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Mistake One: You Don’t Give Yourself Enough 
Time 

Many presenters fail to give themselves enough time to seriously 
plan and prepare their presentations. Often their failure to plan and 
prepare is because they are relieved or pleased to have the 
opportunity to present. Perhaps their career might be boosted. 
Perhaps there’s someone important in the audience. 

But putting aside these 
natural human emotions, 
there is an immediate set of 
priorities that must be 
started. You should not 
accept an invitation to 
give a presentation 
immediately. 

Now this might seem an 
unrealistic expectation when 
faced with the fiery South 
West Regional VP for 
Distribution. 

But if it's the conference 
planner from the 
Distribution Association then 
you are undoubtedly on 
firmer ground. They will 
understand. And if it is the 
fiery VP it's worthwhile to 
emphasise the professionalism with which you approach 
presentations at this stage. 

Your move to not accept a presentation engagement immediately is 
not a result of coyness. 

No, you have to find out more. And finding out more at this stage is 
very important in the context of your later presentation planning 
and preparation. Before you accept an invitation to make a 
presentation you need answers to these ten questions: 
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1. Who wants you to speak and which organisation do they 
represent? 

There is every chance that the person asking you to present is 
known to you. But equally they might have contacted you through a 
third party or via a contact in your LinkedIn network for example. 
In that case it makes sense to put the contact into context and 
establish who they work for, whether they are independent or who 
they represent. 

2. What are their contact details? 

Even if you know the person who 
invites you to make a presentation 
it's a good idea to confirm the best 
contact details. Check whether their 
cell has changed or whether email is 
preferred. And if the presentation 
organiser is not known to you then it 
is absolutely essential that you 
establish contact arrangements – 
which are, of course, reciprocal. 

3. What is the planned event? 

It's vital to establish what event is 
being planned. Is it a sales conference or an annual meeting of an 
Association? Is it a meeting of technical partners or a product 
launch? Knowing some simple details of the event allows you to 
prepare your planning. For example, if you are asked to speak at an 
Association's annual meeting you should establish the Association 
by name and its primary function. It could be a Trade Association or 
a charity. Knowing these details allows you to picture your potential 
audience and your likely participation. 

4. When and where is the planned event? 

Distance is not dead. Knowing when and where the event is due to 
occur must be identified right away. If the event is local that might 
make it easier to participate. Alternatively if the event involves 
significant travel it might be possible to combine your participation 
with some other activity. 
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Some knowledge of when the event is planned for will also provide 
some clues. If the event is next week then you can be assured that 
more than one speaker has dropped out and you are being asked 
out of necessity. It does happen, unfortunately. Typically 
presentation planners work to timescales of several months when 
planning key events. 

5. How many speakers will be involved? 

It's a rarity for any speaker to be the sole presenter on the podium. 
In most instances you will share the platform with several speakers 
with a budgeted time allowance of some 45 minutes. Perhaps 
longer. Knowing how many speakers are involved gives you an 
indication of the event's importance, its profile within its industry 
and its potential attendance. And as a tip, once you have established 
how many speakers are involved you have the means to explore 
their details in more detail at a later time. 

6. What is the theme of the event? 

It's not unusual for event planners to use a 
theme with which to identify their event. Using a 
theme such as, “Being best”, allows a range of 
speakers to explore all the essential attributes of 
customer care, quality management, production 
quality or people management. 

It provides a framework for each speaker and importantly, allows 
each speaker to interact sub-consciously with the rest of the 
platform. Knowing the theme at this stage is essential for your 
preparation. And if there is no clear theme you should aim to get 
this on the presentation planner's agenda later. 
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7. What sort of presentation is expected from me? 

This might be a purely mechanical question, but it has to be asked. 
For instance there might be an expectation that you will make a 
presentation and then answer questions later. Or, you might be 
expected to sit on a speaker panel, make a presentation in turn and 
then have questions asked collectively of the panel later. Different 
formats require different preparation and you should understand 
the event requirements early on. 

