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Public presentations are a very effective way of both internal and external 
communication. They are great for introducing new concepts to your team’s agenda, 
presenting your work for your stakeholders or educating your target group. Still, as 
common and as useful as they are, often presentations are seen as really boring time-
wasters simply because the ones presenting don’t dedicate enough time to make them 
appealing, don’t know how to do that or don’t bother prepare for them. 

Most of us probably felt this on our own. It is not very difficult to remember a 
presentation in which the speaker was so monotonous that it was impossible to stay 
focused. Or a time when he or she had all the information crowded on each slide and 
he read them instead of making eye contact with us.  Or when there were so many 
unknown fancy or technical words that it was impossible to get a clear view on the 
topic. Not a nice memory, isn’t it? So, what should we do in order to save our future 
audience from the same nasty experience? 

Presentations are about 3 things: what you are going to present, how you will present it 
and what kind of visual, audio or other kind of aids you will use to convey your 
message. 

Step 1 – Know what you are presenting 

If you can’t understand what you are talking about, how can you even consider 
presenting it to others? Before you decide on making a presentation make sure you are 
very familiar with the topic. And this does not mean only the text and the topics of the 
presentation. It means to also know extra information about the context of that work, 
about its content and about future plans. Often you will receive questions regarding 
your presentations that will need answers that are not found in the text you have 
decided to make public, so it is a good thing to be prepared. On the other hand, when 
asked about something you have not enough knowledge about, don’t be afraid to say 
that at the point of the presentation you don’t have all the necessary information and 
offer to stay in contact with the person asking to forward the answer when you will have 
it. 

 

7. Presentations 
How to make presentations that will engage your 
audience? 
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Step 2 – Know your audience 

Different persons have different interests so, because of this, no two presentations 
should be the same. It is one thing to talk about your project to some sponsors and 
another to present it to volunteers who will be working in it. Besides the activities, 
sponsors will be interested in the visibility that they are getting or in the ethical 
principles you are promoting. Volunteers will be interested in the opportunities that 
they have for getting involved and care less about the visibility of the project. For each 
group you need a different presentation. 

Moreover, the vocabulary that you should be using, the graphical design of the 
presentation, the level of interaction and all the other elements of your presentation 
should be adapted to the persons you are delivering it to. If you present too 
complicated text to volunteers with a lot of technical information, they will not 
understand it and get bored. If you present just simple information to people coming 
from the business environment, they will think it is not serious and ignore it. 

Before preparing your presentation, the first question you should ask yourself is: “What 
is the interest of my target group in this work?” and focus your presentation on that. 
The second one: “How can the public benefit from this information?” and include this 
also. People will pay more attention to things about which they are aware that can 
improve their life in some way. Then, make sure you take into account their age, cultural 
and professional background, level of education and any other aspect that can be 
relevant for what you will share. 

Step 3 – Choose the relevant information 

People have limited capacity of acquiring new information so if you will bombard them 
with too much you risk that at the end they will not remember it. Presentations should 
be kept at a minimum of information that still delivers what you want to but does this in 
the simplest and shortest way possible. After you make a plan of what you want to 
include, take the content item by item and ask yourself if each of them are relevant and 
how much would the presentation suffer if one or another would be missing. 

Step 4 - Think about the experience, not just the content  

As mentioned in the first part of this manual, communication 
in the 21st century is no longer about delivering text; it is 
about delivering content, it is about delivering an experience 
to the receiver. You definitely need to consider the aids that 
you can use for creating such an experience. Photos send out a 
strong message, far stronger than simple text, so they are anytime 

Think about the 
experience, not 
just the content 
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welcome. What will convince you that there is a pollution problem in an area? Some 
statistics about some average pollutants or a photo of animals that are suffering from it? 
They are widely available online and there are plenty of websites offering them for free. 
An effective photo can dramatically improve how the audience perceives the 
information you are trying to transmit.  

