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They can enhance your promotability.
Public speaking and giving talks in your HR area of expertise
is one of the fastest ways for you to gain visibility, promote 
yourself and advance your career in Human Resources. 

It’s the one activity HR leaders do often.
High potentials and leaders in HR continually seek out 
opportunities to speak -- to enthusiastically share their 
message and/or to enhance their speaking skills.  They 
recognize that this is an important skill to demonstrate 
and so they’ll rarely turn down opportunities to give 
them at:   

• Offsite meetings 
• Team presentations 
• Corporate annual meetings 
• HR association meetings (e.g. SHRM) 
• Campus or college recruiting presentations 
• Orientation sessions
• Podcasts, tele-classes, webinars & training sessions. 

It can be a real differentiator for your HR career. 
A surprising number of HR folks are not good speakers or avoid them entirely 
because of fear.  This is great news for you because any HR professional can 
give terrific presentations if they’re willing to speak, prepare in advance and 
have a passion for their topic.  If you need to polish your skills, don’t hesitate to 
attend a presentation skills workshop or join a local Toastmasters Club. You can 
also assess others’ presentations and provide brief feedback to improve your 
own skills.  Finally, this no-fluff, fast action quick & handy guide can be used to 
help you prepare for your next presentation. 

WHY PRESENTATIONS 
ARE IMPORTANT



Go with what you know.
Look to your own education, HR background, 
experience, passions or specialized skills. It can also be 
based on a project you’ve completed, a presentation 
you’ve already given or a best practice you’re very 
familiar with.   

PICKING YOUR TOPIC

Aim to create your own “road show.” 
Turn your presentation into a road show that you 
can deliver to different audiences. A 45-60 minute 
presentation is ideal. Once it’s developed, look for
opportunities to deliver this talk anytime you can.
This presentation enables you to raise your 
visibility and promote your expertise inside 
and outside of your organization to different 
groups at a moment’s notice.  

Select the title for your presentation carefully. 
Don't take this step lightly, because if you give it a lousy title, 
nobody will want to come hear what you have to say, even if 
you’re providing valuable information.  People don’t want to
be bored.  So take the time to craft an interesting title.  

Title examples:
-Best Practices For Doing Easy & Painless Performance Reviews
-10 Zero Cost, High Impact Strategies For Building Great Teams
-11 Instant Actions You Can Take Now For Retaining Your Best People!
-15 Ways To Reduce Employee Costs While Improving Morale 
-Little-Known Approaches For Picking Superstars In Interviews

Be specific in your title.  
Titles that begin “How To…,” "13 Ways To...," "7 Strategies For...,"
or the like usually work best.  Not only do they tell your audience 
exactly what you're going to teach them, but it adds a ton of 
specificity and credibility to your presentation. 



25 TYPICAL MISTAKES 
THAT CAN RUIN YOUR  

PRESENTATION

“Nobody I know ever walked out of one of these presentations 
inspired, sold, or well-informed.  They just left bored out of their 
freaking mind saying silently to themselves: ‘I wonder how long 

that presenter is going to keep that great HR job they have.'”

1. Waiting until the last minute to prepare.
2. Diving right to the first slide – with no inspiring intro to grab audience attention.
3. Drowning the audience in slides — ex: 1 slide/minute (or 60 slides per 1 hour speech).
4. Focusing on facts and data – no interesting stories, anecdotes and examples.
5. Using small, single-spaced, bullets that people in the back can’t see.

6. Not using images or pictures on the slides, just lots of text.
7. Reading each slide word for word.
8. Using lots of animations, especially twirls, fly-ins and spinning words.
9. Turning their whole back to the audience when looking at a slide.
10. Making crazy little circles with that annoying laser pen.

11. No gestures, just standing there with arms dangling down.
12. Waving your arms around like Michael Jackson singing Billie Jean.
13. Pacing like a lion in a cage or not moving at all.
14. Standing in front of the screen (letting the words display on their face).
15. Telling jokes, that aren’t funny or are inappropriate.

