MAA OMWATI DEGREE COLLEGE HASSANPUR
(PALWAL)

Notes
BBA 5th Sem

Presentation Skill & Personality
Development




CHAPTER ONE

Presentation :
An Introduction

“It takes one hour of preparation for each mmute
: " time.”

INTRODUCTION

The growing needs of organisations and ins
sharing ideas, thoughts and concepts. The mos
communication is the ability to speak, to talk g
the audience. Thus the only method through
organisations and institutions can be satis
presenting the ideas. Sometimes it is felt that
presentations? Why should we present our
and need of making presentation is to :
to your manner of thinking of to provid
the presentation is to get your messaj

MEANING OF PRESENTATION _

Many people have differentic [
What we are looking al in this
offer effective presentations.
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Presentation : An Introduction

According to Malcolm Goodale, “The act of making something publicly
available, presenting ideas or other information by broad casting or printing
it, is called presentation. It involves formally making a person known 1
other or to the public".

Presentations are developed with the clear purpose of coveying a message
to an audience. However, the mode can be formal or informal, internal or
external audience and medium depends upon the availability of equipment
at the venue. Presentations add value to your product or service. It comes in
many forms as there are life situations in the business world. It can be in the
form of informational, direct reporting, persuasive, briefings, status report,
image building etc.

Presentation skills help in making proper impact on what you sell-product,
service or idea.

Let us look at the following examples to understand the meaning of
presentation.

1. Ravinder is a student who has just completed a project. The teacher
asks him to present the findings of his research to a class of 30 students.
Ravinder is ready to go to the class. But some where in the corner of his
heart he is a little concerned and apprehensive. Will he be able to present
his message? Will the authenticity and validity of his work come through
in his presentation? Will he be able to present his work in convicing
manner?

2. Manisha has been a teacher for the last eight years. She has sound
technical knowledge, has presented many papers at national and
international conferences. However, when she comes to teaching, she is
not able to make an impact in the class room. Some students feel there
is an information overload, others feel that her sessions are boring. As a
result, a few of the students sleep in her class, while others play. Manisha

is worried and concerned. How should she proceed? What will make her
presentations interesting?
Not surprisingly, the answer to all the questions presented in the two
examples above is the same: good communication- the guru mantra for

success.

PRINCIPLES OF PRESENTATION
Following principles are important for Emﬁum a good presentation.

1. Principle of Recency—The principle of recency tells us that the audience .

is well aware of the contents of the subject matter of presentation. In
other words, things are freshest in the participants minds. Therefore,
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6. Principle of Feedbac

3

the presenter should ensure thar

audience. The presenter should 8:5:?. ._i.. .unﬂ S are passed on o the
ollowing potnes.

(a) Each session of your presentation shoulq shorter period,
longer than twenty minutes if possible. e i

(b) If presentations are longer than 1y
ent
presentation into smaller pr nzam minutes, divide the larger

(¢) Recap the whole presentation highlighri .
at the end of every presentation. i s o

. Principle of Appropriateness—This implies that 2ll the nfarmation

training aids, case studies and other materials must be ppropriate to
the audience's requirements. The presenter may get fail if the material
of presentation is not as per the needs of the sudience The presenter
should clearly identify the needs of participants taking part &=
presentation- what they want?

Principle of Motivation—This principle of motivation shows us that the
material must be meaningful and worthwhile 1o the participants and not
only to the presenter, Motivation should be enhanced by areating learming
atmosphere. If we fail to apply the principle of appropriateness and
neglect to make the materials relevant, we will certainly lose the
participants motivation.

4, Principle of Primacy—It imples that first impression is important for

participants. Therefore, the presenter should include all of the key pomts
at the beginning of the presentation. During the presenfation, pui SIress
on key points.

. Principle of Two-way Communication—The vnﬁav._u of two-way
communication clearly states that the form of presentation should be 2
two-way communication. This does not mean that whole #ﬂﬁ should
be a discussion, but it must allow for participants.

k—The principle of feedback E__BM-“B Bﬂﬂ

the presenter and par information from each other.

presenter wants to know t

said and the participants need feedback on

performance,

OF MAKING A PRESENTATION

PURPOSE AND NEED A

The advantages of making a presentation are

as follows. rovides a platform for sharing
eas—Presentation
1. Platform for sharé s the participants easily exchange their views for.

