if you receive an off-topic question. 

Leveraging experience in the room: There may be situations when you wish to redirect a question to 

one of the participants. Again, you are in charge, so call upon someone and keep the discussion moving 

on afterward. 

The following exercise is a fun, light way to prompt a group to ask questions to tackle a project or a 

problem. 
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Practical Illustration 

Juan had set up all the video and audio needed. He had backup plans in place, and he had 

practiced the presentation last night. However, the only part that got him was including 

humor in his training. He just never quite delivered the jokes right.  

Juan started off by handing each participant a print-out of three headlines. ‘Local High 

School Dropouts Cut in Half’, ‘Kids Make Nutritious Snacks’, and ‘Hospital Sued by 7 Foot 

Doctors’. At first, it was quiet. Then a few chuckles and laughs rippled through the crowd. 

Juan let the newspapers tell the joke for him, and he said, “As you can see, exact and careful wording 

and phrasing is necessary, whether you’re a newspaper or an advertising agency. Which is what we will 

be talking about today.” 
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Module Eleven: Review Questions 

1. When is ‘bringing it to the next level’ something you can accomplish? 

a) At any time, at any comfort level 

b) It is necessary in every presentation 

c) After years of practice 

d) After feeling comfortable with all of the previous topics discussed  

2. How does using humor improve your presentation? 

a) It increases productivity in small group activities you will assign 

b) It helps pass the time for the participants 

c) It shows the audience that you are all on the same level 

d) It makes the audience align with you while also sending the signal that you are in charge  

3. What is one of the four criteria that the content of your joke should meet? 

a) Your friends think the joke is funny 

b) You can repeat the piece confidently and comfortably 

c) Your joke is only offensive to one or two groups of people 

d) The best jokes are ones without punchlines 

4. Which is not a good tip for collecting and using humor? 

a) Tell jokes that have a deeper, more serious meaning 

b) Jot down jokes as you hear them in everyday life 

c) Match your humor to the demographics of the audience 

d) Don’t be afraid to poke fun at yourself 

5. If a joke or delivering humor with words isn't within your comfort level, what is a good option? 

a) Practice telling jokes regularly in time for the presentation 

b) Doing something wildly unexpected to shock the audience 

c) Sharing a lighthearted cartoon  

d) Learning a complex magic trick 

6. When is not a good time to ask the audience a question? 

a) To diffuse a difficult or uncomfortable situation 

b) In order to shorten the learning experience  

c) To get a feel about the mood in the room 

d) To fill a long pause 
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7. If a remark or question is made during a discussion that is off topic or something that should not 

be dealt with at the time, what can you do? 

a) You can always add it to the parking lot and refer to it the next morning 

b) You can always add it to the parking lot, and return to it during the wrap-up to bring closure  

c) You can always stop the presentation to attend to the question 

d) You can always ignore the question. It is imperative to always stay on topic 

8. During a Q&A session in a large room, what should you be prepared to do? 

a) To follow the exercise in a fun, light way 

b) Consistently redirect questions back to the audience 

c) To repeat each question 

d) To rephrase the question negatively if possible 

9. How can "Why have so many of his staff displayed chronic absenteeism?" be restated 

positively? 

a) “Why have so many of his staff not displayed any absenteeism?” 

b) “Why have so few of his staff displayed chronic absenteeism?” 

c) “Someone remind me of the definition of absenteeism.” 

d) "Let's explore what we can do to reduce absenteeism in the team."  

10. How can you leverage experience in the room? 

a) Call upon someone and keep the discussion moving on afterward, as you are in charge  

b) Bring up topics that will encourage the experts in the room to start up a discussion 

c) Restate a negative question in a positive way 

d) Ask an open-ended question to draw out the experts in the room 
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Module Twelve: Wrapping Up 

Although this workshop is coming to a close, we hope that your 

journey to improve your Presentation Skills is just beginning. Please 

take a moment to review and update your Action Plan. This will be a 

tool to guide your progress in the days, weeks, months, and years to 

come. We wish you the best of luck on the rest of your travels! 

