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Really Important Concepts 

A presentation can be said to be really effective if the 

audience remembers the key messages and acts on 

them. In a business context, anything less is just light 

entertainment – not in itself a bad thing, but don’t kid 

yourself that it’s real work, or represents any kind of 

progress. 

“Our top ten strategic initiatives are…”  

Don’t bother. Nobody’s going to remember them. 

Keep it simple. One key message is great. If you’re an 

exceptional performer, you might get away with three. 

If you can’t boil it down to this extent, you’re either 

not trying hard enough, or you don’t understand what 

your audience really needs to know. 

 

It’s all about them 

Your ego is big enough as it is. It doesn’t need more 

time on stage, telling the world how marvelous you 

are. Save that for walking the dog. Your presentation is 

all about them – the audience – their needs, their 

problems, what they need to succeed. 

 

Just enough is enough 

Resist the temptation to deliver everything you know, 

plus the kitchen sink, believing that quantity is 

synonymous with quality. It isn’t. Make your point and 

move on; otherwise you’ll stifle the forward motion of 

the performance. 

 

Preparation is key 
If you’re not very good at presenting, get some help. 

Practising will not make you better, it’ll just reinforce 

bad habits. Identify your gold standard and aim for 

that. 

PERPLEXING OR POWERFUL 
POWERPOINT? 

 

The ‘B’ and ‘W’ keys 

Pressing the ‘B’ key in View 

Show mode (i.e. when 

presenting) results in a black 

screen. Tapping the space bar 

(or any key, in fact) returns the 

presentation to the same slide as 

before the screen was blacked 

out. The ‘W’ key works in the 

same way, only it ‘whites-out’ 

the screen, instead of blacking it 

out. 

 

The F5 key 

Many people know that the F5 

key is a shortcut to starting a 

slide show. However, pressing 

Shift + F5 starts the show from 

whichever slide you happen to 

be editing at that point – useful 

for getting a quick feel for how 

individual slides render in a 

presentation. 

© Active Presence, 2013 
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PERPLEXING OR POWERFUL 
POWERPOINT? 

Characteristics of a Good Presentation    

Good presentations are easy to recognise – we all 

know the feeling of having sat through a good one. 

Less easy to pin down is precisely what you have to do 

to create one in the first place. Here’re a few tips for 

you: 

Good presenters know their stuff 

Slides should benefit the audience. They are not there 

as speaker notes, or as some form of prompt to keep 

you on track. Good presenters know their content. 

This alone isn’t enough, but it is necessary. (The vast 

majority of slides I see are speaker’s notes, with bullet-

points being the most common). 

 

Integrated script and slides  

Even though your slides are there for the benefit of the 

audience, they shouldn’t contain your full message. In 

fact, on their own they ought to be at best cryptic, if 

not quite obtuse. The message behind a slide should 

only become clear when you provide the words that 

accompany it. One implication of this is that handouts 

and slides are totally separate documents, as the slides 

by themselves are meaningless. 

 

Natural language and good narrative 

Good presenters tell stories – specifically, they use 

stories to illustrate the points they want to make. These 

stories are told in every day, prosaic language, not 

corporate speak. Faced with a choice between “an 

upward delta on net revenue” and “more cash in the 

bank”, which would you pick? 

 

One layer of the onion at a time 

PowerPoint is an excellent tool for illustrating complex 

concepts and good presenters use the cutsom 

animation and slide-build features to build up 

comprehension in easy stages. 

PERPLEXING OR POWERFUL 
POWERPOINT? 

Continued from previous page.  

 

Jumping to a particular slide 

Like the B and W keys, this is a 

useful keyboard shortcut 

available in presentation mode. 

Typing the sequence number of 

any slide and pressing the return 

(enter) key results in the 

presentation jumping straight to 

that particular slide. This is 

really useful if you want to skip 

a section of material, without the 

audience noticing, or if you 

want to access a particular slide 

to answer a question. Of course, 

you need to have either 

memorised your slide sequence, 

or have a printed list for 

reference. 

 

© Active Presence, 2013 



5 

Characteristics of Good Images    

Images trigger a response from the brain. Good images 

give the brain a real workout. Audiences like good 

images because they find it easier to recall 

imformation afterwards. Poor images equate to an 

amble through the park on a sunny day – pleasant, but 

forgetful and not unique.  

