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Presentations and Infographics

Body Language Techniques 
for Impactful Presentations

The most important visual you can 
show an audience is yourself.  What Not To Do

Open your chest and arms and keep your 
back straight. This POSTURE will help 
you to breathe and keep you relaxed. 1

Weak or 
unbalanced 
stance rather than 
planting feet on 
the ground.

1

GESTURES should be purposeful. Use your 
hands and arms to support key messages.2 Closed or nervous 

gestures, such 
as holding arms 
across chest or 
fidgeting.

2

Be aware of your facial EXPRESSIONS. Your face 
allows you to show emotion and connect directly to 
your audience’s minds and hearts. 3 Splitting your 

focus between 
the audience 
and your notes 
(or PowerPoint 
screen).

3
EYE contact builds rapport. Look 
directly at others – otherwise, you 
may lose your audience. 4 Overdoing eye 

contact, frowning 
or starting to 
stare.

4
To bring MOVEMENT, use Look, Move and 
Plant. Speak one thought while planted to one 
side of the room or person. Then, look/move/
plant/talk about the next topic. Repeat. 5 Moving back 

and forth across 
the stage while 
gesturing wildly.

5

Keep CALM. To overcome 
nervousness, pause and breathe. 
Concentrate on your message and 
your audience. Be sure to smile. 6

Apologizing for 
being nervous 
and drawing 
attention to it.

6

FACILITATING DISCOVERY LEARNING

Facilitate using discovery learning principles by…

TEACHing new theories 
that have both content  
and context 

…so that the learner is 
prepared to engage in  
the activity. 

Use APPLICATION activities where learners…

draw on their own 
experiences and prior 

knowledge 

…so that they can explore 
ideas, wrestle with questions,  
search for possible solutions.

To DEBRIEF the activity, go 
where the learners go…

Don’t give the answer

Explore experiences  
through asking questions  

and listening

…so that you create discovery learning moments. 

Behavior change and 
TRANSFER happens 
through personal reflection 
and ownership…
Acknowledge efforts and 
participation
Discuss how to apply to the job
…so that you ensure application and sustainability.
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THE DISCOVERY LEARNING PROCESS OCCURS THROUGH LISTENING AND ASKING QUESTIONS.
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Facilitate using discovery 
learning principles by…
TEACHing new theories 

that have both content and 
context

…so that the learner is 
prepared to engage in  

the activity.

FACILITATING DISCOVERY LEARNING

Apply Debrief Transfer

The Discovery  
Learning Process 

occurs through listening  
and asking questions.

Teach

Use APPLICATION 
activities where learners…

draw on their own experiences 
and knowledge 

…so that they can explore ideas, 
wrestle with questions, or search 

for possible solutions.

To DEBRIEF 
the activity, go 

where the learners go…
Don’t give the answer
Explore experiences 

through asking 
questions and listening

…so that you create 
discovery learning 

moments. 

Behavior change and 
TRANSFER happens through 

personal reflection and 
ownership…

Acknowledge efforts 
and participation

Discuss how to apply 
to the job

…so that you ensure 
application and 
sustainability

A picture 
is worth a 
thousand words. 
Vivid visuals facilitate 
understanding and 
enhance memory retention. SEVEN WAYS 

TO ENSURE 
ENGAGING 

PRESENTATIONS

Demonstrations 
and props are 

magnetic tools that 
hook your audience 

and keep them watching.

Do smile at the 
start of your talk.  
First impressions 

always count. Use humor 
that is appropriate to  

your audience.

PRACTICE. 
PRACTICE. 
PRACTICE.

Keep it simple.
One powerful point 

with supporting facts or 
descriptive details may be 

all you need to express  
your message.

Tell a captivating story. 
Engage your audience in the first 60-90 
seconds with a story that hits the key 
points of your message.

Get your audience involved 
by asking thought-
provoking questions.  
Don’t necessarily expect the 
answer. Arouse curiosity to 
think about the answer.
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MEETING METHODS 
AND TOOLS

MIND MAPS
Mind Mapping is a tool that helps you break large 
projects or topics down into a single visual. 

MIND MAPS ARE USEFUL FOR:
•	 Brainstorming	

•	 Summarizing	and	note	taking

•	 Consolidating	from	different	research	sources

•	 Thinking	through	complex	problems

•	 Presenting	in	a	format	that	shows	the	overall	
structure	of	your	subject

Source:	https://www.mindtools.com/pages/article/newISS_01.htm
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2.

3.

5 WHYS
When there is an issue or problem  
that does not have an immediate  
cause or solution, use the 5 Whys tool. 

HOW TO USE THE 5 WHYS
•	 Write	down	the	specific	problem

•	 Ask	“Why”	the	problem	happens	and	record		
your	responses

•	 Keep	asking	“Why”	until	the	team	agrees	that	the		
problem’s	root	cause	is	identified

•	 Once	the	root	cause	is	Identified,	work		
towards	a	solution	to	the	problem

5 WHYS EXAMPLE
1.	 Why	is	piping	progress	low	this	week?	(No	joint	welded).

2.	 Why	didn’t	the	welder	complete	the	joint?	(No	pipe	fit	up).

3.	 Why	wasn’t	pipe	fit	up?	(Materials	were	not	delivered).

4.	 Why	weren’t	the	materials	delivered?	(Fabrication		
was	delayed).

5.	 Why	was	fabrication	late?	(There	were	engineering		
design	changes).

Source:	Bechtel’s	High	Performing	Crews	Workshop,	Session	Five	–	Lean	Construction

GETTING TO CONSENSUS
Consensus is a process of decision-making that seeks widespread agreement among group 
members through collaboration, cooperation, and inclusion. 

