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Presentation Skills and Style 

Self-assessment

This survey is a tool to help you identify presentation skills you would like to improve and the style of presentation that works best for you.

1. How often do you make presentations about your library to government officials, community groups, or other organizations? 

Never___
Once or twice a year___ 
   More than three times a year___
2. On a scale of one to five, with one as “not comfortable at all” and five as “extremely comfortable,” please indicate your comfort level with the following:



	
	Delivering a library presentation to an audience (e.g., city leaders, business leaders, local government officials)

	
	Reading from a prepared speech

	
	Using notes only during my presentation

	
	Standing up behind a podium for a presentation

	
	Walking around during a presentation

	
	Staying seated during a presentation

	
	Using a microphone

	
	Using technology such as PowerPoint during a presentation

	
	Improvising during a presentation

	
	Responding to questions from the audience

	
	Using humor, at an appropriate time, during a presentation


3. Please check the statements that most closely represent what you have done or worry you will do during a presentation. You can check more than one.

	
	Speak too quickly 

	
	Speak too slowly 

	
	Speak too loudly 

	
	Speak too softly

	
	Move hands and arms too much (gesturing)

	
	Do not move at all

	
	Avoid making eye contact

	
	Do not smile enough 

	
	Smile too much


4. My three (3) top presentation strengths are:
· _______________________________________________________________

· _______________________________________________________________

· _______________________________________________________________

5. Three (3) weaknesses where I want to improve my presentation skills are:
· _______________________________________________________________

· _______________________________________________________________

· _______________________________________________________________

6. Three (3) things I plan to do to improve my presentation skills are:

· _______________________________________________________________

· _______________________________________________________________

· _______________________________________________________________

Presentation Video Script
VIdeo context: A local library leader is presenting to the city council.
Presentation video Script

Good morning. Thank you for allowing me to come and boast about our public library. If you have visited the library lately, I am sure you will agree that it is a wonderful place with people of all ages finding information and knowledge through books, computers, and programs. If you have not visited the library lately, I encourage you to come on down. I am more than happy to take you on a tour and sign you up for your own personal card. 

More than ever, people are visiting the library today and the number of books we check out continues to rise. We are also seeing more people use our computers. People who do not have computers at home rely on the library Internet access to apply for jobs, to further their education, and to keep in touch with loved ones. For example, Mary Jones, a local caregiver’s aid, used the library computer to take online college courses. She was also able to improve her skills without having to commute to the city every weekend. Of course, making sure we offer people quality access to information—whether through books or computers—takes resources. But it is an investment we must make for our community to grow and strengthen. Now I hope you will agree and consider the public library as one of your priorities in the coming year. Thank you!
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Delivering a Strong Presentation

Reminders & Tips

Preparation
· Find out how much time you have for your presentation. 

· Find out the setting for the presentation. If possible, arrive early to get acclimated.

· Identify your audience and understand their perception of the library, if possible.  

· Have appropriate visuals (pictures, PPT presentations, videos, etc.) prepared.

· Practice your opening remarks out loud a few times, so you will feel comfortable and confident when you begin your presentation. 

· Think about the audience and concentrate on their needs.

· Review your slides or notes beforehand to ensure you are familiar with your presentation and with the three main points you want to make. 

· Identify any “rough spots” where you are unsure of your message or where you lack confidence. What changes might make these sections better? 

· Organize your papers in a briefcase or folder to avoid crumpling presentation materials.

· If you have business cards, have them on hand to give out to the audience at the end of your presentation.

What to Wear 

· Find out what your audience will be wearing (e.g. business attire) and make sure you do not over-dress or under-dress. 

· Solid colors are best. Avoid busy patterns which can be distracting to the audience. 

· Above all, feel comfortable in what you are wearing.

· Wear comfortable shoes. 
Presentation Content

Introduction

· Keep your introduction brief and interesting.

· State your goal at the beginning, and give the audience a quick overview of what you will be covering in the presentation.

· Explain why you are discussing the library issue/topic with this person or group.

· Capture the attention of the audience. Consider sharing a library anecdote or short story.
Main Points

· Present your information in a logical order—chronological, general-to-specific, or simple-to-complex.

