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There are times when preparing a presentation for your 
employees for the next team meeting may be a useful tool. 
The circumstances that arise could be due to a new project 
or goal, a new method for a business process, a year-end 
summary of goals achieved, or whenever there’s a topic 
that requires more detailed explanation beyond an an-
nouncement at the meeting. In any case, having a presenta-
tion allows you to present the information in a structured 
format so that employees can easily understand your mes-
sage. It’s also important to pay attention to the way you 
deliver your message as your employees will also react 
based on your nonverbal cues. Presenting the information 
effectively will ensure that everyone is on the same page and moving in the right direction.  
 
TIPS FOR DELIVERING A PRESENTATION EFFECTIVELY TO YOUR TEAM 
 
 Be organized. Present the information in an organized and structured manner . Star t by introduc-

ing your main message, follow up with your supporting points, and then wrap up your ideas in the con-
clusion. For example, if it’s for a new goal that the team needs to hit, state the goal and how progress will 
be measured, provide a timeline that shows which steps will be implemented at what time, and finish 
with a summary of your important points to drive the message home.  

 
 Be mindful of nonverbal communication. Depending on the subject of your  presentation, use the 

correct nonverbal cues to go with it. Your facial expressions, gestures, body language and posture, tone 
of voice, and eye contact will all affect your message. Typically, you will want to show confidence and 
openness by keeping a relaxed and upright posture, trading eye contact with each of your team members, 
and keeping an upbeat tone of voice. These actions help to instill trust in you and your message to your 
employees. Acting too seriously and stiff may cause your audience to be less receptive and your message 
will not have as strong an effect.  

 
 Provide explanations. Instead of only listing things, make sure to provide explanations too. This 

goes a long way to promote transparency and helps employees become invested in your message. If a 
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new method needs to be implemented, explain how the old one lead to increasing costs and inefficiencies 
and how the new one will fix those problems. Your employees will enjoy learning something new and feel 
like they are kept in the loop.  

 
 Ask and answer questions from your team. A good way to gauge your  employees’ level of understand-

ing is to ask them questions periodically throughout your presentation. If they have trouble formulating a 
complete answer, you may need to provide a more in-depth explanation. Similarly, if your employees ask 
you questions, you will be able to determine their level of comprehension. It is best to address any confu-
sions or misunderstandings immediately so that it does not detract from their understanding of later topics. 

 
 Request feedback at the end. Ask your  employees to respond back with any feedback they have at 

the end of the presentation. Are there any major difficulties they foresee that you did not address? Was 
something you assumed incorrect and needs to be changed in the plan? Your team can act as a final check 
on the process before it proceeds. In addition, employees may also respond back with positive feedback 
which you can incorporate into your future presentations.  

 
Presenting information to your team is a useful method for conveying important messages that affect your of-
fice operations. It adds a meaningful and personable touch to the message as opposed to a department-wide 
email or memo. In addition, your message can be strengthened when you engage in positive body language 
and are open in your dialogue by explaining things clearly and accepting feedback. By communicating directly 
with your team and having an organized presentation, you can make sure that everyone is proceeding in the 
correct direction. 
 
We’d like to hear from you! Please visit the following survey link to provide us with valuable feedback on our 
bulletins: https://www.surveymonkey.com/r/7WY37JL 


