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Presentations  
For 
Librarians 

Step-by-Step: Faculty Orientation Presentation 

Introduction 

 

Whenever I want to know more about something, I usually look for some how-to books.  I’m a 

concrete thinker by nature so I really like to use workbook and handbook-style resources with 

step-by-step instructions. In that spirit (and because I believe karma is a boomerang), I’m going 

to take you step-by-step through the creation and delivery of a faculty orientation presentation 

that a colleague and I presented a few years ago. My hope is that you’ll be able to use some of the 

techniques described below and adapt them to your own presentations. 

Part 1: The Script 

As part of a Library Expo event, we were asked to give a 5-10 minute presentation on library 

services to our faculty. It needed to be short, as we only had them for about an hour, which 

included food and schmoozing. We began by brainstorming ideas about what to include in the 

presentation.  We jotted down some notes, politely argued about what should/should not be 

included, and came up with some notes to start with. Then, we polished those into a (short) 

script: 

Welcome to Library Expo 2007! 

First and foremost, whether your department is physics, English, music or math, you have 

your very own librarian who is ready and eager to work with you! And your very own 

librarian can assist you in these three main areas (Instruction, Reference and Collections), as 

well as additional areas… 

Not only can we help your students with library research, we can also help them avoid 

plagiarism, effectively search the Internet, and organize their citations for a dissertation or 

thesis.  From freshmen to graduates, introductory to advanced, we’ve got you covered. 

 

Reference and Research Assistance is available in-person at the Information Desk, over the 

phone, by email and now, by chat! 

Each library liaison works with a specific department to purchase materials and maintain 

journal subscriptions.  We welcome your purchase suggestions (books, DVDs, CDs, and other 

media) and encourage you to participate in the yearly serials review for your subject.  We 

want to make sure you and your students have the materials you need for research and 

teaching. 

Additional Services Include… 

 Faculty Photocopy 

 Special Collections 

 Course Reserves 
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 HAM-TMC Library 

 Interlibrary Loan 

 HARLiC & TexShare Cards 

 Remote Access 

 Branch Libraries 

This has been a short overview of library services. Any questions?  Thank you for your time 

and have a great semester! 

Part 2: The Visuals 

You're probably thinking, "Wow, what a short script - how much work could that have been?"  

We went through several drafts, each time editing further and further to get down to the bare 

minimum message. 

Now, we could have just stood up in front of this audience of faculty members and simply talked 

to the audience, and come to think of it, that might've worked just fine (sometimes you can just 

have a "conversation" with the audience). However, we wanted to use visuals to add emphasis at 

certain points in the presentation.  Moreover, since my interest is in presentations of the 

multimedia variety, I wanted to use some slides. 

I took our script, sat down with my storyboard sheets, and sketched out some ideas for slides. 

Unfortunately, those original storyboards are long gone, but I'll go through each slide below and 

explain our thinking. 

Slide 1 (Title Slide): 

  

Here’s a straightforward title slide (left). It includes our logo (which was new at the time) and 

the title: Welcome Faculty! Library Expo 2007. This slide was being displayed as faculty 

were entering the meeting room. 

 

To the right, you see our color palette (white, red, black and gray) for this presentation. 
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Slide 2 (Content Slide – Main Point): 

  
 

Script: “First and foremost, whether your department is physics, English, music or 

math, you have your very own librarian who is ready and eager to work with you!” 

This was the main point (“You have your own librarian”) and we stated it early in our 

presentation.  To create this slide, I used a photo similar to the one on the right, but changed it 

to black and white to work within our color palette. For the strip, I drew a text box across the 

entire width of the slide, and then filled it in. 

Slide 3 (Content Slide – “Outline”): 

 

Script: “And your very own librarian can assist you in these three main areas 

(Instruction, Reference and Collections), as well as additional areas…” 

This slide serves to help the audience organize the concepts to be presented in subsequent 

slides.  The “dots” were a design choice selected for visual appeal and continuity.  
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Slide 4 (Content Slide - Instruction): 

 

Script: “Not only can we help your students with library research, we can also help 

them avoid plagiarism, effectively search the Internet, and organize their citations 

for a dissertation or thesis.  From freshmen to graduates, introductory to 

advanced, we’ve got you covered.” 