ideas. The presenter and
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4 : Presentation ; An Introduction wma..mml_mw_a: 1 AB lgiredyction You
getting something new. As presentation is a two-way communicati 4, In tele-conferences there is no direct contact with the u-ﬁ-gnﬂun !lﬁ.:i.
allows for interaction between presenter and participants. LU " can only hear but not see the presenter. This method is “.«ﬂuﬂuﬂr‘.
2. Facilitates Learning—This implies that learning is far more effecti discussions, interviews and brief *%GE&?&SF . e
through presentation. Participants learn more when they are m&cmﬂa with the increase of interdisciplinary and cross people is the need
involved in this process. Remember the saying "we learn by doing " : necessity of making presentations to a diverse group of pec toa n_.dl
- 3. AidsinBuilding nowhnmunmlvwnmnhancaﬂm_uwEwﬁ_n_,bw ncnmn_.nuna of the hour. Hence, it s the best to make an oral presentation the higher
By getting participation in working or presentation skills, we can eénhan nm : where there are different ideas. The more pres you e
our confidence. We learn a lot through interaction during presentation is the contact and greater are the chances
session and hesitation is minimised. : -
4. Presentation Inspires—Effective presentation moves people from WHAT IS A SKILL? <
acceptance to belief and action. To inspire an audience make sure you A skill may be defined as a sequece of p
arrange for an inspiring introduction. Participants get inspired with the of skills include typing, cleaning a
presentation skills of presenter and his ideas, concepts etc, a&mﬁ.& or turning on a b
5. Helps in Projection of the Presenter—Presentation helps the presenter mca... may involve simple :
in projecting the material to the participants. He can present his ideas A <kill include the follow
with the help of suitable visual aids- tables, barcharts, charts, pie charts, (i) Knowledge of _
flow charts, organisational charts, projectors etc, With the help of face (ii) Knowledge of
to face presentation, presenter can easily clarify and simplify his ideas (iii) To see whether i

and concepts.
6. Meaningful Suggestions—As presentation involves two-way
communication, importants suggestions may come from the audience.

WHY MAKE PRESENTATIONS?

With the increase in technology, the first question that arises is why
make presentations at all? Every thing that you want to communicate can be
transmitted through e-mails or communicated via telephones or Em.ﬁﬁ%a
conferences. Even though the technology has advances but presentation
(face to face) is needed on account of the following reasons:

1. E-mail, while a good substitute for writing communication,
can never replace oral communication. For le
response, instant clarificrtions are not possible

2. Telephonic talks can not replace presen 2
is always one to one and the advantage
missing.

3. It is a fact that tele and
traditional modes of

stage in front of the au

Riddhi Vijay



5 Presentation ;: An E:dnznao:
e complete presentation process may be describe as und R
des er:

Presentation Process

I

Demonstration _

|
_!_uﬁn-_nw_ _’bMBaﬂ_

J_,mun_.mzn:

1. Preparation—The presenter m ica L
. Huo e Hmﬂ exercise on the following points before

(i) m.mnmwumgm the current level of knowledge of the audience in th
given topic/subject. i3t o

(ii) Discussing the skills with other experts.

(iii) Drafting a plan to be followed for the presentation.

(iv) Preparing all presentation support materials such as overhead
transparencies, handouts, samples, films, videos, models, project
lists, marking guides etc.

(v) Preparation of introduction- a good introduction will gain attention,
create interest in demonstration.

This is not a comprehensive list of items to be carried out by a presenter

but it shows that presenter has to be prepared in many ways to

demonstrate a skill correctly and professionally.

Umuucnm.Hm:oulUmEoum:.mnoaﬁumwmuﬂmncu mus

This involves the following:

(i) Present at normal speed—Present the skill correctly at normal speed,
so that your audience can sc¢ the final result. .

(ii) Present again slowly—Present again for the audience slowly sO ﬁwww
they can see exactly what is being done. As the %wmmmw” =
demonstrates, the individuals in the audience should begin ==

i ers must
recognise names, arts, tools and any obvious skills. Presenters v
y and how they say it

t be done correctly.

should introduce each step,

deliberate movements. L ;
(iii) Verbal instruction [from Sw m_‘n_:nlzoﬂ ask the gr!
how to carry out the task in the correct

carries out the performance as instructed

he presenter
be careful about what they sa : .Em_w_ B e
then highlight the key points Wit

Emmn_zm:
p—

3, Practice—Thisis the time for group practice. This part of session should

on : An Introduction 7

be at least fifty percent of the allocated session time. During this time
presenter must be available to answer any questions that arise.
Assessment—Some form of assessment must fake place fo ensure that
the individuals in the group have understood the objectives that were
stated at the begining of the session.
Assessment may be done by asking questions during the session or it
may be done at the end of the session by using some form of test. The test
must be relevant to the topic.

