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Presenting well is not just about speaking — it’'s about connecting with
your audience, sharing your ideas clearly, and building confidence.
Whether you’re presenting in class, at a conference, or during an
internship, good presentation skills will help you make a lasting
impression.

Why presentation skills matter?

» Build confidence and professional presence
 Communicate clearly and persuasively

« Engage your audience through storytelling and visuals

* Develop career-ready skills used in interviews, meetings, and
events
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Step-by-step: how to prepare and deliver a great presentation

1

Understand your purpose and audience

What are you trying to achieve — to inform, persuade, or inspire?
Who is listening — classmates, lecturers, industry professionals?
Tailor your tone, examples, and level of detail to your audience.

2 Structure your presentation

A clear structure helps your audience follow your message.
Simple structure:

» Introduction — greet the audience, introduce yourself, and outline
what you’ll cover.

» Main points — present 2-4 key ideas, supported by examples or
visuals.

» Conclusion — Summarize your key message and end confidently.

Example:

“Today, I'll explain how sustainable practices improve guest loyalty in
boutique hotels. First, I'll define sustainability, then share key research
findings, and finally, show how these practices increase brand trust.”

3 Design effective visuals

Use slides to support your talk, not to read from.

Keep text short — 5-7 bullet points per slide max.

Use images, graphs, and infographics to make your message
memorable.

Stick to simple fonts and consistent colors.

Test your slides on a large screen before presenting.

For more information and resources, check out Nancy Duarte’s
website: https://www.duarte.com/
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4 Practice delivery

* Rehearse several times — aloud and with slides.
» Record yourself or practice with a friend.

» Time your presentation and adjust to fit the limit.
» Prepare transitions between slides and sections.

5 Control nerves

* Nervousness is normal — focus on your message, not yourself.
+ Take slow, deep breaths before you begin.

* Pause for a second after each main idea.

* Make eye contact with different parts of the room.

* Smile — it relaxes you and your audience.

6 Engage your audience

* Ask a question or use a short example or story.

« Vary your voice — emphasize key words, change pace and tone.
* Avoid reading directly from your notes — speak naturally.

+ End with a strong, confident closing statement.

Example slide plan

1 Title & your name Start with confidence and energy

Keep text brief;

2 Back d / Probl . . .
A ggrauicl | bl Use a visual if possible
3 Key finding(s) or Include a short quote or data
argument(s) visualization
4 Example / Case study Make it practical and engaging
5 Conclusion Restate key messages;

End with takeaway point(s)
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Tips & Tricks
» Arrive early: Check equipment, lighting, and sound.
» Use cue cards: Write keywords, not full sentences.

 Stay calm if things go wrong: Continue confidently; most
audiences won’t notice small mistakes.

» Acknowledge your sources: Cite data or images briefly on
slides.

* Invite questions: “Thank you for listening — I’'d be happy to
answer any questions.”

More information on
presentation skills here:
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Contact us

THE LEARNING SUPPORT TEAM

learningsupport@glion.edu

THE LIBRARY & INFORMATION SERVICES TEAM
library@glion.edu
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