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10. Effective Presentations
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	Expected outcome

Participants will understand how to create and deliver effective presentations and will identify their strengths and areas for improvement when delivering their own presentations. 



	[image: image2.png]



Expected timing

95 minutes


	SESSION OVERVIEW

This session is a skill-building session that gives participants practice with creating and delivering effective presentations. Participants will discuss both the content and style of a good presentation and will share tips on how to prepare for a formal presentation. Participants will then customize a sample presentation based on their library advocacy messages and practice delivering it to their peers.
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Materials

Flip chart or white board

Presentation Skills and Style Self-assessment
Presentation Video Script (optional)
Delivering a Strong Presentation Reminders & Tips
Verbal and Nonverbal Communication Reminders & Tips
Practicing Effective Presentations
Presentation Feedback Form
Advocacy Action Plan Workbook
Session Feedback Form (optional)
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 For general ideas about localization, see the Advocacy Training Implementation Guide, page 27.
	LEARNING OBJECTIVES

The participants will:
· Recognize the key elements of a strong presentation.

· Improve presentation skills and style.

· Understand the importance of advanced preparation and practice to deliver more effective presentations.

· Be more comfortable and confident in delivering library presentations.

SESSION In COntext

This session works best after participants have completed the sessions Creating Library Advocacy Messages, Creating a Library Story, and Telling Your Library Story. It can be modified, however, to be delivered at any point in the second half of the training and can even be a stand-alone session. 

Session Outline

1. Welcome and Introduction (5 min)

2. What Makes Someone an Effective Presenter? (25 min)

· Activity: Presentation Skills and Style Self-assessment
· Activity: Observing and Critiquing a Presentation Video
3. How to Prepare and Deliver a Strong Presentation (60 min)

· Discussion: the Art of Preparation
4. Closing Comments and Session Evaluation (5 min)

Localization

· This session assumes that participants—regardless of their position or their comfort with public speaking—will be expected to give presentations on behalf of their libraries. If this is not the case, you may want to consider removing this session. 

· This session also assumes that participants are familiar with the basics of presenting, including resources like PowerPoint presentations. If you feel participants need more of an introduction or need to be taught additional skill sets, such as how to develop PPT presentations or how to effectively present via webinar or conference call, consider making this a longer, stand-alone workshop. 

· Are you able to extend the session length to allow enough time for all participants to practice a presentation in front of the group? If not, consider videotaping individual practice presentations and ask participants to provide feedback to their peers.

· What is your participants’ comfort level with giving presentations? There are activities included in this session that are designed to build confidence and a supportive environment which can be cut for timing. 

· Do the instructions provided in this session align with your culture’s approach to public speaking and use of body language, facial expressions, and tone of voice? You may find that the tips and videos need to be modified to be culturally appropriate. 

· The video provided in this session is in English with English subtitles. If you are able to record your own video, using a phone or flip camera and the video script provided, please do so. You should also make sure the room has A/V capabilities and that you have a back-up plan if you experience technical problems.
· Provide participants with locally relevant resources on presentation skills and presentation development—either as handouts or website links for post-training review. Examples include tips on how to overcome fear of public speaking or tips for developing good PPT presentations. 


	
	


Trainer Instructions AND Suggested Talking Points

Part 1: Welcome and Introduction (5 minutes) 
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	Segment overview

Set goals and expectations for the session and answer initial questions.


	PPT
Session Purpose
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	welcome AND Session Purpose

· Set expectations and provide context for this training session.
· In the Telling Your Library Story session, we discussed the importance of always being prepared to tell a short, one-minute, library story. As part of your library advocacy work, you will also be given opportunities to present your library story in a more formal setting, such as a city council meeting. 

· Learning how to deliver an effective library presentation will help you become a stronger and more persuasive advocate.
· In this session, you will develop and practice your presentation skills so that you are ready and confident for your next presentation opportunity.  


	PPT
Session Agenda
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	Session Agenda

· Present the agenda, reference handouts, and reinforce the participatory nature of the training.

· In this session, you will: 

· Assess your presentation skills and style, and identify areas you would like to improve.

· Discuss how to prepare for a presentation.

· Customize a short, sample presentation.

· Practice delivering your presentation and receive feedback from your peers.

· We will draw on the advocacy messages and library story that you have created to develop your sample presentation.
· I would like to invite all of you to actively participate during group discussions and small group activities during this session. 


Part 2: What Makes Someone an Effective Presenter? (25 minutes)
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	Segment overview

Ask participants to assess their own skills and comfort-level with presenting and discuss the qualities that make someone a good presenter. Review a video sample of a presentation as a group. 