8. Why am I being asked to present? 

You should take care with this 
question. If the event is planned for 
next week you might already suspect 
the answer! But there is a serious 
point to be made. If you are being 
asked to present because you are a 
respected expert in your field then 
it's very likely that your presentation subject is going to be crafted 
along the same lines. 

Alternatively, if you are asked to present because of your work in a 
particular organisation then it's natural to consider citing relevant 
organisation case studies and references when you move on with 
presentation planning. 

9. What visual elements can be supported and will the event be 
broadcast? 

You take it for granted that every event supports multimedia 
content. But if you are asked to speak before or after lunch then the 
visual dimension of your talk will be very different to a standard 
podium presentation. This point must be picked up later with the 
event planner. 

It's not unusual for the media to be involved with larger scale 
events. Knowledge about media involvement at this stage is 
important since a late surprise might prove a problem. If the media 
is to be involved then you should ensure that your marketing or PR 
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team is aware of their involvement which could be mutually 
productive. 

10. Can I call you back to confirm? 

This is not as hard as it sounds. You will 
need to check your schedule. Or you 
might need to check with your partner. 
Alternatively you might want to see 
whether anything else in the schedule is 
moveable to accommodate this event. 

On the basis of the answers that you have 
already received this invitation might be a 
case of..."drop everything and attend”, or 
an instance of..."try to squeeze it in if 
possible”. Once you have agreed a 
timeline in which to call back the planner 
you must call them back. It's both polite 
and politic. You will need their active 
support and involvement later. 

So you have ten easy questions to ask before you agree to give 
that presentation. In essence they are the first steps needed for 
effective presentations. By asking them you acquire much of the 
useful information that will subsequently guide your presentation 
planning process. And by planning effectively you ensure that you 
present effectively without the collateral fear of public speaking. 
Now, should you accept that invitation or not? 

  



 

8 www.timetomarket.co.uk 

Five Presenting Mistakes and How You Can Solve Them 

Mistake Two: You Are Not Clear About Your 
Mission 

How familiar is this scenario? You click on the PowerPoint icon 
immediately you are tasked with preparing a presentation? If that is 
the case then you definitely have much in common with most 
professionals. And regrettably it is a big mistake. 

It's a mistake because your presentation focus is already on the 
mechanics of slides, decks, visuals, clip-art, logos and templates. 
Such a focus will be needed – but much later. For now the focus has 
to be on your expected 
achievement and 
outcome. 

Before you click on the 
PowerPoint icon you 
should draft in a single 
sentence the planned 
achievement of your 
presentation. In today's 
business language you 
will recognise this as a 
mission statement. 

But unlike many vacuous mission statements the purpose of this 
one is to capture the planned impact of your presentation upon your 
audience. That is, how do you plan for your audience to respond? 
You should consider the following three questions at this stage: 
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Q: After my presentation what will the audience do that is different? 

Q: After the presentation what will they know that is different? 

Q: Once they have heard the presentation what will they believe that 
is different? 

Before you begin the foundations of your presentation, you must 
have a firm grasp on the expected outcome of the presentation – 
what it is that you are aiming to do? 

To be effective your presentation will have an impact upon your 
audience beyond that of a management report, an email or a 
document. Your direct face-to-face presentation aims to change the 
actual behaviour, thoughts and beliefs of an audience. That is why 
you do it. 

If your successful presentation has to impact your audience in a way 
that simply reading its content would not achieve then your mission 
statement has to capture these planned expectations 

Your mission has to be expressed in a single sentence. It has to be 
succinct and to the point. It has to be measurable.  

It has to sound achievable within the context of a single 
presentation. And that should not be overlooked. You can not 
expect too much from only one presentation! 