 

 

Words from the Wise 

• Chinese Proverb: Learning is a treasure that will follow its owner everywhere. 

• Philip Crosby: The audience only pays attention as long as you know where you are going. 

• Nancy Willard: Sometimes questions are more important than answers. 

 

Lessons Learned  

The objective of this course was to teach the following: 

• Perform a needs analysis and prepare an outline 

• Select presentation delivery methods 

• Practice verbal and non-verbal communication skills 

• Overcome nervousness 

• Develop and use flip charts with color 

• Create targeted PowerPoint presentations 

• Utilize white boarding for reinforcement 

• Describe how video and audio enhance a presentation and list criteria for determining what 

types to use 

• Enrich the learning experience with humor, questions, and discussion. 

In my end is my beginning. 

T.S. Eliot 
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Appendix  

Worksheet 1  

     Paint a Picture 

Background 

At the Art Institute, the staff was impatient with an artist about the time, effort and cost to produce a 

finished painting. Your team was commissioned to perform a needs analysis.  It defined a work task 

called “Paint a Picture”.  A list of subtasks was documented as follows: 

a) Select a subject 
b) Select media; oil on canvas 
c) Mount canvas 
d) Prepare studio 
e) Sketch subject on paper 
f) Select sketch to be painted 
g) Prepare canvas 
h) Prepare palette 
i) Mix paints 
j) Decide on treatment and paint 
k) Build up painting by layers 
l) Allow painting to dry 
m) Varnish canvas 
n) Frame. 

Assignment 

1) Group the tasks that fit together logically 

2) Write headings for each group 

3) Add opening and closing modules for the presentation. 

4) Edit the headings and subtasks to provide some “zing”. 
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Worksheet 2  

Capitalizing on Case Studies 

 

Part A: Generate solutions to solve a problem in this short case study. 

Your vegetable processing plant has a job marked by extremely high turnover. Your two most recent 

hires, James and Sally only stayed a few weeks. Among slightly longer-term employees, absenteeism and 

tardiness are high.  

The reason? The duties are repetitive, tedious, dirty, smelly, and generally low status. Typical tasks 

include wrapping the garbage for removal, sweeping and mopping floors, and scrubbing walls, cleaning 

several restaurants, and hosing down garbage cans. The volume of work is such that "free time" is 

generally available, ranging from 45 minutes to nearly 2 hours daily depending on the workload and the 

pace of the worker. 

You are Bill, the human resources manager of this plant. What will you do to significantly extend the 

period of time in which the employee stays with the company? 

Assignment 1:  Analyze the case study and generate solutions. 

With this type of issue, there is not going to be one solution, but a combination of them. 

• Offer incentives to stay longer. Shorter time between raises or time-based bonuses. May need 

to be as short as weekly or daily. 

• Time worked based PTO (paid time off) 

• Break up tasks to remove some repetition. Make sure the work is spread out in a way that 

makes it less tedious or repetitive. 

• Extra pay for the dirtier jobs: “dirt pay” 

• Install or setup showers and/or a “dirt room” where workers can change, take a shower, and put 

clean clothes on. 

• Utilize the “free time” to play games, and relax in a way the workers choose. Generate ideas 

from employees on how they would like the free time utilized. 

• Analyze the work environment and see if better or different equipment can improve the work 

area. Better hoses, mops, gloves, even the smallest improvement can help. 
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Assignment 2:  Create your own case study based on the principle provided. Use the chart below to 

gather your ideas to build the case. 

 

Development Step Case Information 

Principle Chronic lateness to work in the mail room 

Situation 
 

Symptoms 
 

 

Characters 
 

 

Case 
 

 

 

 

 

Questions 
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Worksheet 3     

Why Question It? 
Once upon a time, a lion was wandering through a forest and spied a bull. He got very close, undetected, 

and pounced on the bull. After a tussle, the lion killed the bull and had a fabulous feast for a week. After 

his last bite, he licked his lips, and settled in for a long, deep sleep. When the lion awoke, he stretched 

slowly and was so proud of himself that he roared and roared. A hunter heard him, followed the sound 

until he found him, centered him in the sight of his gun, and killed him with one shot. The moral of the 

story: When you are full of bull, keep your mouth shut! 

