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Objectives

• To recognize the steps in preparing a 

presentation

• To understand the key elements of a 

presentation

• To identify delivery techniques

• To prepare for the unexpected
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Key elements 

of a presentation

• Connection

• Content

• Confidence
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Activity – Present yourself!

Work with a partner

Group A: You are new to the IEP program, 

meeting a classmate in the Business Law & 

Ethics class. 

Group B: You have recently completed the IEP 

program, meeting a potential employer.
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Connection

The key to a great presentation

is connecting with your 

audience!
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Connection

Know your audience

– Relationship

– Purpose

– Interests

– Needs

– Benefits

– Motivation
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Connection

Know your audience - strategies

• Create a profile

• Contact administrative assistants

• Research distribution lists

• Compare notes with colleagues

• Check web sites

• Call participants
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Connection

Set an Audience-focused Goal

My presentation will be successful if my 

audience 

– understands a new process

– follows my advice 

– gives me approval

– hires my services

– purchases my product
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Content 

Use a 4-step DROP approach:

D  ump all ideas onto paper

R  esearch materials

O  rganize, edit, make notes

P  ractise, practise, practise



10 www.yorku.ca/makemore

Faculty of Liberal Arts & Professional Studies

Content

Dump all ideas onto paper

Growth potential

Competitor’s product

Distribution issues

Your product
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Content: 

Research your material

growth potential

Competitor’s product - statistics, 

- few comparables - income levels

- chart performance - premium rates

Artists need security administration

- stats on income distribution over time

- Compare to traditional investments

Celebrity

lifestyle insurance
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Presentation structure

Summary

(Background)

Details

Conclusions

Summarize key points:
• Identify main topics

Give reasons:
• if necessary

Discuss main topics:
• give details and significance

Sum up:
• Repeat key points
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Content

Always Add Value

• Start strong

• Create logical flow

• Emphasize benefits

• Personalize the material

• Come to a conclusion
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Content

Powerful Openers
– Today, I’m going to tell you why Celebrity 

Insurance will be your newest source of revenue 
growth…

– I’d like to share with you today how the new tax 
laws will affect multi-employer pension plans. We 
will be discussing…

– In today’s meeting, I will outline the key 
contributions that each department is expected to 
make toward 3rd quarter earnings. 
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Content

Provide background if necessary

• Why your product/idea/information is special

• What makes you different

• How you can help

• Why this is necessary
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Content

Create logical flow
• Use “lead-ins”

– “Now let’s look at how the new process will increase 
efficiency by 20%”

• Show logical connections between points
– “for example” “as a result” “on the other hand”

• Make figures meaningful
– “the high levels of x in this table indicate …”

• Adjust language to audience
– Jargon, acronyms, technical terms, level of detail
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Content

Personalize the material

– Anecdotes

– Examples

– Imagery

– Comparisons

– Humour
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Content

Emphasize benefits

– Reduced rate of error

– Increased productivity

– Cost savings

– Efficiency

– Improved morale
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Content

Make PowerPoint your friend

– Discuss your material; don’t read it

– Use a readable format (6 x 6 rule)

– Add captions to graphs or charts

– Use graphics wisely



20 www.yorku.ca/makemore

Faculty of Liberal Arts & Professional Studies

The Opportunity to Build the 

Financial Future You Want

World Wide Investments offers a broad range of investment products to

address your specific needs for protection, growth and flexibility:

• Venture Forth Funds – a varied set of investments including mutual

funds, equity and bonds designed to focus on providing protected

capital while also offering the potential to grow your wealth.

• Venture VIP – a varied set of investments including mutual funds,

equity and bonds as well as life insurance, designed to focus on

death benefit protection on two lives while also offering the

potential to grow your wealth.

• Venture VIP Accumulator – a varied set of investments designed to

focus on aggressive cash accumulation potential while also

providing some protected capital.
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Help Your Clients Build their 

Financial Future

World Wide Investments offers your

clients protection, growth and flexibility

through: 

– Venture Forth Funds

– Venture VIP 

– Venture VIP Accumulator
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Help Your Clients Build their 

Financial Future 

• Venture Forth Funds
– death benefit protection on one life; 

– potential to grow wealth.

• Venture VIP
– death benefit protection on two lives; 

– potential to grow wealth.

• Venture VUL Accumulator
– aggressive cash accumulation potential;

– death benefit protection on one life.
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Can anyone read this?
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Is this meaningful?
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PowerPoint Overkill

A PowerPoint diagram meant to portray the complexity of American strategy in Afghanistan certainly succeeded in that aim. 

New York Times, April 26, 2010
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Content

Come to a conclusion

– Summarize key points

– Re-state main points or benefits
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Activity  

Plan a Presentation
Form groups of 3 to develop an outline of a

presentation on the benefits of the IEP program.
• Group A will present to potential employers

• Group B will present to potential students

Determine your goal, audience needs + strategy
• Develop your

– introduction 

– key points

– conclusion
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Confidence 

A confident presenter manages

• Nervousness

• Body Language

• Voice
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Confidence

“There are two kinds of speakers:

those who are nervous, and

those who are liars.”

Mark Twain
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Confidence

Channel nervous energy

• Mental Nervousness

– Prepare and rehearse

– Visualize success

– Focus on the opportunity

– Remember nervousness is invisible

– Wear something beautiful
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Confidence

Channel nervous energy

• Physical nervousness

– Breathe deeply

– Stretch

– Pause

– Smile
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Confidence 

“People don’t want to see you fail; nobody

enjoys a speaker’s pain … They don’t

want to watch you make a mess of it. They

yearn for you to do well … there’s very

positive energy going for you.”

June Callwood

Journalist
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Confidence

Prepare for the place

– View the facilities

– Check the equipment

– Network with the audience

– Prepare for the worst

– Keep your sense of humour
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Confidence

Body Language 
– Eye contact

– Stance

– Movement

– Gestures
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Confidence

Eye contact

– Find a friendly face

– Look around at each person

– Respond to non-verbal messages

– Be flexible

– Smile!!!
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Confidence

Stance

– Head up, shoulders back, hands relaxed

– Look alert, enthusiastic, comfortable

– Avoid closed positions

– Don’t fidget 

– Anchor thumbs outside pockets

– Smile
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Confidence

Movement should complement meaning

– Step into a point

– Step back for an overview

– Step in to explain

– Step back to move on

– Walk around to involve participants

– Don’t block visual aids
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Confidence

Use gestures naturally to

– Emphasize

– Illustrate

– Shape

– Emote 
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Confidence

Voice

– Volume

– Pitch

– Pace

– Enunciation

– Inflection
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Confidence

Prepare your voice

– Breathe: In-2-3-4-; Out-2-3-4

– Swallow imaginary honey

– Stretch difficult words

– Feel what you say

– Slow down

– Pitch down

– Drink water (with a straw)
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Confidence

Expect the unexpected

– Stay calm

– Be flexible

– Know your highlights

– Talk to the audience

– Consider alternative visual aids

– Remember that the presentation is you
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Confidence

• Listen carefully

• Pause and clarify

• Compliment the 

questioner

• Answer concisely 

when you know

• Follow up when you 

don’t know

• Bring detailed data 

handouts

• Involve others

• Set parameters

• Form a bridge

Manage audience questions
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Conclusions

• Know what you want/need to accomplish

• Connect to your audience and their 
needs

• Tell a compelling story with your content

• Present a confident image

• Prepare, prepare, prepare

• Expect the unexpected

• Have fun!
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Activity 

Deliver your presentation

• Practice the introduction to your 

presentation.  

• Take turns delivering it to your group.

• Use the Presentation Checklist to 

evaluate your partners.


