2%) Visual Elements

“I hear and | forget. | see and | remember.
| do and | understand.”
- Confucius
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Provide Alternate Use a
Copies Formats Mic!

If possible Provide materials Always assume
provide copies of In alternate No one can hear

slides, graphs formats, i.e. you and use a
and charts welbsite or microphone
download



Speak Content &
Visuals

@ Describe photos/graphics

@ Present graphs & charts

@ Remind handouts were distributed
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Rivers start as very small streams and sradually,get bigger as nr_e water is

ad & eavy rains and spring meltwater add so muchaWale o sote rivers that they
overflow theirbanks and flood the sturroundisSlaRESEape.

The water 1n rivers comes fro%many diffEreRESOUEEeS. Rivers can begm 1N 1akes or
as springs: that bubble upsffont indergrfOURAR@ther rivers start as rain or telting
snow and ice MGHMp insghe MountaifiSEuis

Most rivers flow qu1ck1'5? in the steeply b'pl 5Ysections near their source. Fast .
Mmoving, water washes away gravel, saiel and mud leaving a rocky bottom.

—sently sloping ground begn’l to curve back and forth across the
led meandering rivers. 5

all channels that contmually split and j ]0111 These are
called braided Tavers. Bralcled rivers are usually wide but shallow. They formon fairly
steep slopes and Where the river bank is easily eroded.

Many rivers have an estuary where they enter the ocean. An estuagyuis a section of
river where fresh water and sea-water mix together. Tides cause watert levels irl
estuaries to rise and fall. -
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How to make a Good First Impression '..Q..'

Making a first good impression can be vital when looking for a new job. Whether we like it or not,

people do judge a book by their cover. The first few seconds with someone can be critical to your
career.

* Be on time. The person you are just meeting is probably not interested in your excuses, even if it is the first
time you are late in your whole life. All they are going to know is that you are not keeping up with a previous
agreement. The image you are leaving behind is of someone that is not reliable. Make an extra effort and
make sure to arrive on time. Too early is always better than too late.

* Be prepared. Before going to your interview you should have done your research about the company, the

position you're applying for, and so on. Think about what kind of questions you could be asked, and how you
would answer them. In one word, practice!

* Take care of your clothes and your overall grooming. It has been said that 55% can be determined by the
person’s appearance. 50 be careful when choosing how to present yourself in an interview. Dress to impress,
maintaining in mind the job you are applying to, and when in doubt, choose the most conservative choice.

* Take into consideration non-verbal communication. You might bee feeling nervous, but studies have shown
that people who present themselves in a more friendly, confident manner usually have better results.
Something as simple as a smile can make a difference.
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Customer Support Prioritization Customer support prioritizationis a

crucial aspect of providing excellent
customer service and managing
resources efficiently. It involves
determining how to allocate your
customer support team's time, energy,
and resources to address various
customer inquiries, issues, or requests

g effectively.
Customer

Support
Customer Support Providing customer STEP 02
support often involves multiple steps,
including receiving customer inquiries,
— — troubleshootingissues, and
resolving problems to the customer's
satisfaction.

STEP 01




b

€P Presentation Toolbox | Inving Int X + —

&« c A Not secure  inet.cityofirving.org/228/Presentation-Toolbox W L2

Home » About Us » Communications » Presentation Toolbox

General PowerPoint Templates

Future in Focus PowerPoint Templates p R ES E NT ATI 0 N Too L Box

Special Branding PowerPoint
Templates

Elevate Your Presentation
How 1o

Elevate Your @, = A quick tips guide on how to prepare your next
prgsﬂmﬂlmn *‘ WAL presentation for success!
'l‘il' # Communications Department's Quick Guide

Fundamentals
ar Cmrr e T (1T o T Knpp H Mrenle Pt Sacror
Frecic
i .“. ! |:J:|m|ur;\h-;: 1 :.I:I;'l‘ﬂ.::l‘l;:; e ‘::Illll:'..':- =
'\-::J :r:lr':nlr:“i'.l _I:l-::l‘:l%.q;:r:“r: |:r:u:nuk|:|l\.n |' HI;:{;;‘IF‘:’I:HI’
“'r; :..Ill;n: ;\.:; ’ drie for upcivrnse dides o e yele e 5 bk by . i ) ) -
nicimplin el busgon 218fen For more information on the City of Iving's General PowerPoint Templates,
Do’s and Don’ls contact:

« Graphics Specialist Alexandra Rangel at (972) 721-45955 or

s fiplew e LEnales gu-dellre oy ad =00 28 4 fort v eraler than il palnd

71 il e T 4 o] et g il o el
-

T arangel@cityofirving.org
« Communications and Printing Supervisor Heather Taylor at
(972) 721-2345 or htaylor@cityofirving.org

U Bl A R SO L

L Pagdl il gt
el d g per ke




/ Examples

Template Gui

Reference the “How to Elevate Your Presentation”
guide in INET before using this template

Right click image and select “open link” to view

How to
Elevate Your
Presentation

Do's and Don'ts

delines

This template has been pre-set with the proper fonts, font
sizes and colors to use.

Do not amend this template, just fill in the content.

In the case any adjustments must be made on the provided
slides, use the following criteria:

o Titles: Calibri Light (Heading) | 44 pt

* Body copy & 1st level bullets: Calibri (Body) | 28 pt

* 2nd level bullets: Calibri (Body) | 24 pt

* Use dark text on light backgrounds or light text on dark
background

How to
Elevate Your
Presentation

A quick guide to prepare your next Powerpoint for success

Fundamentals

Q@ O O

Plan Content First Use a Template Keep It Simple Practice, Practice,
Practice
Think about the message Don't stress. Less is more.
being conveyed before By rehearsing, you are more
putting slides together. New and improved A PowerPoint is the visual relaxed and confident when
PowerPoint templates are backdrop to what is being presenting.
Ask yourself: now available on INET. presented, nota
Who is the audience? teleprompter. Try to keep it under 20
What is the objective? The specs are pre-set, minutes. This is the
Why does it matter? just fill in the content. Focus on using quality average attention span of an
Do not amend the templates information, minimal text, adult so keep them
Preparing content, reduces (colors, font or font sizes). key points and visuals. interested.
fluff and helps convey the
message effectively. Strive for uncluttered slides Give the audience a break by
and simplicity. showing images, a video or

asking questions.

Do’s and Don’ts

* Follow the template guidelines located on slide # Font sizes smaller than 24 point
#1 of each template * Avoid writing seript on slides
» Use minimal text and bullet points * Don't read word for word
= Powerpoints are meant to support the message » Graphics are great, too many are distracting
#» Follow the 6 X & rule for bullet points » Avoid slide transitions and sounds
+ One thought per line * Do not use all caps for titles
* Mo more than & words per line * Avoid Microsoft's design suggestions
* No more than 6 lines per slide * To maintain consistency across departmental
» Use pictures/visuals when appropriate and citywide presentations, various templatas . s i

» Use high quality images have been pre-approved for use. Refrain from
* Max. 4 images per slide using alternative designs or layouts.
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