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Presentation Skills: Recommendations 
to Enhance Your Next Presentation and 
Maximize Audience Engagement—Part 1
By Jared S. Soileau, PhD, CIA, CPA, CISA, CCSA, Laura A. Soileau, CIA, CPA, CFE,  
and Glenn E. Sumners, DBA, CIA, CPA, CFE

A presentation is similar to a game 
of golf; you select the club most 

appropriate for the task from several 
choices available. When preparing for 
a presentation, the message should be 
adjusted to suit the occasion, audience, 
and timing of events. The medium used 
to present should also be considered in 
the preparation and analysis stage.

Knowledge of the presentation topic 
is only part of the process. To ensure 
that you meet the specific goals of the 
presentation, it is important to know the 
occasion of the presentation, background 
of the audience, and timing (length and 
time of day) of the event. Evaluating 
these criteria and planning appropriately 
will allow you to tailor your message to 
audience expectations. 

Occasions

The first step is consideration of the 
multitude of occasions which may 
be available for you to present. The 
profession of internal auditing provides 
you with a host of opportunities to 
gain experience presenting to groups 
of various sizes and levels of authority. 
These events include but are not limited 
to campus recruiting and presentations, 
audit opening and closing meetings, 
Audit Committee reporting, internal 
department or organizational training 
sessions, and external professional 
organization conferences and seminars. 

While these represent just a few 
opportunities to deliver a presentation, 
the details of the presentation can be 

modified based upon the occasion. To 
limit the scope of the article, most of 
the following comments will relate to a 
training session; however, the suggestions 
have application for many events. 

Audience analysis

The topic of the presentation is of 
significant importance; however, 
without considering characteristics 
of the audience, your presentation of 
the topic may neither convey your 
intended message nor meet the overall 
expectations of the audience. Insight and 
understanding of the age, knowledge, 
and level of experience of attendees play a 
major role in the level of background and 
detail that you should provide, and allow 
you to successfully meet the needs of the 
audience.  

Alternatively, the objective of the 
presentation (inform, instruct, persuade, 
entertain, or knowledge transfer) should 
play a significant role in structuring 
and organizing your presentation. By 
focusing your attention on the needs 
of the audience, you will be able to 
increase attendees’ interest in the topic 
and participation in the session, which 
increases the quality of the presentation 
and helps to reduce any anxieties that 
may arise. 

Length of presentation

As a result of the need to be very efficient 
with time, short presentations limited 
to less than an hour can present difficult 
challenges. Also, short presentations 
limit the depth of coverage and audience 
involvement. Because seminars are 
generally several hours or days in length, 

Executive Summary

Oral communication is one of the basic skill sets needed for internal auditing 
professionals. Presentations are one facet of oral communication that are frequently 
used in the practice of internal auditing through conducting meetings, delivering 
management presentations, and providing departmental and organizational 
training. 

The fear of public speaking can prevent you from demonstrating your ability to 
effectively communicate and lead, thereby potentially limiting career opportunities. 
Although most public speakers may experience mild anxiety, others may experience 
intense anxiety which may even lead to physical ailments including nausea. While 
everyone reacts differently to public speaking, it is unlikely that you will be able to 
present effectively and tame the anxiety without a plan and practice. 

One way to improve your presentation skills is to break the presentation 
process into stages from pre-presentation preparation and analysis to closing, 
concentrating on improving each phase. Many of the following comments reflect 
preferences of the authors and are not laws of nature. Obviously the approach 
changes slightly depending on the event. After reading this article you will have 
many concepts and suggestions to improve your skills which will be applicable 
for presentations that range from less than an hour in length to multi-day 
presentation events. 
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there is more time during the presentation 
to drill down into a topic and facilitate 
discussion. As a result, an argument 
might be made that seminars are more 
effective in knowledge transfer than 
conferences. 

It is important to stay within the 
designated time slot. If you finish early, 
you should have material in reserve 
and have a smooth transition to the 
supplemental material. Your presentation 
should not exceed the assigned time slot, 
especially if another speaker is scheduled 
to follow your presentation. If you present 
immediately before lunch, you never 
want to run over your time. Practicing 
your presentation will provide an 
estimate of the amount of time required; 
however, attendees may have more 
questions and discussion than anticipated. 
Therefore, your ability to summarize and 
reference presentation information that 
you are unable to cover as thoroughly as 
planned into your closing will enhance 
your ability to finish on time with 
minimal interruption.

Rehearsal

Those who practice improve; those who 
do not, will not! 

