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We always appreciate a good presentation!  There is a good deal of excellent material and advice on 
presentation skills available, and we are not trying to cover every aspect in this article. 
  
In this article, we are working from the premise that there are two main goals of a presentation, 
regardless of the situation or topic: 

1. Providing information or education about a product, service, opportunity, project, or something else. 

2. Attempting to influence the audience in some way (e.g. to make a decision about a topic, to purchase 

a product or service, etc.). 

  
A presentation can take a passive or an active form:  

1. Passive means it is not “directly” in front of you – for example, you read something in the newspaper 

or on a website, you listen to a debate on the radio, or you watch a program on television. You are 

reading and/or listening or watching but you are not directly engaged one-on-one with, or in the 

presence of, the presenter. You can choose to switch off (or change channels on) your television, 

radio, or PC or stop reading an author’s argument at any time without any “pressure” to provide a 

reason why. Passive presentations need to quickly attract your attention and interest, and to maintain 

it so that, at some point, you see, hear or read enough to react to the message– for example, by 

deciding to purchase a product or making a decision to sign up for something mentioned in the 

presentation. Different presentations can take different forms. For example, many commercially-

orientated presentations that focus on materialistic goods often try to be entertaining and witty or 

amusing. The American Football Super Bowl commercials have a long-established reputation for this; 

the same is arguably true of commercials screened at any major sporting event around the world that 

attracts a large audience of viewers. (For example, the Rugby World Cup has humorous 

advertisements sprinkled between the games and at breaks such as half-time) 

2. Active means you see the presenter live, either in a room or auditorium or perhaps through a virtual 

connection in a “direct” way (as opposed to, say, joining an anonymous podcast). During such 

presentations, it is not easy to leave inconspicuously without being perceived as rude, so you have to 

listen to and/or watch the presentation. Most likely, you will need to make a decision, express an 

opinion, or make a change based upon the presentation conclusion that is postulated by the 

presenter. 

  

So, let’s focus now on you as the presenter.  Regardless of your situation and audience, you will be 
challenged with effectively presenting information that ensures the clarity of your points, ensuring that 
your audience understands your message, and seeking a response from them that will achieve your goal. 
In a “passive” presentation, you strive to have your audience consume the presentation (whether reading, 
watching or listening) and come away with the intended result (for example, to be informed about your 



project). In an “active” presentation, your audience will be judging your presentation skills, your speaking 
capabilities and your ‘performance’.  Although you can’t coerce people’s thoughts or opinions, there are 
certain skills necessary for effective presentations that we hope will provide you with some confidence in 
your presentation delivery and your ability to successfully convey your message. We are not professional 
speakers; however, we do have a reasonable amount of experience in presenting to different audiences 
and we would like to offer what we hope are some helpful tips that you can take on board. 

Let’s look at these three areas: 

1. You, 

2. Your presentation, and 

3. Where you will be presenting 

All three factors can and will influence “the presentation experience” for your audience. Whether you are 
a “polished” and experienced speaker or you are a novice, here are some suggestions that can optimize 
your chances of a good outcome. 
You 
-       Review your material thoroughly – “know it” fluently and be confident as to how to deliver it. 
-       Ensure you are dressed and groomed in the manner appropriate to the presentation. 
-       When you speak, speak clearly; try speaking more slowly than usual, and keep to the point. 
-       Use pauses between sentences – they can be effective. 
-       Be animated and upbeat versus stoic and boring. 
-       Consider moving around as you present; use your hands to create emphasis. 
-       Use humour only if it is appropriate. (Remember that humour differs across the world, so pay attention to the cultures of the people in your 

audience.) 
-       Practice and ‘time’ the presentation to be certain that it fits the schedule – don’t run out of time. 
-       If a mistake is found in your presentation, acknowledge it and move smoothly on. 
-       When you get a question from the audience, clarify the question and repeat it for the others. 
-       If you don’t know the answer, say so. 
-       Ask a colleague to take notes for you for tracking any questions and follow-up items. 
-       Be culturally sensitive in your presentation - tailor it to the audience. 
  
The Presentation 
-       Explain to your audience at the start what you hope to achieve from your presentation. 
-       Summarize up front and conclude at the end. (Tell them what you’re going to tell them, tell them, and then tell them what you told them.) 
-       Make your main points up front and support them in the conclusion of the presentation. 
-       Make your points in order of importance –descending order usually works well. 
-       If you are using slides, be consistent in the information mapping and slide layout. 
-       Keep the amount of text on slides to a minimum. 
-       If you are using slides, do not turn away from your audience and read from them. 
-       Spell check the presentation. 
-       Although video can be appropriate, keep animation to a minimum. 
-       Consider the use of simple “props” if they will help to make a point (e.g., to enhance visualisation). 
-       Try to anticipate questions and include that information where applicable. 
-       Use data (#,%, $) when you can and provide the reasons “why”. 
-       If any information is confidential, make that clear. 
-       Consider ways to encourage audience participation if appropriate – e.g., sprinkling questions and short “surveys” throughout your presentation 

that will give people the opportunity to express their opinions. 
-       Don’t forget to ask for questions at the end. 
-       If you are presenting external to your organization, obtain proper internal reviews prior to your presentation. 
 

 
The Environment 
-       Check the presentation venue (room, lecture theatre, etc.) ahead of time to ensure proper seating and that the speaker system and projector 

works. (If you cannot inspect it, ask for some photos.) 



-       Arrive early and acknowledge people as they enter the room. 

-       If you are using collaborative tools (e.g., websites or videos), have them ready early to ensure everything is working properly. 

-       Have a back-up of any key information in an offline format, just in case you cannot access the online information when you need it (i.e., be 

prepared!). 
 