Decide whether the first two questions below are open or closed.  Then improve the third question. 

Question Open or Closed? 

a) Where was the lion wandering?  

b) Why did the lion have a fabulous feast for 

a week? 

 

c) Is there a moral to this story? 1. Open or closed? 

2. Rewrite this question for a better 

result. 

 

 

Rewrite the questions below to improve the phrasing, thereby encouraging a better answer and learning 

response. 

Original Phrasing Improved Phrasing 

a) What did the lion do after he slept?  

b) Describe the fight.  

 

List two reasons for the presenter to direct questions to a group. 

1. 

2. 
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Once upon a time, a lion was wandering through a forest and spied a bull. He got very close, undetected, 

and pounced on the bull. After a tussle, the lion killed the bull and had a fabulous feast for a week. After 

his last bite, he licked his lips, and settled in for a long, deep sleep. When the lion awoke, he stretched 

slowly and was so proud of himself that he roared and roared. A hunter heard him, followed the sound 

until he found him, centered him in the sight of his gun, and killed him with one shot. The moral of the 

story? When you are full of bull, keep your mouth shut! 

Decide whether the first two questions below are open or closed.  Then improve the third question. 

Question Open or Closed? 

a) Where was the lion wandering? Closed 

b) Why did the lion have a fabulous feast 

for a week? 

Closed 

c) Is there a moral to this story? 1. Closed 

2.  Is there a moral to this story that you 

have experienced in real life? 

 

Rewrite the questions below to improve the phrasing, thereby encouraging a better answer and learning 

response. 

Original Phrasing Improved Phrasing 

a) What did the lion do after he slept? What events occurred after the lion slept? 

b) Describe the fight. Describe the fight along with the location, and 

the events that led up to it. 

 

List two reasons for the presenter to direct questions to a group. 

• Stimulate the thinking of all participants 

• Provide participants the opportunity to respond voluntarily 

• Avoid putting any one person on the spot. 

• Stimulate one participant to think and respond 

• Tap the known resources of an “expert” in the room 
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Worksheet 4  

Never Give In 

• Can you communicate with power?  Give it a try using this short speech by a grand master of 

speaking over sixty years ago. 

 

• “Never give in. 

• Never give in. 

• Never, never, never, never— 

• In nothing great or small, 

• Large or pretty. 

• Never give in except to convictions of honor and good sense.” 

• Winston Churchill, October 29, 1941, part of a six-minute speech to his alma mater, the “Boys of 

Harrow” during World War II 
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Worksheet 5  

          The Hands Have It 

Gestures of direction, size, shape, description, feeling and intensity are all effective when speaking.  

Practice each type with your partner as you read a few of the short statements below.  Word clues are 

italicized for you.  Then share feedback about your results with each other. 

 

Direction 

1. She jumped off the dock and sank straight down to the bottom of the lake. 

2. We circled the airport for what seemed like hours until the fog lifted. 

3. The car was headed south, toward the border. 

 

Size, shape, and description 

1. Lying in the pail was the biggest frog I’d ever seen.  But before I could grab him… 

2. On approach, the plane dipped before veering slightly to the right. 

3. It is a large wheel, maybe the size of a salad plate.  On one side, it has teeth designed to mesh on 

the shaft. 

 

Feeling and intensity 

1. I have tried to get the board to realize that this project is critical to the success of water system, 

but I have failed. 

2. I was so excited when on my first visit, we finally landed in Hong Kong! 

3. The team was so close to winning the pennant, but they just blew it.  How much more can the 

fans take? 
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Worksheet 6   

              Sending Signals 

People who are excellent communicators are sensitive to the power of the emotions and thoughts 

communicated non-verbally through signals. Again, using the statements from the Gestures exercise, 

select a few and practice reinforcing your message through the use of eye contact, posture, body 

movements, and tone of voice.  Share observations with your partner. 