To conclude, the presentation must conclude
recapitulating the main points of the session, and cl
areas of concern. If possible, all test results should!

the end of the session.

FOR'AS OF PRESENTATION

Presentations can be made in
1. Oral Presentation _ .
2. Interactive Poster Presen
3. Round Table Discus:
4. Multi-paper Sets
5. Symposium y
6. Panel Discussion
7. Workshop
Let us explain th
1. Oral Presentat
than 35 se:

1 by a lead person
ommon topic of interest 1o
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i, ntation : An E:dn:n:a: 3%.:5_3 : An Introduction 9
€ group. The set will be submitted by the lead ey P~
Paper in the set has to meet the oral present PErson, however, cach (iif) Presentations must undergo a change with the change in the audience.
follow the same preparation m.n.%__.,uzuwo,: “”aum criterfa and needs to _ (iv) The confidence in the presenter, the belief in the self and the
; dicioinen s e S. The lead person wij i _._ topic can be additional factors that lead to success of the
- Symposium—Each symposi il be. ; Kl presentation.
il e R vaM“MzM__WE =M= be organised E.H a lead person and = A good presentation then, is one in which the content and its design
00D, However. the meesens mm_. ME €f a common topic of interest tg the ;. peals to the audience.
different countries. A mw.BuowEH Mww_wm” Muwwﬂ”m be mm least from o ...u__ % gad Presentation—A bad presentation is one in which the content is not
2 e S not be submitted 1e h i tions and needs of the
.m_.,r nMMmMcnn _MM_ individual papers but rather than amalgamation om “Mam“w . ;n tune with the expecta of the audience.
S i i ¢ y R
Sias :m: t of maximum 8 papers (including all references) for 3 _vmmmmz.;ﬁoz VS. PUBLIC SPEAKING
session. proposal. The lead person will indicate a disussant for their "~ Many people associate presentations with public
Many peopie : P e e 5
6. wuu.un_ Discussions—Panel discussions will be organised so that 4-5 them as Synonyms. ._..a nosuﬁﬂm_.én Eamnﬁnn-un .
mn.ﬁumE reasearchers can discuss a problem from different perspectives extent but fo use Em :«e $ nhnaaxmﬁma iy Skl
and perhaps reach a resolution during the discussio= =nder a moderator, %mm_ﬁwm mzn:ﬁmﬁﬁn”mwwﬁ T, M.ng T
i forms have 8 rities and dissimula

7. Workshop—Workshop are useful form of presentation. Topics (the matic
methodological or otherwise) can be handled in a thorough way mbn..
preferably with participants’ hand on involvement through workshops.
Workshops organizers should demonstrate sufficient expertise in the

topic they are propos

GOOD AND BAD PRESENTATIONS

At the time of making a presentation there is only one concern in the
mind of the presenter. “The presentation should be a success.” All efforts
are made towards achieving success, how then some presentations are
unsuccessful/bad or some successful/good. What are the defining
parameters? Who decides on the success or failure of the presentation?

All presentations are geared towards the audience. If the m.—_..,&manm._a..
able to sense value in the presentation, full credit is given but if it is n:mu_m ’
to identify any merit in the talk, the presenter and structure of Emﬁ_ﬁnﬁ

The similarities

is avoided. Y, - % :
Good presentation, on the basis of ab0¥¢ . i )
DEUSEL s that to

1. Good Presentation—
description, is one which involves the following. aintl) !

(i) The contents of the ﬁummmunmac.u @b:_a )
according to the needs, expectations

audience. _
(ii) The same presentation :
basic contents ré
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Presentation can be of following types such as:

The presentation that deeply involves the audience,

The presentation that creates excitment.

The persuasive presentation.

The presentation evoking emotional appeal,

The presentation that sells a new idea.

The humgurous presentation.

The above types of presentation have been discussed under a separgte
chapter in this book.

o Uk W

TIPS FOR MAKING A PRESENTATION

r._. wstead of giving
you M 2 poneR ?.i.
wnmm?j‘re.: '™

gust gong to show

BLARN S s

@hish

o ou
Presentations are gomething that we are all familiar with. Whether ¥

are watching a presentation or giving a presentation, nw.wu.nmm EH.M Mﬂnﬂnﬂu

what sucks and what doesn't. However, n case you don't wumw..‘”uaon

not, here are tips to help insure you are giving a .mooa Emmo DL o

1. Don't abuse your imcm_micmcmcﬂwcﬂwhwmﬂﬂwamﬂmmam Eu.m i
2 : int Presentation. ate it
”MM“H MMMM e E_”n don't put too many Ec.n% on them. The _wwmn“unﬂnn
there to read your slides, they are there to wm_u”nnn.ﬁwoﬁw w& nem.._qntum

2. Lookatthe audience—If you ever .s.ounmuna wh mﬂ. wnz ok s
i#m.n_ﬁammnEEm_ the answer is right 1o front of you. *

e eye con
out one person, but instead try 10 mak w.ﬂa mﬂw h

people throughout the room- If you do not

Ak o e bl W ga

presentation : An Introduction
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6.

