
How to Design and 
Deliver a Successful 

Business Presentation 
Prepare, Practice, Present

*** This PowerPoint follows a structure 
designed to achieve excellence in the 

8 Competencies of Communication ***

***For further information & to learn in more detail: 
visit our workshop on the 8 competencies

Workshop Designed By: Coral Laski



Topic Selection and Thesis

Determine Main Points

Research/Supporting 
Materials

Organizational Pattern

Visuals

Language/Vocal Variety

Well -Expressed Speech

Nonverbal Behavior

Almost Ready to Present



The Steps to Success

1: Clarify your Audience

2: Analyze your Audience

3: Develop your Game Plan

4: Collect and Organize Information

5: Choose Visual Aids

6: Practice the Presentation

7: Prepare your Notes



Topic Selection and 
Thesis
Steps 1 and 2: 

Clarify & Analyze Audience

Back



Clarify & Analyze
Audience

·Know who you are going to be speaking to!

· A nalysis - Who are they? How many will be there?

· U nderstanding - What is their knowledge of the subject?

· D emographics - What is their age, sex, educational background?

· I nterest - Why are they there? Who asked them to be there?

· E nvironment - Where will I stand? Can they all see & hear me?

· N eeds - What are their needs? What are your needs as the 
speaker? 

· C ustomized - What specific needs do you need to address?

· E xpectations - What do they expect to learn or hear from you?

*Laskowski, L. (1996)



Topic Selection & Thesis

·Once you know your audience, it is time 
to determine your topic!

·Determine general purpose of the 
presentation:
�CTo Inform, To Persuade

·Determine your specific purpose:
�CWhat do you want your audience to KNOW or 

DO as a result of hearing your presentation?










































