With the mission statement prepared, what is next? Well, the advice 
would be to park the mission statement for an hour. Then try to 
recall it from memory. If you can do so readily then you have got 
something that is fully workable and from which you can hang the 
working objectives of a quality and effective presentation. 
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Mistake Three: You Don’t Set Your Own Objectives 

Failing to build workable objectives for your presentation is a 
mistake. The emphasis is definitely on the word, workable. All your 
objectives have to be achievable by you, the speaker. And they have 
to be achieved in the time permitted with the audience's 
involvement. Once you factor in the external pressures of time and 
audience it is imperative that you have the means to deliver – 
workable objectives give you the means. 

Having good workable 
objectives is, therefore, 
an essential element of 
the effective 
presentation. Critically 
they fulfill 3 main 
purposes: 

1) Workable objectives 
provide you with a 
framework for 
success – giving you a quick embodiment of everything that you 
need to present. 

2) Workable objectives stop you from rambling and going off 
message – either when you plan, when you write or when you 
deliver your presentation. 

3) Workable objectives get you to where you want to be getting – 
serving as visible milestones of progress made and distance still 
to be covered. 

But that is not all they do. Workable objectives have another 
overriding purpose in your presentation. Well outlined and 
understood objectives assist your audience to understand your 
presentation's logic flow. 

They ensure that your audience is more likely to follow the 
presentation and remain captivated by the subject – whatever that 
subject might be. And that has to be the overriding reason why you 
invest time and effort in getting the right objectives. 
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Your target should be some four or five 
workable objectives that can be handled 
easily and smoothly in a business 
presentation. Any more objectives than 
this, however, and you run the risk of 
exhausting your audience. 

It is a mistake that is most often found 
with the PowerPoint presentation style – 
where you are presented with multiple 
lists of objectives and issues at every 
stage. Too much detail at this early stage 
is not useful. 

Your workable objectives should be short and sharp. And to the 
point. 

They should stress action and focus on activity. Your choice of 
words is important, for they also convey important meaning for the 
audience. 

In a marketing presentation your workable objectives might 
include: research, develop, deliver, compete or gain share – action 
words which are well understood by the audience work the best. 
There is no room for misunderstanding. 

Finally, once you have committed to your workable objectives, 
consider how they fit with your mission statement. Ensure that the 
two are in tandem and assist one another. 

  



 

12 www.timetomarket.co.uk 

Five Presenting Mistakes and How You Can Solve Them 

Mistake Four: You Don’t Know Your Audience 

An effective presentation is a relevant presentation. And an effective 
presenter is one who provides relevance to their audience. Not 
doing so is a problem that you need to address. 

But what is relevance if it is so important? 

Well, for starters it is incredibly simple for something that is so 
important. To be relevant, in the minds of our audience, your 
presentation has to associate its title, subject matter, content and 
findings with the 
immediate cares and 
interests of the 
audience. 

I did say that it was 
simple. 

But for something that 
is so simple it is often 
overlooked. If you think 
of the presentation from 
the mindset of the 
audience; the value that the audience extracts from their 
participation has to outweigh the costs that they incur in their 
attendance – time, travel and reputation costs. None of these costs 
can be overlooked – particularly that of time which surely has the 
largest value. 

If the audience judges that their time is better spent doing 
something else or listening to someone else then you have hardly 
been effective. Knowing the costs incurred in participation, 
therefore, your task is to make the presentation as relevant and 
topical as it can possibly be – looking to outweigh the costs of 
audience participation with your added value. That is the 
immediate hurdle. 

Knowing your audience better is the first step in achieving relevance 
and getting to an effective presentation. And like most marketing 
activities there are some useful techniques to help you know your 
audience or market better. These techniques give you the means to 
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segment your audience, to profile their likely drivers and gauge 
their responsiveness to your presentation. There are several 
methods that you adopt to help you get started: 

1) You can refer to former participants at an event. First of all you 
should speak to colleagues and acquaintances about the event in 
which you plan to speak. You can easily establish who attended 
the event the previous year and 
their rationale for being there. 
They could also clarify what benefit 
they expected to derive from their 
presence and the success of the 
outcome.  