~l

engaging the audience, you are just ralking 1o yourself. This can result
in an utter lack of attention from your audience.

show your personality—It doesn't matter if you are presenting to 3
corporate crowd or 10 senior citizens, you need to show some character

‘when presenting. If you do not do this nobody will hear you.

Make them laugh—Although you want 10 educate your audience, you
need to make them laugh as well. In essence, it keeps the auidence alert
and they will learn more from you than someone who just n&.ﬁﬂau”

Talk to your audience, notat them—People hate it in._nu they get talked
at, so don't do it. You need to interact with your mﬂnﬁunw and create a
conversation. An easy way o do this is to ask them guestions as well as

ing them ask you guestions.

M.ﬂﬂmm.l} lot of %.oov_n present to the audience what they want to
hear, instead of what they need to hear. Make sure you tell the .HE.w
even if they don’t want to hear it because they will re ct you for that

experienced
rehearse you

when it comes o making
your presentation is short,
ely to capture and keep your
‘not filling-in every single blank, you

Riddhi Vijay
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are inviting your audience to invest their own ideas, creating g qyy,
that will keep them thinking about your captivating pitch for weekg L

12. Lift your language—Obviously, this technique could become cﬁ.:_._i )
in the context of a presentation, but it is worth considering. Think of _...
way John F. Kennedy or Martin Luther King used to speak to :E”
avidences. We certainly remember their speeches decades later and thejy
messages continue to resonate throughout the culture. All two employeq
two methods: They elevated their audience’s vision while simultaneously
speaking in short, simple sentences thar anyone could understand. How
can you do the same in your next presentation? ;

13. Centralize when you organize—When you are organizing your
presentation, it's important to focus on one theme and continue to refer
back to it as you move from point-to-peint. This will insure that your
audience would not lose track of your central theme as you tell your
story. If your audience can not follow, they certainly can not remember.

14. Make demands on your diction—Choosing exactly the right words in
your presentation is crucial. After all, your presentation is mostly made
of words. Does your description of this new product actually describe il
well or is it simply a jumble of marketing phrases that no one can really
grab onto? Keep it clear. Make it simple. Make it memorable.

15. Content—No matter how well-spoken you are, no matter how well-written
your presentation is, no matter how prettry your slides look, you will
flop if you do not have compelling ideas and interesting notions to speak
about. A TV show about nothing can be a big hit, but a presentation
about nothing will never be memorable.

QUESTIONS

1. What do you mean by presentation? Discuss its principles?
2 Define presentation skill. How skill can be presented correctly?
3. What make presentations? Explain.
4. What is presentation? Discuss the need and purpose of making a presentation.
5. Comment on good and bad presentation. Is making a presentation advantageous’
6. What is skill? How skill can be preésented?
7. What do you understand by presentation? Discuss the forms of presentation-
8. Write short notes on the following:
(i) Good and bad presentations
(i) Why make presentation?
(i) Presentation v/s Public Speaking
(iv) Advantages of presentations .

CHAPTER TWO

Presentation that Deeply
Involves the Audience

“A theme is nﬂgnﬁn;“il‘ia‘l

it u_mouuoinﬁﬁniﬂi"llﬂ.
—Dave Carey
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minds and their hearts. I motivate people, [ hope, by example- and perh
by excitment, by having productive ideas to make others feel involved .E;
According to Nepoleon Hill, “You must get involved to have an ._.:u.s.”_ .

HOW TO INVOLVE THE AUDIENCE?

