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A Few ‘Top Tips’ for Microsoft Power Point and Acetate Presentations.
Attention to your audience. When giving a power-point or acetate presentation you will have an audience, a computer screen and a projected image to look at. The rules are: always look at your audience (you must engage them), sometimes look at the computer screen (to remind yourself what to say so you don’t get lost in your presentation) and occasionally look at the projected image (just to point to a word or image to make a special point). Never stand with your back to the audience looking at the projected image and talking to the wall.
Balance of your talk. Make your speech structure clear to the audience. Use your speech structure to stress your most important points. If you focus on a minor point too long then the audience will get the wrong idea of what’s important. Don’t be afraid to repeat your key points. Structure helps you organise so that you don’t have to make snap decisions on stage. Finding a balance is about making it easier for you to make an impact.
Clarity of your slides. Keep the slides simple and clear. Use just a few lines, bullet points and only a few words in each line of text. Never let your text go below 20pt font size. Avoid the Microsoft design templates supplied with power point. Use the NSS template instead. Yellow and white text on blue backgrounds is a very good colour scheme. Get spellings checked. And finally, practice, practice.
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