Furthermore, presentations are not just about PowerPoint. Find ways to interact with 
your audience to create that experience. Exemplify the things you are talking about 
through samples. Give more meaning to numbers and allow the viewers to understand 
more about the context or to visualize what can be for them random numbers through 
info graphs. Bring guest beneficiaries that can share about their work with you. Explain 
how the thing about which you are talking can be used in practice or create strong 
emotions with the help of videos. Introduce short exercises to make your audience 
more aware of their feelings or to give them the opportunity to contribute to the 
presentation by providing input. Use music to create the atmosphere you aim for. Use 
flipcharts to create content as you go. Shortly, forget about just delivering text. You are 
delivering a whole experience and anything that helps you do that is welcome. 

Step 5 – Develop simple slides with minimum text 

While visual aids are good and the use of effective imagery is highly recommended the 
slides we are preparing should not be too packed with text or visual aids. This will 
distract the viewers from the essential information and make them lose focus of what is 
really important. 

The first thing to remember: slides are only part of the presentation! Not even the main 
part. If slides are the most important part of your presentation then why aren’t you just 
sending them by e-mail to all the persons? Remember, you don’t deliver text; you 
deliver a whole experience and emotions. Slides alone cannot do that, they just back up 
what you are saying.  

In terms of numbers, it is often considered that there 
should be no more than 15 slides in one 15 – 30 minutes 
presentation and each slide should have no more than 3 
lines, each of these having maximum 5 words. On the 
other hand, different presentations addressing different 
target groups require a more diverse approach, but it is 
advisable that you try to stay around these figures.  

For the font, try not to change it during the presentation. Two fonts (for example one 
for the titles and one for the content) should be enough. Also try to preserve the font 
size and color, having the same one for titles, content and respectively annotations. 

A slide should have no 
more than 3 lines, 

each of maximum 5 words  
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People like creativity and variety, but also enjoy a little order. 

If you want your slides to get the attention, you can also try using other fonts than the 
ones typical for your slide software. Internet offers a large variety of fonts, most of them 
available for free. On the other hand, make sure that they are readable and that the 
letters don’t have too many decorations. It is often considered that Sans Serif fonts, the 
ones without the little “tails” on the letters are more appropriate. Also, remember that 
if you download fonts from the Internet they will be available just on your computer. As 
soon as you will open the slide on another one that doesn’t have them installed they 
will be replaced with a standard one so you will have to install them there also. 

Make sure that there is enough contrast between the font and the background for the 
text to be easily readable. Also, you should check that the size of the text is big enough 
so that persons sitting in the last row (or being farthest from the screen) can still read. 

For making the presentation more appealing you can also add some graphical elements 
for decoration, as long as you don’t clutter the slide with it. Transitions are also used for 
the same purpose, but often they just distract the audience, so don’t add more than 
some simple ones (not too bouncy or too long) and also keep the same one throughout 
the slideshow.  

If there is more text that you would like to add, some reports or anything else that 
cannot fit in the 15 slides, you can create a handout that you will distribute at the end of 
the presentation. You should avoid offering it in the beginning, as people will start 
reading it instead of paying attention to your presentation. Keep in mind to announce 
that such a document is available from the start. 

Step 6 - Practice your presentation 

It is not for nothing that Steve Jobs, with all his experience in delivering presentations 
that were seen by millions, practiced them for months in advance. He knew what any 
good presenter knows: the best way to show confidence, to be fluent enough and to 
transmit the right emotions is through practice. And this is not the only benefit: by 
rehearsing your presentation you can also make changes to it when you feel that things 
are not quite right, thus improving it further. 

Whether you rehearse alone with your computer, in front of a camera in order to review 
you presentation after and see what needs to be improved or in front of a test 
audience, moments spent on this are moments invested in a perfect presentation, which 
often can mean the difference between the success and failure of your work. Remember 
not to use this just for rehearsal but also for getting feedback about your job. 
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Step 7 – Deliver the presentation 

This is by far considered by many to be the most complicated part, involving sometimes 
overwhelming emotions and fears. Still, with enough practice and previous experience, 
things should be quite straightforward.  