All presenters want an involved, interested and tully attentive audience
For you, message to be most effectively received, the audience must hear r.
There are many ways for getting the audience involved. Here are some wa .
through which you can get audience involvement in a presentation. 3
1. Ask a question—AskK a question from the audience to keep it engaged

during the presentation. It is a good technique to get the audience 1o

interact with yourself or others for checking their understandings. This
technique also reveals what they have heard so far. Hence, to get the
audience involvement ask relevant questions frequently. Keep your
listeners active through asking questions. Ask them what they think if
your suggestions was a good idea. Thus, keeping the audience involved
by asking questions will give you an idea of how many people are paying
attention. :

2. Provide an opportunity to tell their story—In order to keep the audience
engaged during presentation, ask audience members to tell their own
stories that highlight the point you are trying to make. This not only
customised your message but makes it more relevant to the audience.
Case studies work specially wellin this format. This involves the audience
personally with the presentation.

3. Involvement through fun—Audiences love fun and entertainments.
Break your presentation up with some fun and games where people are
encouraged to play.

Elivee Thibeault, CEO and publisher of Network World has to give a
on the topic "Cattle Call” with a tight limit for her
presentation, her challenge was to get the immediate involvement of the
committee before that she has to present. As soon as the committee
entered the presentation room, they got surprised. The lights were turned
down and music started. Committee members were given a i“ﬁ
welcome and they were asked to dance with presenter's team

committee greeted the start of the presentation. . 4
4. Plan the next step—One of the most successful ways to engage

audience is to get them apply new concepts or ideas to thelr oW = -

You can do this by getting them to set some goals or Sel
plan based on the information you present i ; J o) i,

presentation
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5. Give time 10 1alk 1o each other—Give the audiende & minate o disaias
key points with a partner 1o generate questions of concerns. This will
surely engage the audience.

(. Encourage their questions— T ell people that their questions are welc e
any time during the presentation. However, when they ask, be sure Lo
answer their questions. Therefore, you must have complete knowledge
of the topic you are presenting.

7. Give them a task—Start the presentation by gving the audience
something to do during or at the conclusion of presentation. By pving
Beople a task something to listen for or challenge 10 think about you
increase their interest and lengthen their artenfion span.

8. Begin your presentation with a ilﬂ.lnil.ﬂ-i

will keep their attention as they await for you to deliver your words. For

example, tell théem ﬁgiiiai'tt

9. Demonstration—Use the a1
something, This is the deeper

Riddhi Vijay



16 Presentation that Deeply Involves the Aygje
———Audience

PREPARATION FOR PRESENTATION

Step by step preparation for presentation that deeply involyey
auidence can be discussed as under: the
1. Well Prepared—Make certain that you are prepared for your presentati

before you step in front of your audience. Memorize absolutely 33;2”5

that you can, specifically, the order in which things go so that EEW

presentation will flow naturally.

2. Arrive Early—If you are presenting or performing in front of audience
be certain to arrive early. This ensures that you will not have any
unpleasant surprises before or during presentation. Make sure that yoy
have every thing you need and all are in working order.

3. Speak Clearly and Loudly—Speak clearly and loudly during the entire
presentation. If you start your presentation meekly, you can bet that
you will lose your audience immediately.

4. Grab the Attention—Grab the attention of your audience within 30
seconds of your presentation. This is why so many presenters start with
either a joke or shoking statistics. .

5. Avoid Droning On—Be sure your presentation is thorough and organised
without being too long. If you are given a time limit, make sure to obey
it. Droning on will put your audience on to sleep and your presentation
will lose its impact. No one like a disorganised speaker or a bore.

6. Finish Your Presentation witha Bang—When you finish you presentation
be sure to end the same way you started. This will leave a lasting
impression on audience to encourage them to come on o your another

presentation.

STEP BY STEP PRESENTATION

Steps in presentation that deeply involve
. To take notice of reaction—Audiences do not tell immediately wha
they are thinking about your presentation. As you stand up in front of
them, you often have to be an audience detective to find out what you

need to know. Some sentences of your speech may attract negative

reactions. Hence you have to adjust accordingly. You may &mwnu”:n”

sections, and speed up others. However, cven un?nm_ﬁ.wn ques
answer, a presentation can be a completely interactive process: *#
presenters anticipate the kinds of reactions

further adjustments.
2. To monitor the level of interest—As

realise and monitor the interest level 0

s the audience are as under:

presentation that Deeply Involves the Audience 17

3.

chapters in this book.
SHORTCOMINGS

interest levels of the people in the audience may be of different types.
To be effective, you need to address all levels.

The lacdcca effect—It is well known that when Rill Clinton, Ronald Reagan
or Lee Lacocca talks 1o an audience whether # be five people or five
million, every member of that audience feels as if be is talking o s
alone. Thus, show a sincerce interest in your sudience and most
importantly present through the point of view of your audience, jus:
like Mr. Lacocca did.