Depending on the message to be communicated, good 

images are a) high quality photographs that align well 

with the message b) well thought through flow charts 

that build over time c) well annotated screen-shots. 

Clipart is universally bad. They do not give your brain 

a workout. The cartoons are like poor actors – they 

seem incapable of carrying a part on their own and 

have to be propped up all the time by other material. 

There’s a couple of other important points to consider 

regarding images. Images – visual cues in general – are 

lanagauge independent. The ‘scarcity’ slide in the 

margin has been used in several presentations to non-

native English speakers. Even though some of them 

might have been a little unsure as to what scarcity 

meant, once they saw the image, they soon ‘got the 

picture’. 

The speed at which strong, well thought out and 

prepared images are processed is thought to be 400 

times faster (Emotional Branding, by Daryl Travis) than 

your bog-standard illustration. 

There  is absolutely no doubt that good images 

interwoven with a good script help people remember 

your message. It really is worthwhile making the extra 

effort to (a) select the appropriate images and (b) 

integrate them with your script.  

EXAMPLE IMAGES 

 

 

This slide is used to talk about 

the concept of ‘scarcity’ in 

marketing – not immediately 

obvious, but makes sense once 

you hear the script that goes 

with the image.  

 

 

 

 

This is an annotated slide 

showing how to use video with 

PowerPoint. It’s a partial screen-

shot, in which unnecessary 

information has been removed. 

Enough has been retained to 

keep the overall context. (The 

annotation was done in 

PowerPoint itself.) 

© Active Presence, 2013 
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Concepts of Integrated Performances    

A well-integrated performance involves the script 

being heard simultaneously with the supporting 

images, so that the message can be fully appreciated.  

An audio recording of the script alone would not 

succeed in communicating your message – it would 

be like listening to a television program with your 

back turned to the screen. The converse is also true – 

watching a television program with the sound turned 

down fails to transmit the full message. There is one 

important rider to be placed on this sort of 

performance – you need to be particularly sensitive to 

members of the audience with impaired sight or 

hearing, as each channel on its own doesn’t transmit 

the full message. 

The samples images and script excerpt on this page 

should help you grasp the idea of an integrated 

performance: 

“…and so now ladies and gentlemen we come to the 

six ways of influencing people. One of the most 

important points to realise about scarcity [display 

image 1] is that, blah, blah, blah…  

…although when it comes to authority [display image 

2] the issue is much more one of blah, blah, blah. 

In terms of social proof [display image 3] what other 

people say about you is also really important” 

The script for the above example would actually have 

worked reasonably well for a visually impaired person, 

as the images acted as a back-drop to the script. 

However, they were still a very important part of the 

overall message. These images (left) are used to 

discuss the six ways of influencing people. This would 

not have been achievable if the six ways had been 

grouped together as bullet points on a single, boring, 

text-only slide.   

INTEGRATED IMAGES 

AND SCRIPTS 

 

 

IMAGE 1  

 

 

 

IMAGE 2  

 

 

 

IMAGE 3  

 

 

© Active Presence, 2013 
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When Branding Goes Mad    

Many large companies approach the issue of branding, 

particularly as it applies to PowerPoint templates in a 

peculiar way. Their graphic designers or marketing 

agencies seem to go into overdrive, totally convinced 

that unless the name and logo of the company appears 

on every slide, the audience will forget who’s 

delivering the message. If this is really the case, you 

have other issues that need addressing, far more urgent 

than anything in this document. 

Reflect for a moment on the message on page 2, ‘just 

enough is enough’ and then review the slide below. 

 

 

Leaving aside the inherent inefficiency of bullet-point 

slides as a means of communication, the major point I 

want to draw to your attention is that you are defeating 

yourself if you put anything on your slides other than 

the message you want to communicate.   

“KISS” rules: Keep It Seductively Simple. 

Numbering slides isn’t really necessary for a 

slide show – they going to appear in sequence 

anyway. If you skip slides during your 

presentation, there’s a chance the audience 

will notice and feel cheated. Save page 

numbering for printed handouts.

It’s very rare that it’s necessary to date every 

slide. If the date really is an important part of 

the information on the slide, it shouldn’t be 

squeezed into the bottom, left corner, where 

it’s invisible to the vast majority of the 

audience.

