Tips & Tricks for your presentation

Preparing your presentation:
· Outline what you want to bring forward. What is important for the audience to remember from your speech? Place the outline in the presentation, after your introduction. Perhaps even tell the audience that you will be satisfied when, at the end of the talk, they will remember that … You will immediately have their full attention!

· You can of course use PowerPoint or comparable software to illustrate and highlight what you present. It will also help structuring your live talk and serves as a mnemonic. When you like the digital version of your presentation to be somewhat more dynamic, you might consider using https://prezi.com/ Doing so, you will need an internet connection, though.

· Targeting: think what kind of people will be in the audience. Fellow students? School children? Local residents? The board of the university? Try to target your presentation using words and concepts they’re familiar with.

· Don’t put long sentences into your slides. Limit yourself to words or combinations of words. Work with bullets to create an overview.

· Ensure that your text is legible: use a sans serif font and a large font size (24 pt or bigger).

· Make good use of the power of images. One picture might say more than a thousand words, and they make the look & feel less dull!

· Do you want to show a video? That of course makes it more vivid, but think twice, because much can go wrong and it’s very frustrating when your precious time and the attention of the spectators is consumed by fruitless efforts to get it started. Showing it from the internet (e.g. YouTube or Vimeo) is dependent upon the bandwidth of the location. So if the amount of MB’s is not a problem, be sure to have the video ready on the computer you present from.

· When you have finished preparing, rehearse your presentation using a stopwatch to time it. At best, you then already have people present to listen to and encourage you. This might seem scary, but this time you can choose your own audience – that won’t be possible when you do it for real. Furthermore, the experience will strengthen you and perhaps you will find out yourself or learn from the audience that some details still need a litte improvement.

Before you start presenting:
· The presentation is preferably placed on the computer itself. When it has to be shown from a USB-stick, it sometimes works worse/slower.

· Have you got your tool kit ready? A glass of water, a pointer, a clock that you can read from a distance to know how much time there’s left, a pen if you like to hold one etc.

While presenting:

· Make contact with the earth (this shouldn’t be a problem for archaeologists ). Place your feet firmly on the ground, about 25 centimeters apart. Be aware that you keep standing firmly during the talk.

· When there is a microphone, test it and ask whether the back of the audience can hear you.

· Don’t forget to introduce yourself. Although mostly someone will introduce you beforehand, it is important to always start by telling who you are, from which university, in which research program etc.

· Please, don’t read out. It is extremely annoying for your audience and will distract them from what you put forward. Keep your digital presentation as a mnemonic and remember that it’s you who knows the most of your own topic.

· Keep in contact with the audience. Look at them and try to involve them. Invite them to follow you non-verbally.

· Speak slowly and clearly. Articulate slightly more than you would do in conversation.

· When you don’t know what to do with your hands while presenting, consider holding a (switched off) pointer or simply a ballpoint. That’s better than much gesticulation.

· Standing firmly doesn’t mean you shouldn’t move during the presentation. It is perhaps also a matter of style, but a bit of movement on stage can contribute to liveliness. This of course doesn’t apply when there is a static microphone!

· End your talk with conclusions that logically derive from what you just have brought forward. And finally, invite the audience to ask questions.

Good luck!