Notice that the red dot design motif is repeated in this slide. 
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Slide 5 (Content Slide – Reference): 

 
 

Script: “Reference and Research Assistance is available in-person at the Desk, over 

the phone, by email and now, by chat!” 

You don’t need a certain number of words per slide or to keep a slide on display for X number of 

seconds—use as many (or as few) slides (good ones, of course) as you need to tell your story. 

In hindsight, I might’ve chosen to use a photograph of the Information Desk with smiling 

librarians staffing it.  The image on the slide above could easily be connected to “Reference” or 

“Collections.” I think we thought the encyclopedia volumes visible in the image pushed it over 

the edge into the “Reference” category.  

The image below was the runner-up for Reference. I think we searched for “technology” or 

“computer” to find this one. 
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Slide 6 (Content Slide – Collections): 

 

Script: “Each library liaison works with a specific department to purchase 

materials and maintain journal subscriptions.  We welcome your purchase 

suggestions (books, DVDs, CDs, and other media) and encourage you to 

participate in the yearly serials review for your subject.  We want to make sure you 

and your students have the materials you need for research and teaching.” 

Finding an image for the term “Collections” is hard. Outside of libraries, the term could mean 

anything from debt collection to coin and stamp collections. In the end, we used this close-up 

image of a sculpture outside the M.D. Anderson Library. I changed the photo to black and white, 

then reversed the picture (in Adobe Photoshop) as the text was backward in the original, and 

just didn’t “feel” right.  The text visible in the image connects the viewer to the text contained in 

books within the collection. 
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Slide 7 (Content Slide – Other Services): 

 

Script:  

“Additional Services Include… 

 Faculty Photocopy 

 Special Collections 

 Course Reserves 

 HAM-TMC Library 

 Interlibrary Loan 

 … 

We didn’t actually read off every additional service; we pointed out a few we thought the 

faculty might really be interested in: Faculty Photocopy, Interlibrary Loan, Remote Access, 

etc. 

Notice the repeated use of the red “dot” motif. Upon review, I think our inspiration for the slide 

above came from this image: 

 



8 
 

Slide 8 (“Questions?” Slide): 

 

Script: This has been a short overview of library services. Any questions?  

Notice the similarities between slides 7 and 8.  We used a “fade” transition to slowly dissolve 

from one to the other. To create this slide, I duplicated slide 7 and changed the color of the outer 

dots to gray and the text in the center. I could’ve animated each dot separately, but this would’ve 

taken a lot of unnecessary time and the effect was much smoother this way. 

At this point in our presentation, we entertained some questions from the audience, and then we 

reiterated our main point: “You have your own librarian.” After this brief presentation, faculty 

had the opportunity to meet with their subject librarians. 
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Slide 9 (Ending Slide): 

 

We ended with an image of the newly renovated M.D. Anderson Library and a simple “thank 

you” for attending. 

Technical Information  

The “Fade to Black” transition was applied to every slide in the presentation.  “Fades” are used 

often in broadcast TV and are considered “professional.” The presentation was created in 

PowerPoint 2003, then saved as an Adobe Acrobat PDF file. 

 Acrobat Pro (the full version) allows you to add some basic transitions and run a “slide show.”  

During the Expo, we used Acrobat Reader instead of PowerPoint as our slideshow software. This 

would have worked just fine in PowerPoint itself; I was just testing Acrobat’s capabilities that 

day. 

Conclusion 

Once we created our script and our slides, we brought them together and then practiced several 

times before the Expo. The presentation was well received and was re-purposed by several 

colleagues for other faculty events. I hope it sheds light on the presentation process for you and 

gives you some new ideas you can use in your own future presentations! 

 

Lee Andrew Hilyer, MLIS, M.Ed. 

Presentations For Librarians 

lhilyer@sbcglobal.net | http://presentations4librarians.wordpress.com  
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