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PRESENTATION 
 
Creating a good slide presentation involves a combination of clear 
structure, effective design, and engaging content. Here are some 
key tips to help you create an effective presentation: 
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1. Structure and Content 
 
Outline Your Presentation: Start with a clear outline. Identify the 
key points you want to cover and organize them logically. 
 
Introduction: Begin with a strong introduction. Introduce the topic, 
provide context, and outline what you will cover. 
 
Main Content: Break your content into clear, concise sections. Each 
slide should cover one main idea. 
 
Conclusion: Summarize the key points and provide a clear 
takeaway for your audience. 
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2. Design Principles 
 
Keep it Simple: Avoid clutter. Use plenty of white space and keep 
text to a minimum. 
 
Consistent Layout: Use a consistent layout for each slide. Stick to 
a uniform color scheme and font style. 
 
Visuals: Use high-quality images, graphics, and charts to illustrate 
your points. Ensure they are relevant and enhance understanding. 
 
Readable Fonts: Use large, readable fonts. Avoid using too many 
different font types. 
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3. Text and Fonts 
 
Limit Text: Use bullet points instead of paragraphs. Aim for no 
more than 5-7 bullet points per slide. 
 
Font Size: Ensure the text is large enough to be read from the back 
of the room. Titles should be at least 36-44 pt, and body text should 
be at least 24-32 pt. 
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4. Color Scheme 
 
Contrast: Use contrasting colors for text and background to ensure 
readability. 
 
Consistency: Stick to a limited color palette. Too many colors can 
be distracting. 
 
Audience Consideration: Consider color blindness and use 
accessible color combinations. 
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5. Engaging Elements 
 
Multimedia: Use videos and animations sparingly to maintain 
interest. 
 
Interactive Elements: Incorporate polls, Q&A sessions, or other 
interactive elements if possible. 
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6. Delivery Tips 
 
Practice: Rehearse your presentation multiple times. Familiarity 
with the material will make your delivery smoother. 
 
Engage with the Audience: Maintain eye contact, ask questions, 
and invite feedback. 
 
Pacing: Keep an eye on the time. Ensure you can cover all points 
without rushing. 
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7. Tools and Software 
 
PowerPoint/Google Slides: These are popular and offer many 
templates and features. 
 
Canva: Useful for creating visually appealing slides with a range 
of design options. 
 
Prezi: Offers a more dynamic and non-linear presentation style. 
 
By following these tips, you can create a presentation that is not 
only informative but also visually appealing and engaging for 
your audience.  
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Help me !!!! 
 
It's not uncommon to feel stuck or panicked during a presentation, 
especially if you're unsure how to answer a question. Here are 
some strategies to help you navigate this situation: 
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1. Stay Calm and Composed 
 
Pause and Breathe: Take a deep breath to calm yourself. A brief 
pause can help you collect your thoughts. 
 
Acknowledge the Question: Repeat or paraphrase the question to 
ensure you understand it correctly and to give yourself a moment 
to think. 
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2. Use Clarifying Strategies 
 
Ask for Clarification: If the question is unclear, ask the person to 
elaborate or clarify their question. This can buy you some time to 
think and might also make the question easier to answer. 
 
Restate Your Points: Sometimes, reiterating key points from your 
presentation can help you frame an answer. 
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3. Admit When You Don't Know 
 
Be Honest: It's okay to admit if you don't know the answer. Say 
something like, "That's a great question, but I don't have that 
information right now." 
 
Offer to Follow Up: Suggest that you will look into the question 
and provide an answer later. You can say, "I'll look into this and 
get back to you with an answer after the presentation." 
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4. Redirect to the Audience 
 
Engage the Audience: If appropriate, you can redirect the question 
to the audience. Ask if anyone else has insights or thoughts on the 
topic. 
 
Leverage Group Knowledge: This approach can take the pressure 
off you and facilitate a collaborative discussion. 
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5. Use Your Resources 
 
Refer to Materials: If you have notes, slides, or other materials that 
might help, take a moment to consult them. 
 
Utilize Team Members: If you're presenting with a team, you can 
defer to a colleague who might be better equipped to answer the 
question. 
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6. Stay Positive and Professional 
 
Maintain Confidence: Even if you're unsure, try to maintain a 
confident and professional demeanor. 
 
Acknowledge the Value: Recognize the importance of the question. 
This shows you value audience engagement and are open to 
learning. 
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7. Practice and Preparation 
 
Anticipate Questions: Before your presentation, try to anticipate 
potential questions and prepare answers for them. 
 
Rehearse Responses: Practice how you might handle difficult 
questions or situations where you might not know the answer. 
Sample Responses 
 
If You Need Time: "That's an interesting point. Let me take a 
moment to think about that." 
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If You Don’t Know the Answer: "I’m not sure about that right now, 
but I can find out and get back to you." 
 
Engage the Audience: "Has anyone else come across this before? 
What are your thoughts?" 
 
By staying calm, honest, and engaging, you can handle 
challenging questions and maintain your credibility and rapport 
with your audience. 
 
 
 