 

Direction 

1. She jumped off the dock and sank straight down to the bottom of the lake. 

2. We circled the airport for what seemed like hours until the fog lifted. 

3. The car was headed south, toward the border. 

 

Size, shape, and description 

1. Lying in the pail was the biggest frog I’d ever seen.  But before I could grab him… 

2. On approach, the plane dipped before veering slightly to the right. 

3. It is a large wheel, maybe the size of a salad plate.  On one side, it has teeth designed to mesh 

on the shaft. 

 

Feeling and intensity 

1. I have tried to get the board to realize that this project is critical to the success of water system, 

but I have failed. 

2. I was so excited when on my first visit, we finally landed in Hong Kong! 

3. The team was so close to winning the pennant, but they just blew it.  How much more can the 

fans take? 
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Worksheet 7   

Vibrant Voice Tones 

Exercise a): Moving your voice around 

1. Press your hand on your nose and say "nose". 

2. Concentrate on your nose as you repeat the word until you can feel your nose vibrating. 

3. Now do the same exercise with your hand on your throat saying "throat". 

4. And finally, on your chest saying "chest". 

5. Keep practicing until you can really feel the vibration in each place. 

6. Notice how different each one sounds. 

Exercise B): Using your range 

1. Starting from a high note, say 'ar' (as in the letter r) keeping your mouth open allow the note to 

drop down until your breath runs out. 

2. Repeat this ten times. 

3. Starting from a low note, say 'ou' (As in you without the y), allowing the note to rise until you 

cannot support the sound. 

4. Repeat this ten times. 

Exercise C): Resonate 

To use your voice correctly it must resonate in the facial area surrounding the nose and mouth. 

There are two ways to do this: 

1. Hum at whatever pitch is most comfortable for you. When you have found your pitch, hum 

'umm' followed immediately by the word 'ready'. Repeat a few times, then try the words 'now', 

'one', 'two', 'three'.  

2. Hum, and then allow your lips to vibrate. You are attempting to sound like a dove. Allow the 

pitch to rise and fall. This is very difficult if there is any tension in the jaw or face. Done correctly 

for a few minutes, your face will start to feel numb.  After a few minutes, you should notice that 

your voice sounds crisper, and the sound has better attack. 

Spending 5 minutes a day practicing these exercises will enhance your voice tone. 
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Worksheet 8 

                          Simple Visualization Techniques 

Practice visualization often, as much as three times a day. Have patience with the process as you learn. 

Eye Relaxation 

Put your palms directly over your closed eyes.  Block out all light without putting too much pressure on 

your eyelids. Try to see the color black. You may see other colors and images, but focus on the color 

black. Use a mental image such as black fur or a nearby black object to help you remember the color. 

Continue this way for a few minutes, thinking and focusing on black.  Slowly open your eyes, gradually 

getting re-accustomed to the light. Experience the sense of relaxation in the muscles that control 

opening and closing your eyes. 

Laughter 

Laughter stimulates your circulatory, respiratory, vascular, and nervous systems, reducing emotional 

and physical tension, and creating a feeling of well-being.  Try this humor exercise: 

Close your eyes.  Experience yourself becoming increasingly relaxed as tension leaves your body.  Begin 

imagining yourself using humor in a difficult situation. Think of something that is happening in your life 

right now, and create a humorous alternative to your usual stress response. 

Listening to Music 

Prior to the presentation, create a half-hour playlist of music. Use music that you find peaceful and 

relaxing. If you choose music you have enjoyed and found relaxing in the past, the use of same music 

will create a positive association that you can continue to use in the future. 

To maximize the use of your music session, set aside 30 minutes of time alone.  Find a comfortable 

position, close your eyes, and turn on your music.  Mentally scan your body, noting areas of tension, 

pain, and relaxation.  Notice your mood, too. If an unrelated thought enters your head, toss it aside, 

remembering the music instead. You can also say to yourself “Relax,” or “Music relaxes me.”  

When the music is finished, mentally scan your body again. Does it feel different compared to before 

you started? Is there any difference in your mood? 
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Worksheet 9 

Breathing Exercises 

 
The Relaxing Sigh 

A sigh releases a bit of tension and can be practiced at will as a means of relaxing. 