The best way to practice is in front of a 
large or full-length mirror. You should 
stand up and lay your notes on a table in 
front of you. Placing post-it notes on the 
mirror in the following format provides 
an opportunity for you to practice making 
eye contact with the audience. During your 
rehearsal, you should start by looking at 
“1” while making your initial key points 
and holding your eye contact for 3 seconds 
before moving to ”2.” You want to make 
eye contact with as many attendees as 
possible and hold eye contact as though 
you are talking directly to each attendee.

Because you will be standing during your 
presentation, you should always rehearse 
from a standing position. Throughout 
your rehearsals, you should continuously 
evaluate every facet of the presentation. 
The more you practice, the easier it 
will be to have a natural flow to your 
presentation.

Rehearsing your presentation in its 
entirety several times will allow you to 
average your time and should enable 
you to make appropriate adjustments to 
add information or reduce the length of 
your presentation as needed to meet time 
constraints. Accordingly, each practice 
session should be as similar as possible 
to the planned event. The verbiage of 
each practice presentation should vary to 
some extent, thereby allowing the actual 

presentation to be more conversational 
as opposed to memorized. This will also 
minimize the risk that you lose track 
of your thought, thereby creating an 
awkward silence. 

Logistics, equipment, & accessories

Prior to presenting, it is important 
to know the venue as well as what 
equipment and accessories will be 
available during your presentation. 

Room configuration

The room arrangement and temperature 
are important in achieving the objectives 
and setting the tone for the presentation. 
While some venue arrangements cannot 
be altered, others provide flexibility 
in helping to align the facility with 
presentation objectives. Several room 
arrangement designs are considered 
below with recommendations for use:

• The classroom arrangement 
(everyone facing straight forward) 
is a good choice for large groups, 
but inhibits group interaction. 
As a result, this structure would 
be best for knowledge transfer 
presentations.

• The U-shape arrangement maximizes 
group interaction by allowing 
participants to face each other as well 
as the presenter. While this design 
leads to improved group interaction 
and eye contact, it is limited to 
relatively small groups. 

A few comments to enhance your visual aids:
• Size – Text should be large enough to allow someone on the back row to read the 

slide with ease. 

• Color – The addition of color can enhance the appeal of your slide, but the color 
combination should also enhance the readability of your presentation. Some 
colors do not result in high definition and should not be used together.

• Readability – Slides should be an executive summary of the discussion, not the 
entire message. This allows you to embellish the slide material and reduces the 
need to memorize lengthy text which in itself increases anxiety. 

• Silhouette – Your position on the floor should not put you in the screen light. 
Recognize that you cannot always determine when you are in the line of the 
projection. Knowing the configuration of the room and location of the projector 
allows you to identify areas where you can present from without making 
shadows onto the screen.

• Partner Coordination – The use of a remote to advance slides allows greater 
freedom to move around the room and interact with attendees. However, 
when presenting with a partner, it is important to practice transitions between 
partners and advancing of slides if you are not in control of the slides.

• Pictures – Use of pictures on your slides can increase attentiveness but should 
be used conservatively with formal presentations.

Figure 1 – Post-It-Note placement for practicing eye contact.
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• The chevron arrangement, a multi-
row V-shaped design, incorporates 
the benefits of size and attendee 
interaction from the classroom 
and U-shape designs. Therefore, 
this design would be preferred 
to encourage greater attendee 
interaction for larger groups.

• The round table arrangement 
should be selected if you anticipate 
break-out sessions for team 
activities or if you are presenting 
during a meal. This design, 
however, creates obstacles for 
those seated at tables with their 
backs turned to the presenter. As 
a result, during the presentation, 
the design can be uncomfortable 
for attendees and may limit your 
ability to obtain feedback from 
those not facing the presentation. 
Consequently, this arrangement 
should be used with caution.

If practical, the above arrangements 
are better for longer training sessions, 
especially if the session has training 
binders. If tables are used, then tent 
cards should be used to facilitate 
name recognition and interaction. 
Name badges are also beneficial for 
networking before the session and 
during breaks and lunch.

Temperature

There is no question that attendees’ 
temperature preferences will range across 
the board. Although the temperature will 
not be perfect for everyone, it is important 
to understand that if the room is too hot 
or too cold, your best presentation may 
go unheard. While the size of the room, 
the number of attendees, and the climate 
should be considered, when possible the 
room temperature should be set in the 
low 70s for attendees’ comfort and to 
facilitate conveying your message.

Equipment

Even though the host/coordinator of 
the session is usually responsible for 
providing equipment, you should double-
check every detail. Prior to the event, an 
email should specify exactly what you 
need: flipchart or whiteboard, markers, 
screen, projector, and laptop, if you are not 
bringing your own. You should test the 
equipment in advance and have a back-up 
plan. The best laid plans can be derailed 
while a search is made to find a needed 
extension cord, flip chart paper, or eraser. 
In the worst case, you should be prepared 
to present without your PowerPoint. 