To know the level of knowledge information—Determine the kmd of
information that will interest the audience. Clarity in your mund
concerning audience expections will help in presentation development.
The audience expectations will be a result of the knowledge they have
or the information they have on the subject. Therefore, it is a good idea
to collect the informa
This topic (step-by ste

and jokes (inv
Because entel
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CHAPTER THREE

The Presentation ___E_
Creates Excitement

You actually gave Ty,
, and the one you wish you mmcm...m

—Dale Carnegje

“There are always three speeches, for every one
one you practiced, the one you gave

INTRODUCTION

The presentation that creates excitement is a building process. You must
take an audience to a greater levels of euthusiasm. When an audience gets
truely excited about what you are presenting, they are easily moved to action.
For example, if we see the recording of Dr. Martin Luther King's speeches ‘T
have a Dream", and others, we find that first few lines of his presentations
were delivered in slow and unemotional tone, But as his speech rolled on, he
picked up speed and emotion until excitement crackled.

Audiences rarely get truely excited about products, services, or ideas
that are offered to them in presentations. They do get truely excited about
how products, services or ideas effect or benefit them. Excitement starts
with the needs, passions, hopes and desires of your audience, not the features
of your product or option.

«.: »mﬁgucﬂmbﬂ to note that your own personal enthusiasm Hw_.“”ﬂw“w
important for creating excitement, But how you use your mbGMnm“uow your
creating excitement is important. It should reflect the uniqueé n€ees
audience. However, a big dose of euthusiasm to a Very SRek
can be viewed as a technique to excite people. Yo

the whole process.

The Presentation that Creates Fxcitement
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STEPS IN PREPARATION

Following steps are important for preparing a presentation that creates

excitement:

ik

Findout audience's passion—Audiences have passions about somethings
and they are truely excited about them. However, you may not realise
this until you are standing in front of audience, If you can find out what
these passions are before you stand up in front of them, you can always
get them excited. Therefore, when you start to plan your next
presentation, ask or find out what really gets them excited.

Use contents that have impact—As you plan a presentation, designed
to create excitement, keep in mind that you need not have enough
surprises and thrills to keep the audience dazzle the entire time. Start
by taking a hard look at all section of your presentation and evaluating
how much excitement each will generate. There may be content heavy
sections that are essential but not exciting.

Know the audience—If you know some of the people in an a
whom you will be presentin; n befc eeting I
excited aboul your p:
audience can help mi
quickly. i

Riddhi Vijay
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The Presentation that Createy Excl

temgy,
Share your own enthusiasm—Creating excitement with mMﬂ..L
must begin with your own enthusiasm. If you cannot start enthygj,, feg
about what you are sharing, leave this topic and try another, o, tically
best way to start is to tell your audience why you are so exicteq \ha the
plan your presentation imagine you are standing in front of your ,..E_..” you
and finish the following sentence: Cnce

Logical arguments—Excitement is emotional not logical, But before
go for making a group excited, you have to make sure that vau _uwaa
logical basis for your arguments. Enthusiasm building is a Ednmmwéa
building momentum. You do not want to be halfway in the process i
Look at the individuals who get excited first—Every member of e
audience is not going to get excited about what you are presenting, |
you look around the room and focus more on the individuals who gel
excited first, it will help them to get more excitement. This exciteq
audience will bring the rest of the people along,.
Connect to audience's passions—In any presentation that creates
excitement, you need to tap into your audience's passions. There is no
planting, inventing, or manipulating them. Your audience's passions
already exist as they enter the room. Your job is to discover and connect
to them.
Change your tone appeal or pace if required—Often you can not just
change the content of a presentation but you can change the tone, appeal
or pace. You can add stories, an example, or an analogy that makes the
excitement. The illusion is that all the excitement comes from the
presenter. But presenters who know how to generate excitement often
do so by finding ways to discover and channel their audience's exciting
hopes, dreams and passions.
Take it to the next level—Here is the final challenge. As you stand in
front of your audience and concluding your presentation, you have 10
find a way to take the excitement in the room to the next
no logical step-by-step procedure for how you do this
different for every audience and presentation. But some Zo¥
find something to say, ask, challenge, show, propose or sharé
your audience from "extremely interestes 1o Very ext _
right thing, something “clicks", and the ro
and feel very different. 7
Asking for action—After you
excitement, aksing for action is

The _u-.ﬂﬂm_.-_ﬁ—g that Creates Excitement 21
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purchase or donation, an excited sudience will often prant i just bor
your asking.

