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	Types of Visual Aids

	
	Type
	Advantage
	Disadvantage
	Notes

	Slides
	· Quality images 
· Efficient   
· Reusable
	· Cost for stock photography/clip art   
· Take time to prepare
· Projector not always available
	· Focus    
· Make sure they are properly saturated (deep color)

	Whiteboard
	· Inexpensive 
· Flexible
	· Not impressive 
· Smell of markers
· Dirties hands
	· Write neatly  
· Have eraser handy and extra markers

	VCR/DVD
	· Stimulating to audience   
· May be supplied free of charge by public libraries
· Can insert DVD clips directly into slides
	· Audiences drift 
· Tricky to run
	· May want to cue to several instances, rather than whole film 

	Flip Charts
	· Pre-writing makes them easy to use 
· Available everywhere
	· Too small for more than 20 people
· Wasting paper?
	· Use top 2/3 of page only      
· 5X5 rule   
· Practice writing

	Handouts
	· Inexpensive 
· Flexible    
· Easy to prepare
	· Take time to prepare
· Wasting paper?
	· Must look professional  
· Proofread

	Models
	· Effective if notes attached
	· May get lost if passed around
· Difficult to find appropriate ones
· Expensive to buy
	· Must be visible




	Fifteen Ways to Master a Meeting
	When to Speak Up in A Meeting

	1. Know everybody’s name. 
2. Know what everybody does. 
3. Be careful about personal comments. 
4. Don’t create subconscious barriers to communication. 
5. Sit erect and square your shoulders. 
6. Discuss but don’t argue.
7. The head of the table is a seat considered to have some power or authority. 
8. Another good position is a corner, because you can make eye contact with more people.
9. If you are seated and an important person enters the room, stand up to shake hands. 
10. If you are holding the meeting, reserve the most impressive, appropriately appointed conference room, when the meeting warrants it. 
11. If it is your meeting, lead it! 
12. If it is your meeting, have an agenda and let people know why they are attending the meeting. 
13. Start and end on time. 
14. If it is someone else’s meeting, take responsibility and participate. 
15. Demonstrate high energy and involvement.
	· When you know you can clarify a point
· When you can supplement pertinent information or furnish convincing statistics
· When you can correct an error
· When you wish to ask a question
· When you can give credit that’s due
· When you have a good idea or an original suggestion
· When someone else has taken your idea and presents it as their own

Be brave! A great way to get more confident at speaking in front of others is to volunteer to chair meetings. Let your boss know that you want to improve and that you are up to the challenge!

And remember: prepare. Do your homework. If you plan to speak on an issue, know what you are talking about. Clarity and conciseness takes preparation.

	Audience Profile
	Preparing Your Introduction

	· Who is the decision maker or decision makers?
· How much does the decision maker(s) know about the situation?
· How does the decision maker(s) view the situation?	
· How will the decision maker(s) react to the proposal?
· Who else will attend the presentation?
· What are their views of the presentation or proposal?
· Who else will be affected by this presentation?
· What's the next step?
· What is my revised objective or fallback position?
	Your introduction should:
· Grab their attention
· State your purpose
· Explain your agenda
· Show personal and specific benefits

Other ways to begin your presentations include:
· A question asking about the audience's concerns. 
· A rhetorical question, such as: “Can you teach people to be creative?” 
· A statement of your qualifications.

Remember: An audience will remember best what you say first and what you say last.
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	Tips on Using Graphics
	Overcoming Nervousness

	· Be generous with white space.
· Use clear headings and sub-headings.
· Highlight, but don’t overdo it.
· Types of highlighting can include bullets, italic print, underlining, bold, and color.
· Use graphics with caution. Make sure they mean the same thing to the audience that they do to you. Don’t ask technology to do your job. It is a tool that supports the presentation you deliver, and not responsible for the success of the presentation. 
· Always have a backup plan in case the technology fails, because it will!
	· Allow plenty of time to check out the room and equipment.
· Start on time. 
· Greet people as they come in. Chat casually with people you know until it's time to start.
· Eliminate any physical barriers that stand between the audience and you. 
· If you're behind a table or lectern, move away from it. Don't cling to the podium or your projector.
· Do some deep breathing. 
· Avoid caffeine, which can increase anxiety and jitters. 
· Speak about things that you care about. 
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