Effective Presentations: Creating Great Ideas

BREVER: I BRI

Collect
ISR

Find the best Ideas
S RIFEE

Reduce

ﬁ HY
Keep only the best
RIRERTH

Reset Attention

EIRERET)

Keep the audience interested all the time

{EM AR — B ARFT RN A

Page 1 of 10



Effective Presentations: Creating Great Ideas
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Introduction &1}

Presentations are an important part of school and business life. Students are often
required to prepare presentations that are presented to their peers, and in a professional
career an employee is often required to prepare presentations for their managers. These
professional presentations are often about a budget or project that needs to be approved.
Professionals also give presentations showing the progress of a project that they are
working on. Finally, companies may also prepare presentations for other companies or
prospective clients about their products of services.
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In a brief summary, effective presentation skills are very important life skills.
Presentations will often require an individual to work in a team which also builds other
important skills such as team work and interpersonal skills. Creating good presentations
also requires you to be effective at gathering and sorting information. Creating an effective
presentation requires you to think critically, develop your self confidence, and improve your
public speaking skills. These are all important skills that you need to develop in life.
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Before You Start FFI4Hi

Preparation is important when creating a great presentation. Ask yourself, “What am
| trying to accomplish with this presentation?” Once you know what your presentation will
be about, you will need to decide on what information you will need to gather; however, a
great presentation is not defined by how much information you can gather. A great
presentation is defined by what you do with the information after you gather it.
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When organizing the information for your presentation you should ask yourself “am /
giving my audience something unique, or could they find this information themselves in 30
minutes on a computer?” If you are only going to copy information that you find on the
internet you should “STOP” immediately. Do not waste your time, or the time of your
audience.
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Great presentations must be simple and extraordinary at the same time. This is
because the presenter did 3 very important things. They collected important information,
then they reduced it down to what they thought was the most important ideas, and then
they provided a unique presentation that kept the attention of the audience.
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The next time you need to prepare a presentation there are 3 golden rules that you
need to think of: Collect, Reduce, and Reset.
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Collect Ideas YEE 8%

You will need to do research to collect information on your topic. Although research
is important, too much research can also be a bad thing. It's easy for people to spend too
much time on their research. Don’t get stuck on the research phase of your presentation.
Beware of the “curse of too much knowledge”.
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Collecting too much information will often lead to the assumption that everyone
understands the basics about your topic. Assumptions are problematic as they result in the
presenter creating a presentation that is too detailed for the audience to understand. In
most circumstances your audience will know very little about the topic in-which you are
presenting. If they were experts on the topic they would not need to attend your
presentation; therefore it is important to spend your time refining your own understanding
of the core concepts.
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DON’T ASSUME THAT YOUR AUDIENCE KNOWS THE BASICS ABOUT YOUR TOPIC.
ABINAUREART BETRNEELAT

Then ask yourself questions like: 3% T3 [a{R B 2 [0)iX L& (o) 2T
How are these ideas connected? How can | make this topic easier to understand? What
do I need to do to make the ideas clearer? Do | need to find or make supporting graphics?
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After you gather your information you will need to organize it. What is important?
What can be excluded? How do different ideas connect with one another? How will you
arrange you ideas so that one idea connects with the next idea. If you don’t do this your
presentation will most likely become an ineffective assortment of random facts.
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Research first! Create your presentation second. DO NOT work on your
presentation while doing research. Its very easy to copy and paste information directly into
your presentation if you are making your presentation while you are doing your research.
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Reduce to Only the Best Ideas R &7V %

This is the most important step in creating an effective presentation. The majority of
your time should be spent on this phase of your presentation. Reduce all your ideas and
research down to the most important concepts that you want to present.

XEEFEETNREZ—H, BESRNN—THT., MARERNERPERRERETR
HRNEENES.

Keep in mind that even though you are mostly likely to create a pretension on the
computer using a pen and paper often helps when planing your presentation. When you
create a presentation you can sketch a “Mind Map” to help you link ideas together. If you
cannot connect an idea with other ideas then the concept may not be important to your
presentation topic. Keep in mind that some ideas or concepts might be interesting or
important, but that concept may not be relevant to your presentation.
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You can use techniques other than “Mind Maps” to help you plan your presentation.
You can try writing ideas in big letters on “Flash Cards”. Then layout the “Flash Cards” on
a large table or stick them on a wall. Rearrange the flash cards and group similar ideas
together. Then once you are done step back so you can see all your “Flash Cards”. Look
at all your ideas. Are there any “Flash Cards” that you think you should remove? Then
once you have done this try and find a logical order for the remaining idea groupings.
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It can be difficult to plan a presentation on the computer, and it takes practice to do
it well. Regardless of the technique you use, planing your presentation will always be
important.
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Quality Of Ideas B ER