The use of a public address system may 
be needed for large groups; however, 
the use of a microphone presents several 
challenges. Microphones present the risk 
of technical failures or noise feedback. 
A stationary microphone limits the 
speaker’s movement and should not 
be used for long presentations. Also, 
the volume will vary when the speaker 
turns to glance at the screen. A handheld 
microphone allows for movement, 
but limits non-verbal communication 
such as hand gestures. While a 
lapel microphone allows freedom of 
movement, the volume will vary as the 
speaker rotates his/her head. The lapel 
microphone also picks up unwanted 
noise such as coughs.

Handouts

Electronic handouts are more 
environmentally friendly, but attendees 
generally prefer to have a hard copy in 
hand throughout the presentation to 
allow them to make notes directly on 
the handouts. It is often beneficial to 
provide a place for notes on the handouts. 
Therefore, ensuring that handouts are 
organized consistent with the presentation 
slides, and possibly containing additional 
detail, allows attendees to follow along 
and incorporate their thoughts and notes 
directly with key presentation points. 

Additionally, printing handouts with 
two slides per side and double-siding 
pages reduce the environmental impact. 
Stapling and three-hole punching 
the handouts assists attendees with 
organizing and storing the presentation 
notes for future reference. 

Visual aids

The most important thing to remember 
about using a visual aid, such as 
PowerPoint, is that it is a “visual 
aid”—you are the presentation. Often, 
speakers want to use a flashy and colorful 
PowerPoint presentation for a short 
presentation. Experienced trainers who 
do longer sessions (eight hours) know 
that the number of slides should not 
grow proportionately with the length of 
a presentation. With longer sessions, the 

I nsight and under-
standing of the 

age, knowledge, and 
level of experience 
of attendees play 
a major role in the 
level of background 
and detail that you 
should provide.
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presenter must typically bear a greater 
burden of the load. 

Summary

Just as preparation and practice are 
essential to a playing a competitive 

game of golf, preparation is an 
essential element of making effective 
presentations. If you cut corners in 
your prep time it will likely show up 
as you stand before your audience. 
Part Two of this article will look at 
matters to consider when delivering 

your presentation. Some of the 
issues discussed will be verbal and 
non-verbal considerations, building 
rapport, monitoring and engaging the 
audience along with other issues that 
are important to making that great 
presentation. NP
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Here’s how. Most contractors and 
subcontractors have short term bank lines 
of credit to help them with their funding 
needs. If they can get an owner to absorb 
mobilization or demobilization costs they 
can avoid borrowing against the bank 
credit line and the owner becomes the 
de facto bank. When the owner funds 
mobilization the contractor now has  
what amounts to an interest-free loan 
from the owner. 

Generally, on an average project, 
mobilization in the $5,000 to $20,000 
range is more than ample to cover most 
costs. However, I have seen subcontractor 
mobilization costs as high as $750,000 
which I found to be abusive. To make 
sure the process is not being abused, 
review the SOV on the subcontractor’s 
payment application to see if any of them 
were paid an exorbitant mobilization 
or demobilization fee. It is wise to 
develop a cumulative spreadsheet of all 
mobilization or demobilization costs. 

I recently worked on a project where the 
mobilization and demobilization costs were 

almost $2 million for all subcontractors 
combined. In this instance, before the 
project actually began, the owner funded $2 
million for what should have been a short 
term borrowing from the subcontractors’ 
lines of credit. The way for an owner to 
prevent abuse of this type is to: 

• Be involved with contractor in the 
bid/award subcontractor process 
such that they can negate any abuse

• Approve only a reasonable amount

• Tell the contractor that they will 
not allow any mobilization/
demobilization costs at all

Many projects are completed without any 
mobilization and/or demobilization costs 
being incurred and therefore this will 
not be an issue. However, when they are 
included, it is incumbent upon the auditor 
to ensure reasonableness. 

Conclusion

As outlined in this and the previous 
column, audits of subcontract costs, 
although not a direct cost to the owner, 

are important to review. These can and 
will take a good percentage of your audit 
resources because up to 90 percent of the 
cost of a construction project can consist 
of subcontractor costs. 

In the next column we will complete 
our review of subcontractor costs by 
addressing contractors who act as their own 
subcontractor by “self-performing” some 
of the trade work; pricing of subcontractor 
change orders including overhead; and 
profit markups and subcontractors hired 
directly by an owner. NP
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