2) You can refer to the event 
organisers. The organisers will give 
you access to a participant list -- 
perhaps last year's list and a 
summary of delegates for the 
planned event. The listing will 
provide details on the participants 
by name, job title, organisation and 
industry sector at the bare minimum. It might go further with 
geographic base details for instance. 

3) With these records you can establish a picture of the "typical" 
participant and gain some insight into their likely requirements. 
You should note here that for many organisations the event 
organiser is likely to be an internal team member and, very often, 
is either the Executive Assistant of the VP or Director – 
discretion is needed! 

4) You can always contact other speakers. Organisers will put you in 
touch with other speakers for earlier events in addition to the 
planned event. If there is any difficulty with earlier events, note 
that where the previous year's event was publicized on the web 
there will inevitably be a string of contact details still available. 
Other speakers will give you further insight into audience 
characteristics, their likes and dislikes. They can also tell you 
what worked and what did not in their presentations – how 
effective were they?  

Knowing how your audience is selected for an event can also be 
telling, not least because their selection impacts how you know and 
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understand them and how you prepare material that is relevant. 
Typically your audience can be selected in one of 3 ways: 

1) Self-selection – where the audience has actively chosen to 
participate in a conference, discussion forum or association 
meeting. This audience will give you the most information about 
their likely needs. But they are 
also likely to be the most 
demanding.  

2) Selected – where the audience 
has been co-opted to attend a 
meeting in-house or off-site. In 
all likelihood this will be an 
organisation briefing, a sales 
conference or some kind of 
distributor event. This audience is 
likely to be the most 
homogeneous and there will be 
plenty of information about them. 
If not demanding, they will certainly demand relevance to keep 
their attention.  

3) Passing traffic – where the audience attends an event 
spontaneously or without any prior arrangement. You come 
across these passing traffic audiences at trade shows, exhibitions 
and expositions where the organisers offer seminar opportunities 
that are available to all show attendees. If you plan to give such a 
seminar you will have little prior knowledge of who will join you 
on the stand or in the seminar room – but analysing the previous 
year's list of attendees is essential. 

By analysing audience data you can establish the framework for 
strong and relevant presentation content. 

You should now have a good idea of the particular interests of your 
audience, their requisite needs, their dislikes, and their primary 
drivers. With this information you can incorporate topical elements 
into the presentation's content. You can introduce industry sector 
news and key issues into the subject matter. 

You can make reference to key figures in certain organisations or 
industries – You can demonstrate that you have a rapport with the 
people and concerns that fill your audience's working days. 
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Demonstrate relevance and you demonstrate effectiveness. You are 
well down the path to being an effective presenter. 
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Mistake Five: You Are Not Using PowerPoint 
Properly 

There is a lot more to giving an effective presentation based on 
PowerPoint slides than just creating the slides themselves. When 
you don’t use PowerPoint correctly you end up creating 
understanding problems with your audience. Problems you don’t 
need. There are 10 main PowerPoint tips that you can follow: 

1. Don't forget the basics. 
As a speaker your role is to 
entertain, motivate, inspire, 
persuade, cajole or inform an 
audience. No matter the 
sophistication of the software 
you have at your finger tips 
the prime role you play is no 
different. If the software gets 
in the way of your main role 
you should not use it. All the speaker techniques and effects remain 
totally applicable when PowerPoint is used. 

2. Go light on the bullet points. PowerPoint defaults can push 
you into one of a number of presentation slide formats (text and 
content layouts) that feature bullet lists. If you use them you should 
be careful. Bullet lists should summarize – in one, two or three 
words per bullet – each of the points you want to make. When you 
fill each bullet point with words you run the risk of exhausting your 
audience. The lists themselves should also be kept brief. A few 
bullets only. Not a whole slide full of them. 