16. Walking with your hands in your pockets or fold your arms.
17. Using child-like clip art and lots and lots of cartoons.
18. Memorizing your slides and sounding like a robot.
19. Putting two or three charts on one slide.

20. Being boring!
21. Pointing to a slide with your middle finger
22. Inserting a video with poor sound quality.
23. Not sounding passionate about the topic and not engaging the audience.
24. Never repeating the agenda so people can follow the important ideas. 
25. Always going over, never under their allotted time.



The statistic, bold claim or headline needs 
to be directly related to the main purpose 
of your presentation.  The audience will 

listen and respond positively to your 
recommendation and next steps. 

Use photos instead of text, when possible.  
A picture is worth a thousand words.

It can be a personal story or about someone else 
who the audience can learn from.  Captivate 
your audience in the first 60-90 seconds and 

make sure the story encapsulate the key point of 
your message. 

You ask these questions for persuasive effect.  You 
don’t expect the audience to answer aloud, rather 

silently to themselves and arouse curiosity and 
motivate them to think about the answer. 

A prop is a magnetic tool that hooks 
your audience and keeps them engaged.  

Using a visual aid can also help 
emphasize a point. 

The quote must have meaning and 
relevance to the audience.  Employ 

the wise words of a well-known 
person because the name allows 

you to tap into his or her credibility, 
likeability and notoriety. 

6 POWERFUL WAYS TO BEGIN 
YOUR PRESENTATION

TELL A CAPTIVATING 
STORY

SHOW A GRIPPING 
PHOTO

ASK A RHETORICAL, THOUGHT 
PROVOKING QUESTION

USE A PROP OR 
CREATIVE VISUAL AID

USE A MEMORABLE 
QUOTE

STATE A SHOCKING 
STATISTIC OR HEADLINE

The first 30 seconds of your presentation is crucial.  Never start your 
presentation with: “First, here’s some housekeeping.” Boring!  The first 
words out of your mouth sets the tone for everything else you have to 

say…and will determine if your audience tunes in or tunes out!



PowerPoint is a great tool, but starting your presentation on your laptop will 
only box you into the limited templates that Microsoft has created.  Instead, 
grab some paper and a stack of sticky notes.  Treat each sticky note as a slide 
and write your overall idea of each slide needed on a sticky note.  Then peel 
and place them on the paper until you have a solid presentation outline that 
tells your story.

Bullets work great in reports and documents. But keep them to an absolute 
minimum in your presentation – especially if that presentation is designed to 
inspire or motivate your audience.  Bullet points ruin these kinds of talks. 
When you overuse bullet points, you take away from your talent as a speaker, 
detract from your message and reduce your presentation to just a read-aloud 
session. 

Your audience doesn’t have a telescope.  When you do use text on your slides, 
use a font size no smaller than 30pt.  Any smaller and your audience won’t be 
able to read the text on your slides – especially those sitting in the back of the 
room.   

7 WAYS TO USE 
POWERPOINT SUCCESSFULLY 

#2
MINIMIZE BULLET POINTS

#1
PLAN ON PAPER

#3
REMEMBER THE 30 POINT RULE



Don’t use starbursts and crazy shapes to jazz up your slides.  They can distract 
from your message and serve no purpose. Instead, think about what you can 
delete from your slide to make sure the message you’re trying to communicate 
is clear. 

As a presenter, your job is to tell a story. Make sure both of the components of 
your presentation – slides and speech – work together to tell a clear story.  
Ideally it should consists of essential story elements like conflict, drama or 
humor. Tell a story! 

Use creative and interesting image slides to illustrate your ideas, stories and 
and content. Your audience doesn’t want to see the same old images that 
they’ve seen in other talks or that they can find easily in a search. Give them 
unique content—find compelling graphics, take your own pictures, share your 
own experiences. If you’re telling a story about a manager with kids who 
works from home, by all means, show an image to illustrate this point.  By 
using your own images, you’ll keep your audience’s attention and you will be 
more engaged. Don’t forget the maxim: “A picture is worth a thousand 
words”….IF it is the right image!  