Learning Objective

Participants will recognize the key components of a good presentation and identify strengths and areas of improvement when it comes to their own presentation skills and style.



	materials

Flip chart or white board
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	What Are your presentation experiences?
· Get a sense of participants’ comfort with public speaking by asking participants about their presentation experiences. Record responses. 
· If participants have never or rarely made a presentation on behalf of their libraries, use this time to discuss why they haven’t had a chance or might be reluctant to deliver presentations. Also, brainstorm possible presentation scenarios they could face in the future.   
· How many of you have experience making public presentations? 

· What types of presentations have you done? 

· Who was the audience? 

· What did you like about the experience? 

· What did you learn from the experience? 

· Have you ever had a bad presentation experience? Why was it a bad experience?
· How many of you get a little nervous when you are asked to make a presentation in public? [Ask for a show of hands.] Good, it is natural to be a little nervous.
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10 minutes
	ACTIVITY 1:

Presentation Skills and style SELF-ASSESSMENT
Participants will assess their own presentations strengths and style.



	PPT
Activity: Presentation Skills and Style Self-assessment
materials

Presentation Skills and Style Self-assessment
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	Introduce the self-assessment survey that will help participants identify their presentation strengths and style and areas where they would like to improve.
Once participants have completed the survey, ask them for comments on anything they learned about their presentation skills or style that they would like to share.

· There are a number of ways you can build your confidence and skills as a presenter. Preparation and practice are essential. It is also helpful to know yourself as a presenter. For example, do you have a particular presentation style? What do you think are your strengths and what makes you the most nervous?
· I would like each of you to complete the Presentation Skills and Style Self-assessment. 

· I am not going to ask you to turn in your survey. It is a tool for you to use. Please take a few minutes to complete it.

· Were you surprised by any of your responses? Did it help you identify areas where you would like to improve? 

· Would anyone like to share an example of a presentation skill they would like to improve as part of this training?



	PPT
What Makes Someone an Effective Presenter?
materials

Flip chart or white board
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	What Makes Someone An Effective Presenter?
· Ask participants about their experiences as an audience member listening to other presenters. Then ask them to focus on what they think are the key qualities of an effective presenter. Capture on a Flip chart or white board. Examples of things to listen and probe for are listed in the talking points below.
· Summarize participant responses and flag key points that we will be discussing in the training (e.g. body language, voice).
· We’ve talked about our own experiences and comfort with presenting. Now let’s think about other presentations you have seen and thought were very effective. What did those presenters do?

· What would you say are some of the qualities of an effective presenter? Think about not only what they said, but also how they said it. What are ways they captured your attention? [If not suggested by the participants, offer some of the following:]
· Presenter looked very confident and comfortable in front of the audience 

· Maintained good eye contact

· Voice was easy to hear

· Spoke at a pace that was easy to follow

· Started and ended on time

· Had time for questions for the audience

· Good energy when presenting

· Content they presented was interesting and relevant

· They used examples and stories

· How do you think they prepare to interact with the audience, and respond to questions with confidence? 

· How do you think they cope with the fear of public speaking? Remember most of us—even the best presenters—get nervous.
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10 minutes
	ACTIVITY 2:

Observing and Critiquing a Presentation Video
Provide participants with a presentation example as a point of reference to help participants connect with the tips and techniques that will be discussed later in the session.


	PPT

Activity: Observing and Critiquing a Presentation Video
MATERIALS

Presentation Video Script (optional) 
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	Play video example and ask the group for comments and observations. If you are using the curriculum videos and not your own versions, let participants know that the presentation videos are in English with English subtitles, and be willing to play them twice to ensure comprehension. Look for links between their responses to the video example and their responses to the earlier question about qualities of an effective presenter.
As the trainer, remember that the presentation in the video is good, but not perfect. You may want to stimulate conversation by offering one or two of your own observations. (e.g. “The presenter had good posture and eye contact throughout the presentation, and it was clear that she is very passionate about the library. However, she should have introduced herself by name at the beginning of the presentation.”)
· Now, let’s take a look a look at a presentation example on video. 

· The video is in English with English subtitles. The presenter in the video is an actress who is playing the role of a library leader who is making a presentation to a group of city leaders. 
· I would like you to pay close attention to the presenter’s presentation style and how she is delivering her remarks. After we view the video, we will discuss your impressions. 

· Let’s discuss your impression of the presentation: 
· What did you think of the presentation overall? Was it effective? Why or why not?

· What did the presenter do well?

· How could the presenter have improved? 