QUESTIONS
|, Deseribe the presentation that creates excitement.
what preparations are made for making a presentation that generst
excitement? "
4. How would you present to make the audience excited? o
4 What do you mean by presentafion? is presentation can generate exctement
among the people? Il answer is yes, How?
Write short notes on the W%
(i) Step-by-step

Riddhi Vijay
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CHAPTER FOUR

The Persuasive
Presentation :

“The audience only pays attention as long as you know where you are
going.”
—Philip Croshy

INTRODUCTION

Presentations are the heavy artillery of persuasion. There are many tools
of persuasion such as phone conversations, meetings, email, and letters.
But the face-to-face presentation is the most important for persuasion of an
audience. Thus, the ability to persuade is the most important of all
communication channels for success.

By studying this chapter, you may become a more persuasive presenter.
If you are attending a presentation, designed to persuade, you may find that
most of the presentations fail. The problem is that presenters do not u..mmumm
just how the persuasive presentations are different from any other _E_a of
presentations. Therefore, if persuasive presentations are created m.m same mw
those designed to inform or educate, few audience members will chang

their minds.

MEANING OF PERSUASIVE PRESENTATION

Persuasive presentations are a plea no.nwm.mﬂﬁﬂ.. 5 __n,o_ 0§
of thinking and focus on the new manner of appro

: : :
presentations allow you to sell an Eww S_mﬁw and
looks. The audience have a fixed notion of
they know. When the audience listens

RESTESS
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its mind comes: what is the benefit to be derived from this presentation? In
other words, what is in it for them. Therefore, you will have to patiently tell
them the reasons or benefits they can have from the presentation. You will
have to apply any and every technique to persuade the audience to listen to
the presentation.

For example when you have to make a presentation to doctors of the
district to persuade them to prescribe the medicine it becomes a aﬂ%n
presentation. But as a member of research team (say research on a new
drug) if you are asked to present the characteristics of the drug, it is an
informative presentation.

For another example, in a corporate presentation, issues that attract the
attention of the audience are estimated costs, risks, cuuog.mmm.. opinions
of market leaders etc. If you can deal with any or all of these, your
prezentation will be a success. However, your expertise and knowledge in
the area will make the audience focus on the content of your presentation.

HOW TO PERSUADE THE AUDIENCE?

Here are some tips that
. Choice of Top

istics facts and as
ive credibility to your
1 ready for action,

ach specific part of the

nt tc mﬁcz that problem can be

Riddhi Vijay
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solved and that all you need is the help and support of every member of
audience. ,

6. Use the Power of Suggestion—Use the power of suggestion so the person
you wish to persuade sees as a reality picture you are ﬁ_ém.e._:um for
him. Find a way to create circumstances so the person you wish (¢
persuade can possibily come to the presentation. For example if you are
trying to sell a reader a new exercise system and you know that thig
person will likely be a middle aged male, your presentation should reflect
a set of circumstances that seem possible, :

7. Evoke Emotional Desire—An audicnce can be persuaded through
evoking emotional desire. Once you have evoked emotional desire from
the person you wish to persuade youmake a close and solicit agreement,

PREPARING A PERSUASIVE SPEECH .

Have you ever had to give a speech? Do you remewuver that feeling. A
knot in the stomach, sweaty palms and panic attack! Not very pleasant
experience. Speaking in public is one of our greatest fears. Much of this
anxiety is due to lack of confidence in writing and preparing a speech. Giving
a presentation can be a great way to build your business, influence public
opinion or kick start to your career.

Here are some tips for preparing a persuasive speech.

1. Have some objectives and out comes—There is nothing worse than
not knowing what you want to achieve. Do you want to educate the
audience, inform, inspire, motivate or touch their emotions? Always work
out what you want fo achieve before begining the presentation.

2. Have a formal structure—There should be a formal structure of your
speech beginning, middle and end. Audiences love structure and the
best speeches stick to this tried and true rule. :

3. Avoid having too much contents—Do not have too

much contents in

your speech. It should not be more than a 20 minutes speech. Remember

even the best audiences face information overload after 20 minutes
4. Define communication channel—Define who your mﬁ&n !
the most appropriate communical vacl
how your audience likes 1o take information- do tl
stimulated or do they enjoy just sitting back and
5. Use stories—Use personal stories, ¢ (¢
effective, In many cases you are trying
speech. These are intangible Mn nd

B
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0,

8.

Have a strong opening and closing —People remember the opening fest
impression count! The closing Is important as it should reinforce the
key message you want the auidence 1o have within their head after they
have heard the presentation.

