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Are you a presentation horror show?! Do you know someone who is?

Today we'll learn what to avoid and ways to prepare so your next presentation isn't a HORROR SHOW!

· What are some examples of presentation horror shows that you've seen? 

· What types of presentations will you be doing?


 HORROR SHOW #1

Presenter isn't prepared. Preparation is the best antidote to fear. What kind of preparation? 


 Know the subject, audience and their expectations.


 Leave enough time to organize and practice your talk.


 Get feedback from others to see if you are getting your message across

Subject: 
No shortcuts, do your homework!

Audience: 
What do you want them to get from your presentation

Practice: 
Have your act together before the show

Know how you'll present. Go through your presentation a couple of times, before an audience if you can. The more you practice in front of others, the less likely that your nerves will get the better of you.


 HORROR SHOW #2

· Reading from notes, word for word.

· Use a keyword outline to keep your talk conversational


HORROR SHOW #3

· The equipment doesn't work, the room isn't set up.

· You don't need a fancy multimedia show, unless that is the purpose of the talk.

· If you use PowerPoint, have a handout available in case you get a clunker of a PC or something else goes wrong.


HORROR SHOW #4

· Whose show is it? YOU run the show! Be in charge and KNOW what will happen.

· Examples: will you have a Q&A?

· Get some sample questions in advance.


 HORROR SHOW #5

The presenter who is oblivious to time. Know your time guidelines and stay within them.


 HORROR SHOW #6

Graphics gone wrong! Too many overheads…disorganized overheads, too much crammed in on the overheads


HORROR SHOW #7

· Speaking too fast

· Using filler words like, ah, um, you know and so

(practice with a tape recorder or video camera)


 HORROR SHOW #8

· Being disorganized

· Not knowing which file you want

· Not having overheads in order (# them in pencil in case they get out of order)


 HORROR SHOW #9

Handout horrors!


 Have enough handouts


 Proofread them


 Decide when you'll pass them out, how you want the audience to use the handout


 Let the audience know what to expect (when they'll get the handout)

 

Get practice at Toastmasters!
Toastmasters@MIT meetings

Schedule at http://web.mit.edu/personnel/toastmasters
The MIT UROP web page has a great guide to public speaking basics

http://web.mit.edu/urop/speaking.html
Check out the MIT training page for the "How to Give a Great Presentations" course http://web.mit.edu/training/
Accent management training, taught by Phyllis Thesier, Toastmasters member

http://www.accentmanagementgroup.com/
Phyllis has done workshops at MIT.
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