
EFFECTIVE 
POWERPOINT 
PRESENTATION



2 Parts

Preparing Presenting



Before we starté

Who and Why

Audience and Purpose



5 Tips in 
Preparing 
Powerpoint
Slides



No.1: Layout and General Design 

Natural reading order, control flow

Left to right, top to bottom

Simple contrasting colour combination

Avoid full sentence

Add picture

Animate
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No.1: Layout 
and General 
Design

ÅNatural reading order, control flow

ÅLeft to right, top to bottom

ÅSimple contrasting colour combination

ÅAvoid full sentence

ÅAdd picture

ÅAnimate



No. 2: Words and Font

Size åAt least 30 or larger

Type åsans serif fonts, simple, clean

6 x 6 Rule

Overstyling åBold, Italic, Colour, Lines

Less is more



No. 2: Words and Font

Size ðAt least 30 or larger - avoid small font

Type ðsans serif fonts, simple, clean ðvs serif fonts, with tails 

6 x 6 Rule ð6 bullet points ð6 words in a bullet

OverstylingðBold, Italic, Colour, LinesðBe careful when styling 

Less is more ðkeep it simple ðdeclutter 



No. 3: Content and Flow  

Check the purpose ïwhy?

Introduction, Body, Conclusion

Plan the flow

Numbering 



Structure The Flow

Background ïProblem ïSolution ïImpact

Background ïCause ïEffect ïRecommendation

Background ïChallenges ïRecommendations

Background ïSWOT Analysis ïNext Actions

Background ïActions ïStatus ïWhatôs Next

Background ïStrategy ïImpact ïTimeline



No. 4: Figures and Statistics

Present complex data in simple form

What data to display?

What are the deliberations?

Make it simple

Line, Bar, Pie, Shock & Awe



Line Graphs: Trends, Correlation

9.5
9

7

1
1.5

0

1

2

3

4

5

6

7

8

9

10

Jan Feb Mar April May

P
ro

d
u

ct
iv

it
y 

L
e

ve
l

Month

COVID-19 Impact on Productivity Level 
Jan åMay 2020



Bar Graphs: Different Data Set 

60

71

89

20

90

68

25

70
65

80

0

10

20

30

40

50

60

70

80

90

100

P
e
rc

e
n
ta

g
e

Sector

COVID-19 Impact on Industries



Pie Charts: Compare Parts to a Whole
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Shock and Awe

1 in 5 individuals 

lost income by 80%



No. 5:General Tips

One slide, one idea

Slides are not presenterôs notes

Donôt complicate the slides ïbrainôs limited capacity 

Brain connects words to image ïuse pictures

Consistency ïDesign, font, language - logical



5 Tips in Presenting 
Using Powerpoint Slides



No.1: General Tips

1 slide = 2 minutes

Present, not read the slides

Slides are supporters

Donôt look at the slides, if you can

Audience, Purpose, Content first



No.1:Content and Flow

Check the audience and purpose

Use connectors ïfirst, second, lastly

Prepare notes 

Greet ïIntroduce self ïIntroduce topic ï

Structure of the presentation ïMain body ï
Conclude / Summarise ïTake questions



Structure The Flow

Background ïProblem ïSolution ïImpact

Background ïCause ïEffect ïRecommendation

Background ïChallenges ïRecommendations

Background ïSWOT Analysis ïNext Actions

Background ïActions ïStatus ïWhatôs Next

Background ïStrategy ïImpact ïTimeline



No.3:Non -Verbal / Paralingual Features

Body language and gestures

Facial expressions

Eye contact 

Intonation and stress

Gauge your audience



Body Language



No.4:Presenting Figures and Statistics

Describe overall observation - Introduce

Highlight significant data

Show comparison

Provide analysis and discussion

Forecast and justify forecast, if necessary



Line Graphs: Trends, Correlation
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