3. Go easy on the data. Yes, you have to show how you reach a 
conclusion or a recommendation – but you do not need to show all 
the data available to you. A deluge of data projected on to the back 
wall of the meeting room is just not going to be read. Your audience 
wants to scan for trends. They will seek anomalies and they want to 
know causes. Your audience is not in a position to digest huge 
chunks of data and you should respect that. 
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4. Use only one word where 
two might do. Editing your 
material is a necessity. You have to 
keep your material succinct, 
readable and indicative of your 
main points so your audience can 
take it all in. PowerPoint lends 
itself to superb graphics, image 
display and video. 

These are the most powerful parts 
of the package and you should aim 
to use them more as speaker 
supports. Whatever you do, 
however, you should not be 
tempted to use the copy/ paste function to introduce chunks of text 
from another document into the PowerPoint presentation slide 
format. It won't work. 

5. Don't read the slides. PowerPoint tends to encourage you to 
read from your own slides - from either the notebook screen display 
or the larger projection screen. Both are inappropriate. They 
indicate that you are using the slides as a crutch. Reading from the 
screen also ensures that you don't have eye contact with the 
audience and run the risk of blocking the audience's view. 

But worst of all, reading your slide suggests that you do not know 
your own material, you are unsure of its content and you have not 
rehearsed. Audiences respect expertise and authority in their 
presenters – reading your slides suggests neither. 

6. Reference the points on the slides. Clearly you use 
PowerPoint slides for a purpose; either to summarize your main 
points or to illustrate them. Given the purpose, therefore, it's 
incumbent on you to actually reference these points once they are 
illustrated. Try to pause. 

Indicate the point, look back to the audience and make the 
reference. Doing this joins up your talk with your slide show – 
helping your audience to digest the main points. 
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7. Use the “slide build” technique. This is a PowerPoint jewel 
that is under used. It deserves more attention not least because it 
lends itself to an interactive approach in your presentation. Using 
slide build techniques you can reference a point on the display 
screen, you can ask an open question of the audience and then you 
can all witness an answer appear on the screen. 

This could be a word build or a graph display. The options are 
practically limitless. All the settings are accessed via the Slide Show, 
Animation Scheme settings in PowerPoint. Again, the cautionary 
note, you shouldn't allow the technology to take over – but there's 
great opportunity here. 

8. Use the black slide technique. You often need to take stock 
during a presentation – to confirm where you are or the direction in 
which you are headed. At this moment you need your audience's 
total focus on you the speaker. You don't want a distracting slide on 
the display screen. It's tempting to project a corporate logo or a title 
slide. 

These are OK but can still be a distraction. Instead you should use a 
black slide (Format, Background, Colors, Apply to Selected). The 
black slide gives the impression that you have switched off the 
projector or the notebook. Naturally your audience switches their 
attention to you. Once your point is made you can continue with 
your slides. The technique also works at the close of a presentation. 

9. Use fonts and font 
sizes carefully. 
PowerPoint will always 
default to a selected font 
and font size when you 
prepare a slide 
presentation. Your task 
is to either stick with the 
default arrangement or 
use a better option for 
the job. When you use 
alternative fonts and font sizes your drivers should be: readability 
and consistency. Some fonts are made for reading at a distance – 
others are not.  
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Fonts can signal structure changes such as titles, sub-titles and 
content. But when applied indiscriminately they don't signal 
anything other than a mess. Over capitalization is also a major blow 
to legibility. 

It appears that the human race is not designed to read in CAPITAL 
LETTERS – the upper case, lower case approach is best. 
PowerPoint will advise you when you are being a little too extreme 
in your selections – but many of you have already turned off the 
Office Assistant! 

