PowerPoint Design and Presentation Skills

Content: 

· Driven by purpose of presentation

· Presentation should enhance content, not overshadow it 

Audience:
· Be sure information is at a level they will understand – use common language

· Find ways to focus attention on you, not just the computer screen

· Make a lot of eye contact with individuals in audience

· Holds their attention and helps you relax
Slide design:


· Rule #1: All design elements should be consistent (backgrounds, transitions, text, etc)
· Rule #2: All design elements should be related to purpose / content.

Text:


· Use both Upper and Lower Case - not all UPPER

· Use large type (24 points) in 1 or 2 simple, easy-to-read fonts; 

· Limit amount of text on each line 

· Limit to no more than 6 lines per slide (not counting heading)

· Use bulleted text, NOT full sentences or paragraphs
Color: 

· Dark text on light background is easiest to read

· Avoid shades of the same color; avoid red or orange for anything
Visuals: 

· Use for emphasis – one key point per visual 

· Use to inform, reinforce, clarify, and make connections with content

· Use to stimulate interest, focus attention 

· Use to illustrate information that is hard to visualize

· Text on an image should be large enough to read clearly
Organization (for group presentations):

· Title slide and opening speaker should summarize purpose of presentation

· 1st slide after title indicates organization of presentation (menu, table of contents)

· Information should flow logically from slide to slide / speaker to speaker

· Final speaker should summarize main idea of presentation, restate conclusion

· Formal Works Cited
list should be a printed Word document, not the last slide

Public Speaking:
· Rehearse the entire presentation, using all visual aids

· Stay within assigned time limit

· Keep a consistent style within the group

· Practice difficult words – check pronunciation

· Move and gesture naturally to release tension

· Do not read from slides or notes

· Do not turn your back to the audience

· Speak slowly, clearly, and loudly

· Remember to breathe deeply to relax
General Tips:

· Save work often while creating the presentation

· Use Notes Pages that you can create within PowerPoint and publish to Word