1. Sit or stand up straight. 

2. Sigh deeply, letting out a sound of deep relief as the air rushes out of your lungs. 

3. Don’t think about inhaling; just let the air come in naturally. 

4. Repeat this procedure whenever you feel the need for it, and experience the feeling of 

relaxation. 

Complete Natural Breathing 

The following Yoga exercise will become almost automatic with practice. 

1. Begin by sitting or standing up straight in good posture. 

2. Breathe through your nose. 

3. As you inhale, first fill the lower section of our lungs.  Your diaphragm will push your abdomen 

outward to make room for the air.  Second, fill the middle part of your lungs as your lower ribs 

and chest move forward slightly to accommodate the air.  Third, fill the upper part of your lungs 

as you raise your chest slightly and draw in your abdomen a little to support your lungs.  With 

practice, these three steps can be performed in one smooth, continuous inhalation in a few 

seconds. 

4. Hold your breath for a few seconds. 

5. As you exhale slowly, pull your abdomen in slightly and lift it up slowly as the lungs empty.  

When you have completely exhaled, relax your abdomen and chest. 

6. Now and then at the end of the inhalation phase, raise your shoulders and collarbone slightly so 

that the very top of your lungs are sure to be replenished with fresh air. 
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Worksheet 10  

Re-Imagine a PowerPoint Slide 

Use the tips and tricks you discussed in Module Eight to suggest simple improvements to the following 

PowerPoint slide. 
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Worksheet 11 

Bill’s Media Challenge 

The Training Director at Fabulous Manufacturing Company has asked for the development of a new one-

day presentation about supervising others. 

Launching in eight weeks, it will be conducted in the training center at corporate headquarters, and also 

in several plant locations around the country. 

Bill has been assigned to develop and deliver the presentations. 

Sue, the Training Manager, has asked Bill for his recommendations regarding audio and video media for 

the presentations.  She will then set a media budget. 

Here are several facts to consider: 

• Bill has finished developing the course outline 

• The training department has a limited library of “off the shelf” videos from prior training 

sessions, and some old VCR equipment 

• No externally-produced video has ever been used in training presentations at Fabulous 

• Bill received a simple video camera as a gift, but he hasn’t used it yet 

• Bill is tech-savvy. 

 

Assignment: 

You are Bill.  What considerations should you analyze and what questions should you ask in order to 

make your recommendations to Sue? 
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Worksheet 12 

Funny Firsts 

 

As you deliver one of the openers below, think about how your body language can reinforce the 

message. 

 

 

“If you are wondering if this will be a boring presentation, you are not alone. I’m dying 

to know too.” 

 

“I’d like to make three important points. That’s the first one. Can’t remember the other 

two.” 

 

“They said keep it short and simple, so thanks for listening and goodbye.” 

 

“You’re thinking, how will I start? Don’t. Your real problem is when will I stop.” 

 

“Some of you have heard me speak before. The rest of you have something to look 

forward to.” 

 

“I’ve been working on this material for months. Fortunately, last night my dog ate it.” 
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Worksheet 13 

Car Wash 
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Post-Assessment 

1. What purpose does a needs analysis serve? 

a) Validates your finalized content before you move on to editing 

b) Helps you to understand your audience and provides you with the answers to a few basic 

questions  

c) Resolves the gaps that are found in experts, average, and poor performers 

d) Designates where to add headings for an introduction and completes workshop objectives 

2. What does a needs analysis measure? 

a) The cost and benefits of a project 

b) Only the poor performers in a work process 

c) What skills employees have and what they need 

d) What will need to be researched, written, and edited 

3. If you must lecture occasionally, which strategies should be used? 

a) Strategies that keep the objectives and information vague 

b) Strategies that make the delivery less interactive 

c) Strategies that make the delivery more interactive  

d) Strategies that don’t fill the allotted time for the lecture 

4. What method provides direction toward specific learning goals and a high degree of participant 

involvement? 