OTHER ADVANTAGES:
•	 Utilizes	talent	from	everyone	involved	in	the	meeting

•	 Builds	commitment	for	implementation

THE PROCESS OF CONSENSUS DECISION MAKING 
The basic process involves collaboratively generating a proposal, identifying unsatisfied 
concerns, and then modifying the proposal to generate as much agreement as possible.
For	more	information	go	to	www.ConsensusDecisionMaking.org

Time and money can be wasted 
and participants get frustrated 
when meetings go off the agenda. 
It is important for the meeting 
facilitator to be able to spot when 
this is happening and stop it. With a 
parking lot, this can be easier to do. 
Source:	http://meetingking.com/importance-of-parking-lot-for-meetings/

PARKING LOTS

STEP 6 STEP 2 STEP 3 STEP 4 STEP 5STEP 1

Discussion
Identify 
Emerging 
Proposal

Identify Any 
Unsatisfied 
Concerns

Collaboratively 
Modify the 
Proposal

Assess the 
Degree of 
Support

Finalize the 
Decision OR 
Circle Back to 
Step 1 or 3

MAKING A 
PRESENTATION

Presentation 

Topic

Audience

Lo
ca

tio
n

Visu
al A

ids

MAKING A 
PRESENTATION Delivery

Presentation 

Topic

Handouts

Video

Sl
id

es

G
ra

ph
ic

s SupportsTechnology

Length of
Presentation

Case Studies

Benefits Required

Knowledge Level

Expectations

Dem
ographic

Co
nc

er
ns

Size of 
R

oom

Refreshments

Structure

O
ve

ra
ll 

To
pi

c

Audience

Lo
ca

tio
nVisual Aids

MAKING A 
PRESENTATION

Delivery Analys
is

THE NEXT STEP – TAKING ACTION
After your brainstorming session, you’ll have a lot of 
potential ways to go. Although it might seem hard to 
sort through and find the best ones, analyzing these 
ideas is an important next step. Work towards a 
consensus and identify next steps.
Source:	www.businessdictionary.com/definition/brainstorming.html
Source:	https://www.mindtools.com/brainstm.html
	

BRAINSTORMING
Brainstorming is a process for generating 
creative ideas and solutions through group 
discussion. 

1
PREPARE THE 

GROUP

2
PRESENT THE 

PROBLEM

3
GUIDE THE 

DISCUSSION

•	 Consider	who	should	
participate	and	get	a	
diverse,	create	group	

•	 Have	one	person	record	
the	ideas	and	post	notes	
where	everyone	can		
see	them

•	 Clearly	define	the	problem	
that	you	want	to	solve	with	
criteria	and	scope

•	 Give	people	reflection		
time	at	the	start	of	the	
session	to	generate		
their	own	ideas.

•	 Start	a	group	discussion	
where	everyone	is	
encouraged	to	contribute	
with	being	critical

•	 Share	your	ideas	if	you	
have	them,	but	spend	
your	time	and	energy	
supporting	and	guiding	
the	discussion	

LOGO

300,000 
YEARS
THE TIME WE 
COLLECTIVELY 
WASTE ON BAD 

MEETINGS 
EVERY YEAR

Turns out we 
collectively waste 
just shy of 300,000 
years per annum in 
useless meetings.

FACTS ABOUT 
MEETINGS

25 Million 
meetings are held 
daily in the US.

$37 Billion per Year 
is spent on unproductive 
meetings.

69% of People 
feel that meetings 
are unproductive.

Up to 25% of Meetings 
are spent discussing  
irrelevant issues.

63% of Meetings 
do not  have prepared 
agendas.

5.6 Hours are spent 
in meetings on a weekly 
basis across the globe. 

TOP COMPLAINTS ABOUT MEETINGS

DISORGANIZED MEETINGS: 27%

DOMINATING PEERS: 17%

PHONE INTERRUPTIONS: 16%

PEOPLE WHO FALL ASLEEP: 9%

NO BREAKS: 8%

LATENESS/LEAVING EARLY: 5%

NO WRITTEN RECAP: 4%

THE MOST  
PRODUCTIVE  

MEETING TIME 
FOR EMPLOYEES 

IS 3pm ON 
TUESDAYS

COMMON CHARACTERISTICS 
OF A BAD MEETING

69.9% No clear goal has been set

56.1% The meeting goes off topic

55.1% There is a lack of structure

49.5% Attendees are inattentive

48.6% No decisions are made

THESE ARE THE ACTIVITIES THAT 
HELP US FEEL MOST EFFECTIVE:

Building relationships 
with co-workers

OUT 
O F109

Brainstorming and 
problem solving

OUT 
O F108

BUT WHEN MEETINGS AREN’T 
EFFECTIVE…WE FEEL THE PAIN

56%
of us regularly stay 

late at work

54%
work from home when 
we have too much to 

get done

SOURCES: http://business.salary.com/why-how-your-employees-are-wasting-time-at-work/slide/9/, https://e-meetings.verizonbusiness.com/global/en/meetingsinamerica/uswhitepaper.php, http://www.keyorganization.com/time-management-statistics.php
http://officeteam.rhi.mediaroom.com/meetings, http://www.forbes.com/sites/sebastianbailey/2013/08/08/just-say-no-how-your-meeting-habit-is-harming-you/, http://www.forbes.com/sites/christopherfrank/2012/05/05/the-4-question-meeting-you-cant-be-brilliant-alone/
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