Part 3: How to Prepare and Deliver a Strong Presentation (60 minutes)
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	Segment overview

Review tips for organizing and delivering a strong presentation, focusing on content and structure, verbal communication tips, and body language. Give participants the opportunity to practice developing their own presentations, presenting, and receiving feedback from their peers. 
Learning Objective

Participants will gain practical knowledge on how to deliver an effective presentation, understand the importance of advanced preparation, and practice and be more comfortable and confident in delivering presentations on behalf of their libraries.
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10 minutes
	Discussion:

The Art of preparation 
Reinforce that the first step to a strong presentation is preparation.
 

	PPT
Discussion: the Art of Preparation

materials

Delivering a Strong Presentation Reminders & Tips
Flip chart or white board
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	Review the first section of Delivering a Strong Presentation: Reminders & Tips with participants—it focuses on preparation. To make this information fun and engaging, connect each step with a real-world, non-library example—such as planning for a party.  

First, ask participants to brainstorm the steps they would take to plan for a party. Then review the tips on the handout and show how they match up. Offer suggestions if there are any categories that don’t have examples, such as those listed below in the talking points.

· Whether you are giving a presentation, planning a trip, or throwing a party, taking the time to prepare is essential. 

· If you were planning a party, what are the steps you would take to get ready? 
· Find out how much time you have for your presentation. [What time does the party start and end?] 

· Find out the setting for the presentation. [Is it outdoors, at a home, or at another location?] 

· Identify your audience and understand their perception of the library, if possible. [Who is invited? What are your connections/shared interests with the guests?]

· Think about your audience and concentrate on their needs. [Are any guests vegetarians and will food be available for them to eat? Do the guests know one another? How will you make sure everyone is introduced?] 

· Have appropriate visuals (pictures, PPT presentations, videos, etc.) prepared. [What decorations are you using for the party? Flowers, balloons, etc.]

· Now please turn to Delivering a Strong Presentation Reminders & Tips document and look at the first section on preparation. 
· How do these line up with our party ideas? Do they make you think of other things we need to do in advance?  Do you have other preparation tips to recommend? 
 



	PPT
Delivering a Strong Presentation

MATERIALS
Delivering a Strong Presentation Reminders & Tips
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	A good introduction
· Discuss presentation content with participants—focusing on how to open your remarks.

· Review the tips about presentation content that are included in the Reminders & Tips handout.

· A strong, effective, and memorable presentation is a combination of the content of the presentation and how it is delivered. It is important to pay attention to both.

· Let’s talk about the introduction for a library presentation. Would anyone like to share an example of how they would like to begin a library presentation? 

· A few tips to keep in mind as you prepare the opening for a library presentation are included in the Reminders & Tips worksheet. 

· Have you tried any of these tips? 

· Do you have other tips to recommend? 
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	organizing your main points
· Review how to organize your points for the most effective presentation
· Now let’s discuss how to organize and prioritize the content of your presentation so that you do not overwhelm your audience with too much information.

· First, it is very important to present your information in a logical order. Options could include:

· Chronological

· General-to-specific

· Simple-to-complex 

· Most people will only remember three points from a presentation. Effective presenters will repeat the three things they want people to remember. 

· Another good technique is to use transition statements to tell your audience where you are going. For example: “Now that we have discussed X, let’s talk about Y…”

· Are there any additional tips you’d like to recommend? 



	PPT
Importance of a Strong Closing
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	Importance of a Strong Closing

· Review the tips about closing a presentation with participants. 

· A strong closing for a presentation is equally important as a strong opening. Let’s review what to keep in mind when ending a presentation: 

· Summarize your main points. Remember the rule of three that we just discussed.
· Consider starting or ending with an anecdote, an interesting visual, or some other memorable point. 

· End on a positive note. This is what people will remember. 

· Be sure to tell the audience what you want to have happen after the presentation. For example, “I hope the library computer training program’s impact will be taken into consideration during the city budget discussions.”
· If appropriate, provide an example of a simple action your audience can take. For example, “I hope you will visit the library this month and tour our computer room where we conduct our training classes.”
· Have you used any of these tips? Do you have other tips to recommend? 

· Before we move to the next section, are there any questions about any of the steps and tips we have discussed? 


	PPT
What the Audience Sees
MATERIALS
Verbal and Nonverbal Communication Reminders & Tips
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	What the Audience Sees
· Discuss the importance of nonverbal and verbal communication with participants, including how prevalent verbal and nonverbal communication are. 
· Ask participants to guess what element is the most important and give it a percentage, then click the PPT to share the actual breakdown.
· Earlier I mentioned an effective presentation is a combination of the content and how it is delivered. Another way to think about this is from the audience’s point of view. People respond to presentations based on not only what is communicated, but also how it is communicated. 

· When a person is delivering a presentation, the audience is:

· listening to the words being spoken,
· listening to the tone of voice of the person speaking, and 

· watching the person’s body language. 

· If you had to guess, which is the most important—words, tone of voice, or body language? How do you think this breaks down by percentage? 

