
Enterprise Development Training Course 
 
DAY THREE - SESSION ELEVEN 
 

Presentation Skills 
 
 
Objective:  to enable participants to present business information correctly, clearly and 

concisely. 
 
Time:   Half an hour 
 
Materials: 

Groups will need newsprint or flip chart sheets and the necessary pens, or some other presentation 
media. It is better not to use overhead transparency sheets, since the completed financial data 
should be displayed in the classroom for the rest of the course. Each group may need to present up 
to six or seven sheets and some allowance should also be made for spoiled sheets. 
 
 

Note:  

The main purpose of this session is actually to ensure that participants prepare their presentations 
properly and it is, therefore, scheduled after the field visits. If the presentations themselves are 
scheduled to take place immediately following the meetings with business owners, there is a danger 
that participants will spend too much time in the field, or that they will not take the analysis and 
preparation tasks seriously enough. This session should take place late enough to allow time for the 
meetings with business owners but early enough to allow participants time to analyse the 
information they have obtained and to prepare a convincing and 'slick' presentation. 
 
Participants will need to be told during this session how much time they will have for their 
presentations; the whole of the morning of day four should be allocated for this purpose. The time 
for each group will depend on the number of groups, but you should allow at least five minutes 
after each presentation for questions and discussion, and at least thirty minutes at the end for 
general conclusions.  

 
 
 
Session Guide 
 
1. Remind participants that presentation skills are an important part of the work of any 

organisation’s staff. Ask them if they have any experience of presenting information to groups 
of people and find out what type of people it is often necessary to present information to. 
Examples may include: 

 
• Organisations which provide funds for an NGO 
• Members of communities where the organisation is starting work 
• Colleagues, e.g. after attending training or a conference, in order to share whatever was 

learned 
 

They should use the forthcoming presentations as an opportunity to practice and improve their 
presentation skills, as well as sharing the business information they have obtained. 

 
 
2. Generally each group should have a maximum of fifteen minutes to make its presentation, 

followed by ten minutes questions and discussion. They need not, of course, use all this time. 
(These times should be modified according to the number of groups). 
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Groups may organise their presentations in any way they choose, but they should ensure that 
their presentations cover the five topics they were asked to address: 
 
i) A description of the business and its owner 
ii) The 'still' and the 'moving' financial pictures 
iii) The problems of the business, as perceived by its owner and the group  
iv) The recommendations the group made, and the owner's reactions 
v) The group's conclusions as to the role of NGOs 

 
Groups should be encouraged to allocate different sections of their presentations to different 
members, to give as many participants as possible the chance to practice their presentation 
skills. 

 
 
3. Remind participants of the brief introduction to presentation skills in session four of the first 

day and of the presentations which they made about their enterprise experience plans on the 
second day. Recall any lessons they learned at that time about how to make convincing 
presentations.  

 
Groups will have to communicate a great deal of information in a short period; they will have to 
be selective and clear, since it is better to succeed in putting across a small amount of data 
than to fail in putting across a large amount. 

 
Stress the following points: 

 
• The sequence must be clear. 
 
• Visual aids should contain only a few key words and figures, not whole sentences or long 

complicated figures. It is probably better to put the 'still' and the 'moving' pictures on 
different sheets. 

 
• Figures should when necessary be 'rounded'; they are unlikely to be completely accurate in 

any case, and it is not necessary that they should be, this is not an audit. 
 
• Calculations must be correct, without exception. 
 
• Groups should not present or discuss general views about micro-enterprises or the difficulty 

of obtaining financial information about them. Presentations must focus on the individual 
enterprises and in particular on the analysis of financial data obtained from them, however 
sketchy and confused it may appear. 

 
• The timing will be strictly enforced; groups should perhaps practice their presentations to 

ensure that they are not too long. 
 
 
4. Participants should now complete their analysis and prepare their presentations. 
 
 
 

© NORAD  2 


