Effective Presentations
Quick Reference Guide
Types of Presentations

Audience and Research

Before you start building a presentation, you need to
identify the type of presentation you’ll be giving.
Your presentation will fall into 1 of these 4 categories:

In order for your presentation to be effective, you need
to first identify your audience. Then, conduct proper
research to provide the audience with accurate and
concise details.

Informational

Know Your Audience

Used to inform the audience about an event,
product, or project

Persuasive
Used to convince the audience to accept an
idea or proposal

Give the audience the most value for their time. Think:
• What’s in it for them?
• What do they already know or not know?
• What’s the best way foryou to communicate?

Do Your Research

Decision-Making
Used to present the audience with options in
order to come to a collaborative decision

Instructional
Used to teach the audience a new skill or
present key information on a new topic

You have a setamount time to present your information.
In order to make it valuable:
•
•
•
•

Do your research upfront
Use facts, not generalities
Only present information from credible sources
Decide what’s important and leave out therest

Parts of a Presentation

Introduction
Your audience will quickly decide if you are worth listening to. Start by
briefly introducing yourself and the presentation subject, then engage the
audience and grab their attention. Start with a story, humor,
a fascinating
fact, or a quote that will quickly convince the audience you are worth their
time.

Middle
This is where you make your main points. Keep your content organized
into key points thatare easy to follow. If you go on long tangents, you will
lose your audience. Keep your visual aids interest
ing and ensure the
content is personalto retain engagement.

Conclusion
When you are ready to wrap up, start giving clues the conclusion is
coming to pique the interest of your audience.This is where you
summarize and restate your main point, announce any
call to action, and
finally, end on a polished noteto leave the audience with a favorable
impression.

21

