
 
There are many situations in the workplace where you may 
need to present information to different audiences, such as your 
co-workers, supervisor, students, or community members. 
Whether you are presenting a summary report on the comple-
tion of a project or an annual report on services offered, it is 
important to present the information effectively so that the au-
dience understands and remembers the key message of the presentation. Giving a successful presentation can 
be broken down into two stages: preparing for the presentation and delivering the presentation. The following 
provides tips for proper preparation and smooth delivery.  
 
TIPS ON PREPARING FOR A PRESENTATION 
 

 Follow the KISS rule: Keep it short and simple. Make sure that the information you include in your  
presentation introduces your main message and is supported by your key points. Avoid including nones-
sential material by asking yourself if it’s a need-to-know fact or a nice-to-know detail. Too much infor-
mation can make the audience confused on what the main message is. 

 Be organized. Create an organized and structured presentation so that it’s easy for the audience to 
follow and understand you. Start with a clear opening that introduces your key take-away, follow up with 
the body which includes several points to support your message, and then close with a conclusion to wrap 
up your idea.  

 Use facts, not generalities. Suppor t your  message with facts that are memorable and ver ifiable. For  
example, say “25% growth” instead of “significant increase.” The number gives something for your audi-
ence to latch on to and has more meaning to them than vague statements. Remember to cite your sources or 
be prepared to provide the data that allowed you to reach that conclusion.  

 Include visual aids. Identify the cor rect char t or  graph you need in order  to highlight a trend. For  
example, bar graphs are best suited for comparisons while pie charts show how something is broken down. 
Make sure your graphs aren’t overly complicated, otherwise the information will look crowded and confus-
ing.   

 Know your audience. Is your  audience your  fellow co-workers that work in the same field as you or are 
they community members that only have elementary knowledge of your topic? Consider your audience as 
you write your presentation and make sure it is at a technical level they can understand.   
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How to Present Information 
Effectively at Work 



 Choose a clean design. When designing your  slides, use a background that is a simple, single color  
and choose large fonts with simple faces like Arial, while avoiding boldface, italics, and all-caps. This 
helps your audience keep their focus on your message instead of getting distracted by a flashy design. 

 Practice multiple times in advance. Practice your  presentation multiple times to become familiar  
with the flow of your material and also consider a dress rehearsal. You’d be surprised at how different 
your posture can be when wearing formal clothing. In addition, check ahead of time that the room you’re 
presenting in has the correct equipment and that you know how to use the projector. 

 
TIPS ON DELIVERING A PRESENTATION 
 

 Pace yourself. Pay attention to the speed at which you are speaking. If it’s too fast, the audience will 
have a difficult time hearing everything you say and may miss key points. If you find yourself speaking 
too quickly, take a deep breath and then continue at a moderate pace.  

 Build rapport with your audience. Engage your  audience by smiling, making eye contact, and pay-
ing attention to your body language. Keep your body language open and inviting. 

 Don’t read from the slides. Avoid reading directly from your  slides, your  audience can already 
read the slides on their own. Instead, add validating points or expand on a topic from the slide.  

 Pay attention to your listeners. Observe your  audience and note how they look. Do they look con-
fused? Engaged? Bored? Respond to what you see by providing further details or asking a follow up 
question.  

 Be prepared for questions. You may have some audience members that ask questions throughout your 
presentation or at the end. Decide how you’ll answer them depending on the situation. For example, the 
answer to the question may show up in a later slide or the question may be off topic. Let the audience 
member know it’s in an upcoming slide or that they should talk to you individually after the presentation. 
The key to managing questions is to make sure they don’t distract from your presentation.  

After delivering your presentation, identify someone in the audience that seems trustworthy and ask them for 
feedback on your presentation. You will be able to find out the positive things you should keep doing and the 
things that you can improve on.  

 
We’d like to hear from you! Please visit the following survey link to provide us with valuable feedback on 
our bulletins: https://www.surveymonkey.com/r/7WL2LM3 