· Now let’s look at what research shows. Communication is: 

· 7 percent words

· 38 percent tone

· 55 percent body language

· Does this surprise you? Why or why not?


	PPT
Verbal and Nonverbal Communication
MATERIALS
Verbal and Nonverbal Communication Reminders & Tips
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	Verbal and NonVerbAl Communication
· Ask participants to follow along in the Verbal and Nonverbal Communication Reminders & Tips document. 

· To make this more interactive, consider having the participants practice the body language tips. For example, when you describe posture, ask participants to stand up and practice their presentation posture. Have them practice making eye contact with others in the room and so on. 
· Let’s take a moment to review the Verbal and Nonverbal Communication Reminders & Tips. 
· Remember, nonverbal communication is best represented by body language, and verbal communication is comprised of voice and tone.
· Does anyone have any other examples or tips?
· Are there any questions before we move to the next section where you will take everything we have discussed and apply it to practicing delivering a presentation


	[image: image25.png]



30 minutes
	ACTIVITY 3:

Practicing Presentation Skills
Give participants the opportunity to practice presenting to small groups and get feedback from their peers. 



	PPT

Activity: Practicing Presentation Skills

MATERIALS

Practicing Effective Presentations
Advocacy Action Plan Workbook

 Presentation Feedback Form
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	Ask participants to break into small groups of four people and to use the Practicing Effective Presentations template to create a custom presentation based on the example provided. Encourage participants to use the library story and compelling data they have filled out in their Advocacy Action Plan Workbook, but remind participants that the purpose of the activity is to practice presenting—not to create the perfect presentation. Once the presentations are ready, ask participants to present to their group. 

Once the participants have all presented to their small groups, and other members have provided feedback, ask the participants to break into different groups. The easiest way is probably to have each group member count off and form groups with the same number. In this second round of presentations, group members will fill out a Presentation Feedback Form for each presenter. 

Bring the participants back together and discuss their experiences. Provide general feedback, or invite feedback from the group on their presentation experience. 
· Using the Practicing Effective Presentations template, take five to six minutes to customize your presentation template by adding details about your own library story.
· Remember, the purpose of this activity is to practice presenting—we are focused on body language and tone more than content. Please do not worry if you feel that your content is not quite right. 
· After everyone in your group has their presentations ready, each member of your group will practice presenting to the group. When you are not presenting you will be the audience and provide verbal feedback. Be sure to refer to the Presentation Feedback Form as a guide for giving verbal feedback to each presenter. 
· Now that you have all had a chance to practice your presentation once and you have received some initial verbal feedback, we are going to form new groups and run through the presentations again.

· Group members will fill out the Presentation Feedback Form for each presentation and will share the feedback with the presenter.  

· How was the presentation practice experience? Would anyone like to share their thoughts? 

· [Time permitting:] Are there one or two volunteers who would feel comfortable making their presentation to the whole group?
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	Things to Remember
· Remind participants of a few key things to keep in mind when presenting. Consider tailoring to fit the areas where your participants have had the most difficulty. 

· Thank you for practicing your presentation skills today. Presenting in front of your peers can be stressful, but I hope the feedback you received from each other will help you be more confident the next time you make a library presentation.

· I would like to summarize the key points we have discussed today: 

· Prepare for every presentation. 

· Presentation content and delivery are both important.

· Have a clear message. Highlight no more than three things you want your audience to remember. 

· Be sure to tell your audience what you want them to do with the library information you provide. 

· Be aware of your body language and the tone of your voice. Your audience is paying attention not only to what you say, but to how you say it. 

· Practice, practice, practice. 




Part 4: Closing Comments and Session Evaluation (5 minutes)
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	Segment overview

Review what has been accomplished and set expectations for the next session of the training.



	PPT
Closing
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	Closing 
· Review the session agenda, confirm what participants achieved, and address any final questions. 
· Thank you for being engaged and thoughtful participants. 

· I would like to review the session goals again: 

· Assess your presentation skills and style, and identify areas you would like to improve.

· Discuss how to prepare for a presentation.

· Customize a short, sample presentation.

· Practice delivering your presentation and receive feedback from your peers.

· Do you think we have covered all of these topics well enough? 

· [Customize by country: give directions on next step in training program, for example, next session, break, etc.]
 

	PPT

Evaluation

Materials
Session Feedback Form
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	Session feedback (optional)

· Ask participants to complete and hand back the Session Feedback Form, sharing their thoughts on the content and delivery of the session.
· Note: They do not need to include their names on the evaluation.
· Finally, I would like you to complete a short evaluation of this session. We will review this feedback to make sure that we do the best job possible of delivering this session in the future.

· Thank you again for your participation!
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