Visual Aids

_______________________________________________________
People take on board information through their senses – the more senses we involve, the better the retention of the message. Visual aids are an important tool in helping us get the message across.

In presentations, the most popular tools to use are the Overhead projector and the data projector.

Tips on Use

1. Before the presentation:

· Walk around the audience seating area – can they all see the screen from where they are sitting?

· Walk around your ‘presentation space’. Can every member of your audience see the whole screen?

· Go to the back of the room – Can you read the print?

2. Familiarise yourself with the equipment:

If data projector:

· Where is the slide change button?

· Try the clicker out  - how do you get back to a previous slide if you click too far?

If overhead projector:

· Focus image

· Centre image onto screen

· Where is on/off button – try it out

· How do you trigger the spare bulb, if existing one blows

· Write bullet points to emphasise the main messages you deliver – put too much text on, then what’s the point of you being there?

3. Use the bullet points as your aid to memoir.

4. Face the audience, not the screen.

5. Use the animation function to reveal one point at a time – otherwise your audience are too busy reading the rest of the screen, rather than listening to your point. With overheads, use a sheet of paper to reveal.

6. Use graphics/cartoon if they add value to your presentation – not a distractor.
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