The copyright symbol (©) often appears in the 

middle-footer. Unless the presentation is 

appearing on-line, where there is a greater 

risk of material being misappropriated, it’s not 

really necessary to have on every slide, (and 

if it’s not adding anything, delete it).

The general rule of ‘less is more’

works well in slide design. This 

border isn’t really serving any 

function, other than distracting the 

viewer’s eye and wasting canvas. 

I’m of the view that graphics like 

this often appear as an attempt to 

make boring content more exciting 

– doesn’t work though.

Numbering slides isn’t really necessary for a 

slide show – they going to appear in sequence 

anyway. If you skip slides during your 

presentation, there’s a chance the audience 

will notice and feel cheated. Save page 

numbering for printed handouts.

It’s very rare that it’s necessary to date every 

slide. If the date really is an important part of 

the information on the slide, it shouldn’t be 

squeezed into the bottom, left corner, where 

it’s invisible to the vast majority of the 

audience.

The copyright symbol (©) often appears in the 

middle-footer. Unless the presentation is 

appearing on-line, where there is a greater 

risk of material being misappropriated, it’s not 

really necessary to have on every slide, (and 

if it’s not adding anything, delete it).

The general rule of ‘less is more’

works well in slide design. This 

border isn’t really serving any 

function, other than distracting the 

viewer’s eye and wasting canvas. 

I’m of the view that graphics like 

this often appear as an attempt to 

make boring content more exciting 

– doesn’t work though.

© Active Presence, 2013 
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Common Pitfalls 

Poor preparation  

There is no way around this. You have to know your 

material and you have to know the order in which you 

are going to present it. Don’t rely on your slides to 

keep you on track. 

 

Forced humour 

If you’re not naturally a funny person, don’t try and 

become one when presenting. You’ll appear false and 

this will damage your credibility. Just play it 

professional and straight. (If you can tell a story well 

and you have a funny one that relates to your material, 

then by all means use it. Stories are good). 

 

Bumbling, weak opening  

The first words out of your mouth set the tone for your 

entire performance – just as they would for a singer. 

Don’t sing your first line flat and hope to find the right 

key later on – the audience will have already 

abandoned you. 

 

No clear purpose  

Why are you giving this presentation? Make sure you 

have a very clear, simple answer to this question and 

that it’s well articulated early on – don’t keep the 

audience guessing, they won’t bother, they’ll just leave 

(physically or mentally). 

 

No real structure  

This is part of preparation really. Have simple plan 

and then resist the temptation to deviate once you’re 

on stage. 

 

Running out of time  

This is a major sin and one for which there is no 

excuse. People plan their work day around your 

advertised agenda. Stick to it. 

 

Not being heard  

Speak to the back of the room, not the first three rows. 

Bear in mind that members of the audience may well 

be sitting near air conditioning ducts which appear 

noisy to them, but not you. Check the room out first 

for dead-spots. 



Active Presence is a niche communications consultancy that 

improves B2B communication. 

Specialising in Confident Persuasive Presenting and Delivering 

Memorable PowerPoint, our bespoke communication programmes 

give you the confidence to perform more effectively, outstrip your 

competition and win more business. Effective Meeting Facilitation 

enables you to better engage while keeping your projects on 

schedule and within budget. 

Working from fully equipped studios in NW England and using the 

very latest technology, our online learning environment, YouRecall, 

provides a unique delivery platform that adds real value to your 

organisation in a pragmatic and structured way. 

Managing Director, Chris Davidson, is a respected speaker, 

broadcaster and author. In 2010 his book, Successful Speaking 

Secrets Quick Reference, won the International Book Award in Los 

Angeles. With more than 10 years’ experience helping businesses to 

better communicate, Chris can provide customised training and 

development for all areas of presenting.  

Get in touch today for a programme tailored to your needs. 

 info@activepresence.com  

www.activepresence.com 

 +44 151 625 4655 
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Reading this online? Click the image above for more 
information on Delivering Memorable PowerPoint 

No call to action  

This is a sub-set of having a clear purpose. Once you 

have a clear purpose in your mind, make sure you 

have a specific action you want the audience to take – 

and then make sure you tell them what it is. 

 

Poor slides  

In summary, no more bullet-points; lots of images 

instead, integrated with a decent script. 

© Active Presence, 2013 
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