Tips for Trainers
by Lisa Heft

For A Good Presentation:

Prepare 

· Do you have your materials ready? 

· Have you seen the training site? 

· Have you checked your audiovisual equipment, pre-set sound levels and cued up tapes?

· Have you tried out new material by practicing, rehearsing, showing someone else?

Do your research

· Who are you teaching? 

· What is their experience with the information? 

· What are their needs?

· Are any things currently happening with them that you can build upon?

· Is there anything going on with them that may influence how you teach or say something?

If you are training with partners

· Coordinate with them

· Run through the presentation with them if possible

· Talk through what you will be doing together

· Understand each of your roles and where each of you will do what

Be aware of body language

· Your own and your group’s

Think of using visual aids, graphics, movement, interaction

· Help people receive information in all the different ways they do

Hear what your learners think and feel

· Be honest and open

· Do not use buzz words or talk in a language or on a technical level that your group does not understand

· Do not answer what YOU want to tell them – answer their question

· Hear what other people are asking

Remember your purpose

· Remember each section’s objectives

· Always steer back to the topic at hand

· If something is not directly fulfilling your objectives, consider cutting it out

· The training experience should not be about you...it should be about your learners

Be clear and concise

· Practice how to say something or learn some more information about a subject, if you need to

Clarify and summarize

· Ask the group if the concept was clear or if they have any questions

· Periodically, tell them where they are going and where they’ve been: give them a road map of their learning experience

Guide the experience – guide the process

· They will give you information on where and how to guide it

· Always keep in mind your lesson or lesson section objectives, guide the discussion back to the topic at hand

· Know the objectives of each activity and each section of your training – if the objectives of a section are unclear to you, think of why you are doing that activity at all and consider redesigning or eliminating it from your training

· Every single thing you do should reflect your topic – including warm-ups and refresher activities

Involve them

· Let them participate in as many ways as you can provide

Use examples, personal experience, and demonstration to illustrate and explain

· Do not TELL them, SHOW them – Encourage your learners to do the same with you and the class

Watch your timing and your pace

· Keep things moving along so you do not run out of time, forget to include important information, have to cut important sections or take away some of your training partner’s time

· Create time for questions and answers or discussions about someone’s individual situation after class – respectfully acknowledge their wish for more information and redirect to the topic at hand

Do not direct their attention to distracting problems

· Reminding the class that it is almost time to eat or take a break makes them restless

· Telling them that you do not have time to cover the remainder or that you will just run through the last part really quickly makes them anxious they are missing something important

· Telling them that this is the first time you have taught this information worries them that they are not in capable hands – they are

· Noting that the room or area that you are training in is hot or cold or airless or small only distracts them and causes them discomfort by making them aware of that fact

Go with the flow

· Do not be too rigid

· Enjoy yourself

· Sometimes when you share control with a group you learn so much from them and often an even better experience can result

· If you forget something or notice something you did wrong do not stop but continue forward

· If it is really important, find an opportunity to smoothly pull it back into your presentation

Provide closure

· Do not just “I am done” or “Now I am out of time” or “That is all”

· Take the opportunity to tell them where they have been and how much they have learned

· Beginnings and endings are just as important as what is in the middle

Believe in yourself

· You are a learning facilitator because you are wonderful at communicating and helping others learn

· You are very worthy of this position
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