Retail Culture and Connect – Presenter Guide
If you are presenting as part of the Retail Culture and Connect event, below is a checklist to help you prepare. You will develop your own content to present, in PowerPoint format. After you’ve developed a rough draft of your content, the Learning & Development team will partner with you to review, brand and get it presentation-ready.
Content:
· Getting started: what can you assume the retail manager audience already knows about your topic?
· What are (3) main points that you want the audience to learn/take away from your workshop that will help them perform better? 
· These 3 points will be your workshops objectives and guide all your content.
· Sample objective: “Explain best practices for interviewing”.
· Expand on each one of your 3 objectives with supporting facts/supporting ideas
· Ex: Objectives: “Explain best practices for interviewing”
· Environment matters!
· Eliminating distractions
· Questions that count
· You’ll have 1 hour to present; no more 10-15 slides in your PowerPoint deck.
· Start your deck with introductions of facilitators; end with a ‘questions’ slide.
· Create engagement with a short activity; it reinforces the learning and gives you a break from facilitating.
· Drive behavior change by explaining the positive/negative consequences of applying the knowledge highlighted by your workshop: ‘If you conduct more effective interviews, you’ll need to see fewer candidates and spend less time interviewing.”
Facilitation:
· Let your audience know whether you prefer questions in the moment or at the end of the session.
· Designate one person to facilitate, another to circulate the mic for questions.
· Or: Keep your mic, take questions from the audience, and recite the questions into your mic before answering them so the entire audience can hear. 
· Assign sections to facilitators so everyone has a piece to own and lead. 
· Arrive early and do a ‘dry un’ to check connections/cords/speakers/slideshow prior to workshop.
Supply planning:
· Candy/manipulatives for tables?
· Bluetooth speaker for music between sessions/upon entry
· Props to support your workshop
· Supplies for workshop activities
· Wifi/digital/AV needs
· Handouts: how many? 
· Gift cards for drawings/competitions
· People: will you need additional hands (training administrators) to pull of this workshop successfully?
· [bookmark: _GoBack]Copies of the PowerPoint deck with speakers notes for reference