10. Take it steady with the imagery. Slide colour schemes can 
actively hinder the readability of your PowerPoint slides. Reading 
red or green text at a distance is tough. Plan to use dark text colours 
(black or blue) out of a white background if you can. Or, where 
corporate colour schemes are used with a template format you aim 
for crisp white lettering out of a dark background. 

You noted earlier that PowerPoint is superb at incorporating high 
quality visuals (not necessarily Clip Art!) into your presentations. 
These should be used wherever possible. But take the cautionary 
point not to overdo the whiz bang effects in the slide show menus 
(Slide Show, Slide Transition and Slide Show, Animation Schemes). 

Any slide presentation 
can distract an audience 
from their speaker. But 
by sticking to the basic 
principles of giving a 
presentation and noting 
both the advantages 
and disadvantages of 
PowerPoint You can use 
this package to its full 
effect. Your slides are 
not a crutch – You should still prepare fully. 

Your slides are not designed to be read by you, the speaker – You 
should still rehearse. And your slides should be consistent with your 
primary purpose of entertaining, motivating, inspiring, persuading, 
cajoling or informing. If you note these principles your audiences 
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will not smile at your PowerPoint convention. But they will respect 
your expertise and authority as presenters. 

Typified by the ever present PowerPoint slide deck the modern 
business presentation can be an exhausting affair for both speaker 
and audience. Barraged by information overload an exhausted 
audience is in no position to listen, participate in or understand 
your presentation. 

But without labouring either the problems of PowerPoint or its 
many advantages there are some essential techniques with which 
you can improve your own performance. Your control over the 
images and text projected on to the screen give you a mastery that is 
too often overlooked. 

You should recognize the following scenario. 

Your speaker starts their talk, looks down at their notebook, looks 
across to the screen seeking inspiration and then, fleetingly, looks 
at the audience. 

In looking at the screen the speaker has made no reference to its 
content. And the speaker has missed two opportunities. 

By not referencing the content on the projection screen your 
speaker missed an opportunity to demonstrate subject knowledge 
and expertise. And your speaker missed the opportunity to ensure 
that the audience was listening, participating and understanding. 

The scenario is not uncommon. It is repeated every day coast to 
coast. And it makes one question whether there is in fact a link 
between the presenter's words and their slide deck. Well there is a 
link and it is of vital importance. 

But the link is often lost with busy and complex slides that neither 
reinforce nor support the speaker's words. And it is essential that 
they do either one or both functions. A slide deck that performs 
neither is wasted work. 

A better plan might include: 

 Build less busy slides: less text and fewer bullet points. 
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 Use one main point for each slide. 

 Use the PowerPoint pictures and graphs. 

 Use the PowerPoint “build” technique. 

 Learn the material and practice. 

 Develop a familiarity with your subject. 

But the plan is incomplete without some technique that can also be 
used. It's a technique that should be familiar to most of you from 
your school days – though it was a case of chalk and blackboard in 

my days – and is easily 
learned. 

The technique is used to 
reference the contents of the 
slide deck projected onto the 
screen. The justification for 
its use is simple. Surely, if 
the slide content merits 
display then it also merits 
both reference and 

explanation. 

And explanation is essential as you look for the slide content to 
support and reinforce your own words. 

The technique involves: 

Speak… 

Pause… 

Point at the content – using a pointer. 

Turn to look at the audience. 

Talk – and explain. 

 

This overlooked technique – point, turn & talk – gives you the 
opportunity to reinforce eye contact with the audience. Establish 
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eye contact with the audience. Then, project your knowledge of the 
subject. Then, build participation and you have understanding. 

Understanding is greatly improved since eye contact allows you to 
gauge the clarity of your words and be alert to puzzled expressions 
in the audience. Coupled with clearer and less busy slide content 
this effective technique is invaluable for the typical business 
PowerPoint presentation. 

These five common mistakes are all easily overcome. And that’s the 
good thing. Getting yourself ready as an effective presenter is 
something that can be done. Time, effort and practice are all 
important. 

Good luck. 
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