When selecting ideas for your presentation you should assess the quality of each
idea. There are 3 levels of ideas. Use only the best ideas from what you have collected.
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1. Low Grade Ideas are basic facts.
RENEEE—EEARNEL,
2. Medium Grade Ideas are more elaborate and show relationships.
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3. High Grade Ideas are more complex and exploratory. These ideas involve analysis and
critical thinking and engage peoples interests.
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Only select ideas or concepts if you think that they are High Grade Ideas. Select
your top 3 ideas to work with. If you try to present too many ideas your presentation will
become too complex or rushed.
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Why only 2 or 3 core ideas?
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Miller’s research paper “Magical Number 7” from 1956 determined that a person’s
working memory was limited to 7 different ideas; however more recent research in
cognitive load theory determined that people can only retain 3 to 4 new ideas at a time.
According to new research by Cowan in 2001 and Wieman in 2007 the optimal number of
ideas to introduce at a single time is 4 (+/- 1). So why only present 2 or 3 ideas when
many people can remember up to 4 new ideas or concepts? In essence you want people
to remember what you present, so it is important to leave your audience some leeway.
Covering too many ideas in a presentation is not worth the risk.
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Present 2 or 3 ideas really well. Use short phrases, and repeat critical information
often, and use iconic images to help the audience remember.
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Reset Attention E3KFEH

Everyone gets bored sooner or later. We are all limited by our attention spans;
however sometimes you will be required to make presentations that last longer than the
average persons attention span. Many professional training seminars will last for several
hours; therefore as a presenter you need to reset your audiences attention throughout
your presentation.
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According to research done by John Biggs in 2001 a presenter is limited by the
attention span of their audience. Biggs concluded that:

20014 John BiggsAUMARRIA: MARKNEENRE TIERE . 53
1. Sustained and unchaining low-level activities lowers concentration.
. KM RAENREREEN .
2. The attention span of an average audience or student under unchanging conditions can

be maintained for 10-15 minutes. After this time the ability for the learner to concentrate
rapidly decreases.
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3. A short rest period, or a change in activity, after 15 minutes is beneficial in reseting an
audiences attention. Doing something that resets the attention of the audience after 15

minutes often results in a restoration of attention comparable to the original engagement
levels of the audience at the start of presentation.
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Learning Research: John Biggs. (2001)
S 2]HF5¢: John Biggs (2001 )

Reset your audience attention
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The easiest way to rest the audience’s attention is to have planned breaks every 10
to 15 minutes. Breaks do not necessarily mean a period of rest. Integrate High-Grade
audience activities into your breaks. Audience activities are a great way to review the ideas
you just presented and to make sure that your audience has retained the core ideas that
you have presented.
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Examples of High-Grade Audience Activities:

SENMAREEER:
~ Have a Debate ~H11P
~ Challenge a Theory ~?¥|§£ﬁ—/\ﬂ"\
~ Solve a Case Study ~fRIR— 1 RBIAR
~ Create a Case Study ~BIE— 1 RBIAR
~ Create a Short Exam or Test ~@JL/J\/U!J1E
~ Act out a scenario (Role Play) ~RABinE

Keep your audience engaged. If you need to present for longer than 15 minutes,
plan some activities to reset your audiences attention.
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Conclusion it

A great presentation, like any great display of skill, will look easy when done by a
professional. This does not mean that it is easy to make a great presentation though. You
can bet that the presenter spent a long time preparing the presentation, and rehearsed it
many times, each time refining it until they were satisfied.
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Keep in mind that when you present in front of audience, you are teaching others.
This is regardless of if you are a student, or a business professional presenting a product
which you are selling. When you are presenting you are teaching others. Perhaps you are
teaching your classmates about something that you have researched, or you are a
business professional teaching clients about what your company or products can do for
them.

ICESHRERRERIFUETN, REAEHML], LIEMRRETFERAR—MBEANNTILE
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The following is quoted from Ken Bain’s research from 2004 on effective presenting.
M TF5iE22004FEKen BainXd BRCER— N AR.

“Great teachers are not simply great speakers or discussion leaders; they are,
more fundamentally, special kinds of scholars and thinkers, leading intellectual
lives that focus on learning, both theirs and their students. Their attention to the
details of performance stems from a concern for the learners, and their focus is
on the nature and processes of learning rather than on the performance of the
instructor.” (Bain. 2004, p. 134)
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‘Despite some popular beliefs to the contrary, personality played little or no role
in successful teaching.” (Bain. 2004, p. 137)
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Don’t forget that copying information is not allowed anywhere in the world. Respect
the Copy Right Laws of the country you are studying in. If you copy information from a
professional source you must give the author credit for their work. This is called citing a
source and is required by schools, universities, and in a professional career.

FICHRSHAIRIEIDRN. BEERNE. NRSIBEWHBERLTGEIRA, X
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To help create a proper reference or citation within a document
please visit the Knight Cite citation engine at:
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http://www.calvin.edu/library/knightcite/
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