· Most people will remember three points from your presentation. Effective presenters will reinforce the three things they want people to remember.

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

Conclusion

· Summarize your main points.

· Consider ending with an anecdote, a short story, 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 them to do with the information you have provided. Provide an example of a simple action they can take.

Verbal and Nonverbal Communication Reminders & Tips


Body Language
· Posture: Stand up straight with your shoulders back and your head up. Focus on being relaxed and in control of your body. Plant your feet shoulder-width apart. 

· Facial expressions: Start with a smile. Match your facial expression to the tone of what you are saying throughout your presentation. End with a smile, unless a smile would conflict with the message you are delivering. 

· Eye contact: If the audience has 10 or fewer members, try to make eye contact with each person at some point during your presentation. In larger groups, look at each section of the audience several times so everyone feels included. Do not forget to look at the people in the front and back rows. 

· Gestures: Use gestures naturally to emphasize points in your presentation. It will make you appear comfortable and put your audience at ease. 

Voice
· Volume: It is important for the audience to be able to hear your presentation. If you have a soft voice, ask for a microphone. Always use a microphone if you are speaking to more than 50 people. 

· Tone: Tone is a way of describing the characteristics of your voice and speech. Do you sound enthusiastic? Serious? Try to use your voice dynamically—varying speed, pitch, and rhythm. Your audience may pay more attention to what you are saying if you match the tone of your voice to the meaning of what you are saying.

· Clarity: Take time to enunciate clearly so that you do not mumble or run your words together. 

· Pace: Pause at key points to underscore their importance and to give yourself a chance to breathe. Speak slowly enough that the audience can follow you. 

Practicing Effective Presentations 

Select one of your target audiences for your practice presentation. Customize the template presentation below. This will be the presentation you will deliver in front of your peers during this session. Keep in mind the reminders and tips listed in the Delivering a Strong Presentation Reminders & Tips document. 

Target Audience: 
___________________________________________________
Good afternoon. I am [name] from the [name of library]. Thank you for inviting me to speak to you today. Access to technology is crucial for helping the people in our community improve their lives. In the past year the library has experienced a [%] increase in users. A majority of them visit the library to use the computers and Internet. People are using library computers to connect with others in the community, continue their education, and search for jobs. For example, [include an anecdotal story about an individual and how he or she benefited from access to the library computer]. 
Through our conversations with other community leaders, we know they value the contributions of [library name] to the community. Teachers bring their students to our library to use the computers or work on research projects, while local business leaders ask us to post job information and have been pleased to see an increase in online job application submissions, in large part due to the library helping people learn how to fill out the applications online. 
While we are extremely pleased to have so many new users come to the library, our library staff of [#] is struggling to meet the demand for computer assistance and training requests. Unfortunately, people often wait in long lines to use one of our [#] computers, which have not been upgraded in [#] years.
On behalf of the [name of library], I would like to request an additional [funding request amount] to purchase [#] more computers, upgrade our current computers, and hire an additional part-time staff person to monitor the computer center. I hope that you will agree that meeting the technology access needs of our community is an important priority. Thank you for your time. I am available for questions.
Presentation Feedback Form

Presenter’s name_________________________
What worked well in this presentation? 

______________________________________________________________________________________________________________________________________________________________________________________________________

Is there one thing you would recommend changing? 

____________________________________________________________________________________________________________________________________

How would you rate the speaker on the following:
	a. PPosture
	1

2

3

4

5

Needs Improvement

Excellent


	b. FFacial Expression
	1

2

3

4

5

Needs Improvement

Excellent


	c. EEye Contact
	1

2

3

4

5

Needs Improvement

Excellent


	d. GGestures
	1

2

3

4

5

Needs Improvement
Excellent


	e. VVolume
	1

2

3

4

5

Needs Improvement

Excellent


	f. TTone
	1

2

3

4

5

Needs Improvement

Excellent


	g. CClarity
	1

2

3

4

5

Needs Improvement
Excellent


	h. PPace
	1

2

3

4

5

Needs Improvement

Excellent



Additional Comments:

______________________________________________________________________________________________________________________________________________________________________________________________________
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Idea Capture
Please use this space to capture ideas and notes from this session.
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