To those more experienced presenters reading this article, most of these suggestions are nothing new, 
but to those newer presenters, we hope these tips can make a difference in your presentation. 
  
In summary, whether you are experienced or not, presentations are always a challenge. You can never 
guarantee your audience’s reaction, but you can take some measures to ensure a more positive outcome 
to your presentation. 
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Gareth Byatt, Gary Hamilton, and Jeff Hodgkinson are experienced PMO, program, 
and project managers who developed a mutual friendship by realising they shared a 
common passion to help others and share knowledge about PMO, portfolio, 
program and project management (collectively termed PM below). In February 2010 
they decided to collaborate on a three (3) year goal to write 50 PM subject articles 
for publication in any/all PM subject websites, newsletters, and professional 
magazines / journals.   So far 45 have been written, 36 published, and translated 
into Arabic, Czechoslovakian, French, German, Indonesia, Italian, Korean, Spanish, 
Portuguese, and Russian and published on websites in 27 countries including 
Australia, Brazil, Canada, Chile, Czech Republic, Finland, France, Germany, Hong 
Kong, Italy, India, Jamaica, Netherlands, New Zealand, Nigeria, Pakistan, Panama, 
Poland, Russia, Singapore, South Korea, Sri Lanka, Trinidad, Turkey, UK, Ukraine 
and the USA.  Their mission is to help expand good program and project 
management practices by promoting the PM profession, to be a positive influence to 
the PM Community, be known as eminent influencers of best PM practices, and in 
earnest hope readers can gain benefit from the advice of their 63+ years of 
combined experience and expertise and include the expertise of co-authors who 
write with them on certain articles and subjects. Along with writing articles, each also 
champions a role in the overall writing program collaboration process: 
→      Gareth manages all requests for additional guest author collaborations 
→      Gary manages the article development tracking and readership metrics 
→      Jeff manages the article distribution and new readership demographics 
Each can be contacted for advice, coaching, collaboration, and speaking individually 
as noted in their bios or as a team at: Contactus@pmoracles.com    
Gareth Byatt has 15+ years of experience in project, program and PMO 
management in IT and construction for Lend Lease. Gareth has worked in several 
countries and lives in Sydney, Australia. He can be contacted 
through LinkedIn.  Gareth holds numerous degrees, certifications, and credentials in 
program and project management as follows: an MBA from one of the world’s 
leading education establishments, a 1st-class undergraduate management degree, 
and the PMP®, PgMP®, PMI-RMP®, PMI-SP® & PRINCE2 professional certifications. 
Gareth is a past Director of the PMI Sydney Chapter, he is currently the APAC 
Region Director for the PMI’s PMO Community of Practice and he chairs several 
peer networking groups. 
He has presented on PMOs, portfolio and program and project management at 
international conferences in the UK, Australia, & Asia including PMI APAC in 
2010. Email Gareth: gareth.byatt@gmail.com  
Gary Hamilton has 16+ years of project and program management experience in IT, 
finance, and human resources and volunteers as the VP of Professional 
Development for the PMI East Tennessee chapter. Gary is a 2009 & 2010 
Presidents’ Volunteer Award recipient for his charitable work with local fire services 
and professional groups. He has won several internal awards for results achieved 
from projects and programs he managed as well as being named one of 
the Business Journal’s Top 40 Professionals in 2007.  Gary was the first person 
globally to obtain the five credentials PgMP®, PMP®, PMI-RMP®, PMI-SP®, and 
CAPM®.  In addition to these, Gary holds numerous other degrees and certifications 
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 in IT, management, and project management and they include: an advanced MBA 
degree in finance, Project+, PRINCE2, MSP, ITIL-F, MCTS (SharePoint), MCITP 
(Project), CSM (Certified Scum Master),  and Six Sigma GB professional 
certifications.   Email Gary: Gary@PMOracles.com  or contact him through LinkedIn. 

  Jeff Hodgkinson is a 32+ year veteran of Intel Corporation, where he continues on a 
progressive career as a program/project manager.  Jeff is an IT@Intel Expert and 
blogs on Intel’s Community for IT Professionals for Program/Project Management 
subjects and interests.  He is also the Intel IT PMO PMI Credential Mentor 
supporting colleagues in pursuit of a new credential. Jeff received the 2010 PMI 
(Project Management Institute) Distinguished Contribution Award for his support of 
the Project Management profession from the Project Management Institute. Jeff was 
the 2nd place finalist for the 2011 Kerzner Award and was also the 2nd place finalist 
for the 2009 Kerzner International Project Manager of the Year Award TM.  He also 
received the 2011 GPM™ sustainability Award.  He lives in Mesa, Arizona, USA and 
is a member of Phoenix PMI Chapter. Because of his contributions to helping 
people achieve their goals, he is the third (3rd) most recommended person 
on LinkedIn with 580+ recommendations, and is ranked 55th most 
networked LinkedIn person. He gladly accepts all connection invite requests from 
PM practitioners at: www.linkedin.com/in/jeffhodgkinson. Jeff holds numerous 
certifications and credentials in program and project management, which are as 
follows: CAPM®, CCS, CDT, CPC™, CIPM™, CPPM–Level 10, CDRP, CSM™, 
CSQE, GPM™, IPMA-B®, ITIL-F, MPM™, PME™, PMOC, PMP®, PgMP®, PMI-
RMP®, PMI-SP®, PMW, and SSGB.   Jeff is an expert at program and project 
management principles and best practices.  He enjoys sharing his experiences with 
audiences around the globe as a keynote speaker at various PM events.  Email 
Jeff: jghmesa@gmail.com 
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