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PRESENTATION SKILLS 
 
As your career progresses in the legal environment it is more than 
likely that you will have to deliver an oral presentation at some stage.  
This will most probably involve the use of computer software.  You 
may be asked to prepare a presentation for a group of prospective 
work experience employees.  Perhaps you will be asked to represent 
your company during a visit to a school or college.  Whether your 
audience is small or large, similar principles can be applied. 
 
Thorough preparation is one of the most important factors and, 
needless to say, the topic must relate specifically to the audience you 
have in mind.  Say, for example, you are preparing the presentation 
for a small group of work experience applicants.  This type of 
audience might be quite nervous.  Perhaps they have not visited a 
large, legal company before and they will find the whole experience 
daunting.  You must try to put them at ease.  Be friendly and 
welcoming and try to adopt a more informal style.  The audience will 
be there to learn about your company.  Ensure the presentation starts 
with a simple introduction so that your objectives are clear.  Explain 
logically the work of your company’s departments.  Try to get 
participation by asking them a variety of questions.  Some examples 
could be: 
 

• What type of work is carried out by the Corporate 
Department? 

• What is case management software? 
• What sort of legal documents would you find in the Probate/ 

Family/Criminal Departments? 
• What does e-conveyancing mean? 

 
Provide them with full details of your organisation’s expectations of 
them.  Explain the length of time they will have to work in each 
department and the type of work they will have to carry out.  They will 
also be interested to know their chances of obtaining a permanent 
position on conclusion of their training period.  Details of their 
anticipated salary, working hours and holiday entitlement will be 
eagerly received. 
 
If you can get the audience’s involvement you will find the 
presentation flows more easily.  They will also learn from discussions 
of other people’s experiences.  Their answers will give you some 
indication as to their levels of communication skills and motivation. 
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At all times try to ensure the presentation is effective in terms of 
content, size of fonts used and amount of text on each slide.  The use 
of too much text on an individual slide can prove very difficult to read.  
Your audience could also lose interest.  Where possible, include 
icons and the use of animation.  This should liven up your 
presentation.  It might also be a good idea to include some short, 
practical tasks relating to the work of a legal organisation.  This would 
give the participants the opportunity to get to know each other.  You 
will be able to make a judgement as to which applicants cope the best 
with group work.  This is an essential element of their employment, as 
a legal secretary will be expected to work as a team member. 
 
If you have been asked to visit a school or college to represent your 
company then your presentation will most likely be in front of a much 
larger audience.  In that case it will probably be on a more formal 
basis.  You will still have to give a warm welcome and to state clearly 
your outcomes.  You will need to be composed and confident 
throughout the presentation.  This is important as you are your 
organisation’s representative.  The audience will want to find out as 
much about your legal company as they can, so invite questions 
either as you go along or at the end of the presentation. 
 
It may not be practical or necessary with a larger audience to carry 
out small group tasks.  Their interest will need to be maintained in 
different ways such as using your communication skills effectively, 
being thoroughly prepared and by delivering what you are saying with 
enthusiasm, belief and commitment. 
 
Your Fee Earner may be willing, time permitting, to sit and listen to 
your proposed presentation before you have to deliver it to your 
audience.  This will enable you to practise your communication skills 
and to make sure your timings are maintained appropriately.  This will 
build up your confidence and reveal any areas for development.  
Another idea would be to record your rehearsed presentation.  In that 
way you will see for yourself any irritating mannerisms and 
expressions you may have!  It will give you the opportunity, too, to 
prepare and deliver an excellent presentation. 
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