Assessment 10

i. Why are presentations made?

One way to show you abilities within a company could be to show it within a presentation. Presentations do not always have to be presented to a board of directors; they can be presented to your co-workers too. You may be asked to present a presentation to present a new company policy, or you can volunteer to present and share some of your ideas and knowledge. You may also be asked to make presentations on behalf of your boss at regular company meetings. 
A formal presentation is a planned event where more than one person speaks, visual aids are used such as PowerPoint, handouts and these presentations are used to pass along information that will be useful to the audience. 

ii. Preparation is key to a successful presentation - discuss.

When preparing for a presentation, you should always focus on the purpose. Ask yourself, what do I want to achieve? What should the audience get from the presentation? What are their needs and expectations? Will the audience need to hear things in a particular order? Try to think about entertainment too, the audience will remember a good presentation more if they enjoy the entertainment provided. Think about refreshments. You will have a tiny bit of time at the very start to make your first positive impression, so make sure your opening is strong and well-rehearsed.  Spice up your presentation to keep your audience interested and focused. 

iii. Why are visual aids so important? Provide examples of helpful visual aids.

Visual aids improve the retention of the spoken word by up to 70 percent. Therefore, if you can include printed visual aids (such as handouts) or a projected PowerPoint presentation, you will improve your audience’s memory. 
On your handouts try not to have too much on them, the audience may spend a lot of their time trying to take in the information on the sheets rather than on yourself. 
Examples of some visual aids that can be used:
· Powerpoint
· Handouts
· Diagrams
· Show examples
· White boards
· Flip charts
· Posters
· Drawings

2, Starting a presentation with a question can be particularly effective. Explain why, then provide several sample questions that could be used to start a presentation (choose your own topic). 

Asking a question at the very start of a presentation involves the audience from the start and gets them listening right away. This way you will have the audience focus and engage them from the start and hopefully keep them focused and not lose interest throughout the rest of the presentation. You want to try and make it fun and exciting from the start for the audience. They will remember it more that way. 
A few sample questions that could be used to start the presentation are:
· By a show of hands who has heard about the new product launch already?
· Who here has already worked on the new project with us?
· Would it surprise you to learn that we have made a whopping 2.1 million on our latest invention? 

3,  Select six of the guidelines for creating PowerPoint presentations in the learning resources and discuss their importance.

· Keep your slides uncluttered and simple.
Keeping your slides uncluttered and simple will not lose the interest of your audience. You will not be focused on one subject for too long losing the audiences focus and interest.
 
· Don’t overuse PowerPoint animations and sound effects.
Your audience is there to listen to you, its important to use powerpoint but only to back you up not to take over from you. 

· Don’t have more than five words to a line.
Having too many lines up will again take up time that should be focused on you, there will be a big silence if the audience are having to read large pieces of writing. You want to be the main presenter in the room and want to make the writing short and sweet. 

· Use a readable serif font, such as Times, for your headlines.
Think about what font, colour is used for your slides as you want it all to stand out to your audience and catch their eye. You don’t want it to be plain and boring for them. You want to make sure it is clear and bold for them all to see. 

· Use 12- to 14-point fonts for body text.
Using 12-14 point fonts is a good size to not overpower the slide, but enough for all to be clear to see and read ok with not overloading the slide. 

· All uppercase is okay for headings.
Using all uppercase for headings on your slides makes the headings stand out more, the audience will clearly see what the presenter is trying to explain and it will help them understand and see more of what is trying to be explained or shown to them. 