#6
USE UNIQUE IMAGES

7 WAYS TO USE 
POWERPOINT SUCCESSFULLY

#5
TELL A STORY

#4
NO STARBURSTS



This is a BIG one!  It’s been alluded to a couple of times already, but let’s be 
clear. Cluttered slides just confuse people. Delete busy charts and graphs, 
they’re generally unreadable.  Fight the urge to fill all the space on the screen. 
It is better to add another slide than to cram too much info onto one slide.

When a slide is packed with five different ideas your story is lost.  When you’re 
looking through your slides, make sure they only communicate ONE idea per 
slide. 

#7
NO CLUTTERED SLIDES,

JUST ONE IDEA PER SLIDE

7 WAYS TO USE 
POWERPOINT SUCCESSFULLY



Audience questions are a primary way for
you as a speaker to assess the clarity and 
effectiveness of your presentation.  
Here are some tips for handling them:  

1. Get the person to clarify what he/she means.  
People often are not clear in asking questions, 
or are hostile in asking questions.

2. If you don’t understand the question, admit it, 
saying, “I’m sorry.  I don’t understand the 
question.”  Do not say, “Your question isn’t clear.”

3. After taking a question, pause for a few seconds 
and reflect on the substance and intent of the 
question.

4. Repeat each question to the entire audience and direct your 
answer to the audience, not to the individual questioner.

5. Thank the participant for asking a question or making an 
observation:  “That’s an interesting observation” or “Thank 
you for raising that issue.”

6. Confirm that you’ve answered a question: “Does that answer 
your question?”

13 TIPS FOR HANDLING 
AUDIENCE QUESTIONS



7. You may need to postpone a comment:
-Indicate the point is important.
-Refer to your agenda.
-Indicate you will get to it.

8. If you don’t know the answer, admit it.  
Do not try to bluff the answer.

9. Evidence, more than opinion, tends to be 
most persuasive to the audience. Try to use 
judgments of experts, statistics, facts, etc.

10. If someone makes a bold accusatory statement, 
accept it by turning it into a question to the group and answer to 
the group.  This technique will allow you to minimize the hostility.

11. Avoid getting into a one-on-one conversation or argument with 
a member of the audience.

12. Don’t ask for approval of your restatement of the question; i.e., 
“Is that the question you asked?”  (If the person is not satisfied, 
he/she will most likely question you again informally after your 
talk.)

13. Don’t ask for approval of your answer, chances are the person 
may not be completely satisfied, and you will lose control of the 
group by ending up in a dialogue.

13 TIPS FOR HANDLING 
AUDIENCE QUESTIONS



MORE HR SUCCESS RESOURCES 

Unwritten HR Rules
21 Strategies For Attaining 
Awesome Career Success 

in Human Resources 
Available now at: 

http://UnwrittenHRRules

Best Kept HR Secrets
400 Most Powerful Tips For 

Thriving At Work, Making Yourself 
Indispensable & Attaining 
Outrageous Success in HR 

Available now at: 
http://BestKeptHRSecrets.com

Winning Big in HR
100+ Powerful Strategies For 
Accomplishing Great Results 
Faster & Getting Your Clients 
To Rave About You As An HR 

Pro!

http://WinningBigInHR.com

ADDITIONAL CRUCIAL
HR PRESENTATION TIPS

Identify your top three message points. 
Two is too few and four is too many. 
These three little gems will be your 

agenda for the presentation. You don’t 
have to specifically list them but your 

audience should be able to repeat them 
at the conclusion of your talk. 

Gather informal input from your 
audience beforehand to find out their 
needs, opinions and hot buttons.  Get 
EARLY feedback on your idea to avoid 

creating an HR presentation in a 
vacuum.  This input will help drive 

enthusiasm and buy-in for your ideas.

The more complex your HR presentation is, 
the more difficult it will be to understand. 

Avoid presenting anything that has too 
many concepts, steps, policies or  

procedures.   

PRE-WIRE YOUR PITCH

KEEP IT SIMPLE

TOP 3 MESSAGE POINTS

http://unwrittenhrrules/
http://unwrittenhrrules/
http://unwrittenhrrules/