Here are some things that should be considered while presenting:  

! First and most important –  Don’t be monotonous! – Never deliver your 
message with the same tone or the same pace from the beginning to the end. 
Change pitch, emphasize different words that are important in the sentence, use 
pauses, change pace, show enthusiasm or tell a joke! Whatever it takes to bring 
the much needed change so that your audience will not fall asleep from the 
constant tone of your voice. 

! Be loud enough and clear ! – To make sure that you are being heard but also not 
too loud, imagine that you are speaking to the last person from the room and 
adjust the volume accordingly. 

! Don't speak too fast ! – Being anxious can sometimes make you speak faster. It is 
a defense mechanism of your brain, as the faster you speak the shorter you will 
be in that position of stress. Try to control this. Moreover, when delivering the 
presentation to an audience not speaking that language as native even a normal 
pace can be difficult to be followed, so also keep this in mind. 

! Don’t read from your slideshows – If you have made the mistake of adding an 
abundance of text on your slideshow, you will also see that you will be drawn 
toward reading it instead of speaking freely to your audience. Keep in mind that 
they can also read and that you role is not to recite the text for them but to use 
this text to back up new information and emotions that you are delivering. 
Furthermore people cannot both read and listen at the same time so if you have 
too much text their attention will be directed to one of the two, more often 
towards the text than towards you. 

! Use an appropriate vocabulary ! – As stated before, you should first know your 
audience and adjust your presentation to it. This is valid not only for the content 
but also for the words you are using. Not everybody can understand different 
technical terms, or, even worse, slang or jargon. Diverse audiences may not 
understand slang from a given country. Moreover, when delivering in a language 
that is foreign to your audience, most of the expressions or the words that do not 
belong to the commonly used vocabulary are often difficult to be understood. 

! Have an appropriate body language ! – For body language we could even 
create a new manual that refers just to it. So many of our gestures mean so 
much. Still, there are some aspects that are more important and also most 
commonly ignored.  
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First: eye contact. Always keep eye contact with all your audience. Don’t look at 
the floor, at the ceiling, at the projection screen or at just one or some of the 
participants. Always try to maintain eye contact with each member of your 
audience. 

Second: have an open posture. This means that your hands should be in such a 
position that the trunk of the body is open and exposed. By doing so you 
indicate friendliness, openness and willingness. Don’t keep your arms together, 
crossed at chest level or behind your back, like an old-fashioned schoolteacher 
waiting to punish someone! 

Third: don’t show your stress. Don’t play with the ring that you have on your 
finger, with your fingers, hair, pen, phone or anything else. People’s attention 
gets distracted to areas where the eyes notice motion; so if your hand will be 
always moving don’t expect someone to pay attention to what you are saying. 
Moreover, these also tend to make you look insecure and your audience will not 
trust anymore what you are saying. 

Fourth: don’t move too much! While changing your position, especially when 
introducing new elements into the presentation, can be advisable, constantly 
moving from one place to another will make people more focused on your 
direction than on your words. 

Fifth: smile and show enthusiasm! Your audience will not be more enthusiastic 
than you! If you show that you are not excited about what you are presenting, 
why should they invest their attention to it?  

! Start with a short summary, end with a review – in the beginning let people 
know what you will be talking about, in order for the right context to be created 
in their mind and for creating a connection between their interests and the 
content you will deliver. End with a review in order to remind people what they 
have learned about. 

! Interact with your audience ! – after listening and listening and listening ... most 
of the people will disconnect from what you are saying if something doesn’t 
catch their attention. Interaction with them is one of the best ways to do it. Ask 
your audience about their opinion regarding a certain topic. Create short surveys 
among them (e.g. “All those who have been before in a youth exchange, please 
raise your hand”).  Offer them the chance to intervene: if a question pops up in 
the middle of your presentation, that’s great! It means someone is listening! The 
best presentations feel like conversations, so, as much as possible try to foster 
this kind of interaction. 


