
Cheat Sheet Module 8

Summary

Presentation Tools

Presentation software enhances oral presentations by engaging audiences visually and audibly,
effectively bridging cultural and language gaps. Using visuals alongside spoken words not only
boosts comprehension and engagement but also promotes inclusivity. Presenters must be
aware of both the literal and subjective meanings of their language, adjusting their content
based on the cultural backgrounds of their audience. Feedback from culturally similar peers can
help align the intended message with its reception.

Integrating multimedia such as images, videos, and animations can reinforce key points and
improve retention of information. Memory research by Hermann Ebbinghaus shows that without
repetition, information retention drops significantly shortly after learning. However, introducing
repeated content at specific intervals can counteract this decline. Choosing the right
presentation tools depends on understanding the audience and the presentation's purpose.

Creating Effective Presentations

The core elements of an effective presentation include content, organization, and delivery.
Effective content combines substance—such as the originality and clarity of ideas, and the
quality of research and analysis—with style, including the presenter's confidence and
credibility. Organization is essential for maintaining a logical flow, starting with a strong
opening, moving through well-supported arguments, and concluding with a satisfying
resolution. Delivery encompasses body language, vocal variety, and interaction with the
audience, which should reflect the presenter's personality and professionalism to effectively
convey and even evoke emotions.

When developing a presentation, it's vital to first define its purpose, which determines the
content and approach and guides decisions about supplementary tools and layout.
Understanding the audience is the next step, which involves researching their demographic
and psychographic characteristics to craft a message that resonates and is relevant to the
audience. Finally, honing the message is about clarity and impact, ensuring the presentation is
structured around a clear and compelling idea that holds the potential to influence the
audience's perceptions and actions.
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Key Terms
10/20/30 rule

use a maximum of 10 slides, a maximum of 20 minutes, and a minimum of 30 point font in
your presentations

purpose

an objective or an intended outcome of your presentation

spacing effect

a learning phenomenon where information is better remembered if learning sessions are
spaced out over time, rather than crammed into one short period

style

the manner in which information is presented or communicated, encompassing elements
like tone, word choice, and the overall aesthetic of written or visual materials

substance

core material of communication, including the facts, data, and information that are
conveyed as well as the originality and significance of your ideas
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