Delivery 

The aim here is to be as natural as possible, rather than to act. But presenting is still an artificial situation, so there are some points you need to be aware of 

Voice Speaking softly, particularly at the end of sentences, is seen as a sign of nervousness - and is also irritating if it makes what you say difficult to hear. When you practise, make sure you aren't swallowing any words. 

Body If you're standing up, lots of small movements will make you look nervous. Once you're in a comfortable position, facing the audience, let your head and your hands do the moving. 

Hands Difficult though it sounds, the best advice is to forget your hands. (We don't think about them in conversation, after all.) If you ignore them, your hands will do what they normally do - match your voice to provide emphasis for important words

TIP 

Eye contact  You're talking to the audience, not to your notes. So you need to look up as much as possible - and look around, so that everyone feels you're speaking to them personally.