a) Small Group Experience 

b) Lecture 

c) Discussion 

d) Research 

5. Why are communication skills needed? 

a) To be able to create a template 

b) To be able to decide between a case study or a problem-solving exercise 

c) To be able to meet organizational requirements 

d) To be able to provide an excellent presentation  

6. What requires concentration so that the brain processes meaning from words and sentences? 

a) Hearing 

b) Listening 

c) Lecturing 

d) Speaking 
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7. What is just as important as verbal skills? 

a) Lecturing skills 

b) Skills in being still and silent 

c) Non-verbal skills 

d) Speaking skills 

8. Which statement is not true of non-verbal communication? 

a) It is the process of communication through sending and receiving wordless messages 

b) It is the single most powerful form of communication  

c) It requires concentration so that the brain processes meaning from words and sentences  

d) It cues you in to what is on another person’s mind, even more than voice or words can do 

9. What is normal when giving a presentation? 

a) Over-confidence 

b) Feeling completely calm and relaxed 

c) Missing the presentation because of severe anxiety 

d) Nervousness  

10. Which is an example of when nervousness can strike in a presentation? 

a) After the presentation has finished 

b) If you have captured the audience’s undivided attention 

c) At the beginning of the presentation  

d) When your memory serves you well 

11. What is a benefit of using flip charts in a presentation? 

a) Focusing attention on a topic 

b) Helps you relax and clear your mind 

c) Encourages participation and interaction 

d) All of the above 

12. Which statement about the use of flip charts is not true? 

a) The use of flip charts serves to inform participants 

b) They represent a complex, high-cost learning aid 

c) They add versatility to a presentation 

d) Flip charts allow the presenter to use creativity to enhance the learning process 

 

  



Page 95 

13. What is the definition of Microsoft PowerPoint? 

a) A word processor developed by Microsoft 

b) A spreadsheet application that features calculation, graphing tools, and pivot tables 

c) A commanding tool for creating visual screens for a presentation  

d) A database system from Microsoft 

14. What is a benefit of using Microsoft PowerPoint? 

a) Makes it easier to display images, charts, or graphs possibly too complex for a flip chart  

b) Publishes and maintains blogs from Office Word 

c) Connects your documents to business information 

d) Tables, queries, forms, and reports build upon each other and make up the heart of a 

database application 

15. Which statement is true of whiteboards? 

a) A whiteboard is the name for any glossy-surfaced writing board where permanent markings 

can be made 

b) Like the predecessor chalkboard, there is chalk dust, and markings last just as long as they 

would on a chalkboard 

c) Whiteboards have been around since the 1920’s, and are now vastly improved and more 

affordable compared to early models 

d) The use of a whiteboard helps to promote interactivity during a presentation  

16. What is a benefit of using a whiteboard? 

a) They can easily be moved from site to site 

b) They are only available in free-standing frames 

c) They are useful for recording the results of small group exercises or spontaneous 

information arising in a discussion  

d) They are typically small in size 

17. Which statement is not true of audio and video in a presentation? 

a) Video and audio both represent a two-way communication to participants  

b) Audio and video are very much a part of our everyday lives, so they are accepted --and even 

expected media in a presentation 

c) They are attractive options for a presentation because they provide learners with more 

dimensions by which to receive information  

d) The opportunity to use them as part of learning exercises or in the ensuing discussions adds 

value to the presentation 
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18. What is a way to obtain video material? 

a) Borrowing off-the-shelf video designed for training presentations 

b) Creating your own media splicing together video from websites online 

c) Hiring a professional video production company  

d) Becoming a professional video production company 

19. When is ‘bringing it to the next level’ something you can accomplish? 

a) At any time, at any comfort level 

b) It is necessary in every presentation 

c) After years of practice 

d) After feeling comfortable with all of the previous topics discussed  

20. How does using humor improve your presentation? 

a) It increases productivity in small group activities you will assign 

b) It helps pass the time for the participants 

c) It shows the audience that you are all on the same level 

d) It makes the audience align with you while also sending the signal that you are in charge  
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