Use shortwords and plain english— Ihe shorn words are always the bess
words, Avoid typical and complex words. Use active words instead of
passive, This has far more impact in the minds of your listeners.
Evaluate and review—There is nothing more powerful than to hear back
a speech you have written. If you are writing a speech for some one else,
always try and hear the speech or at least get some feed back. Recording
and listening back to a presentation is the lastest way [0 Improve your
skills. : ;

HOW TO DELIVER A PERSUASIVE PRESENTAT

Following are the steps for de
Step 1— Go to the stage confi
you can see them
Setp-2— Stand up straight ar
speaking.
Setp-3—Set the

Riddhi Vijay
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presenting a new idea, your competition could be a different idea o
merely the status guo. In man 1any cases, "not changing” is your biggest
competitor. Typically, your audience may not think about your producy
eing in a constant state of competition, but as a presenter.

wanting to change how your audience thinks or feels, you have enteregq
a competitive world. &
B2 e thens and deepens dialogue—The least persuasive presentation

seeks total control to make the audience "hear every word". right from
the beginning to the end. This type of control shuts down Eﬁ&.ﬂoﬂ.sﬁ
Therefore, in order to change the minds and heart of the audience, you
need to constantly read that audience and adjust your presentation for
maximum impact. %

Presenting to an audienceisa completely interactive process. A persuasive
presentation is a process in which an audience tries a new idea, product
or concepl. Hence, there is always a need for questions to be answered,
Without dialogue there is little persuasion. e

3. Itis an event not a slide show—Whenl plan a persuasive presentation,
1 start by asking myself, "what can 1 do to change my audience's minds
and heart? What can [ do to help them understand, motivate them, get
them excited, get them involved, get them laugh, and help them to trust?
After I decide what I need to do, I then start to think about how best to
communicate or involve my audience. Thus put your audience first. Start.

by thinking about what you need to do persuade them.

4. It targets an audience’s decision-making—Like other ﬁ_..munuﬁannawn.
educate, train or just inform, the persuasive presentation seeks to change
the thinking of an audience. But this change must begin with an
understanding of how they make decisions. B
For example, 1 once was successful in persuading an audience that ] d

the highest-quality product, but I made no sale. I later discovered

audience did not want the "highest quality” product but instead
was "good enoug " and the cheapest. I presented my product ¥

" failed to change the audience’s decision. :
Therefore, a persuasive presentation must be str
delivered so that you may cchange Eﬁ_.ﬁa%__._

The Persuasive .nﬂ.a:ﬁ._na 27

order. If the decision makers are elsewhere, a presentation can move fo
the next level, for example in sales presentation, if you do not ask for
the order, you would not get it.

I, What is presuasive presenfation? What are the golden rules of
presentation? A
2. Define persuasive presentation. How would you prepare a persuasivi
presentation speech? ; el i
4. As a presenter, how would you proceed fo make 3 persua
Explain. : : b
4. What do you mean by persuasive pr
of an audience. B
You have to present a sales p
Write short notes: ;
(i) Persuasive presentation
(ii) Rules of persuasive
{iil) Del m.a.n::n..u._.uﬁm:r
(iv) Ways of persuadi

u

=
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CHAPTER FIVE

Presentation Evoking
Emotional Appeal

r

“Ask yourself, "If | had only sixty seconds on the stage, what would |
absolutely have to say to get my message across.”

—Jeff Dewar

INTRODUCTION

Emotions are an important part of any audience's decesion making
process. In other words, emotions play an important role in decision-making
on the part of an audience, Hence, presenting the emotional side of your
speech can help for the acceptance by the audience. No one can create an
emotion that does not already exist within the collective hearts of an audience.
You should call attention to existing emotions, bring them forward and
enhance them. 3

According to Wiliam Berhbach, "You can say the right thing about
product and nobody will listen. You have got to say it in their gut. Becauseif
they do not feel it, nothing will happen”.

Robert E. Hicks edited a salesman magazine and commented. "One of
the common mistakes of mankind is to assume that men and women ar¢
actuated by the logical. They are not. They are moved by chuo.ﬂ.. prejudices
all sorts of unreasoning and unreasonable considerations. That is
books are so little help in selling. Books on salesmanship are.

Understanding through an example—By 1963 th
movement had begun. To motivate lawmakers
great march on Washington was planned. Ab
gathered in front of the Lincoln Memorial. Dr. M;

Presentation Evoking Fmotional Appeal 29

_:nws&g_‘.nnﬁeau_sagng-ga B.E Bnﬂs-_-

the Civil Rights Bill, ae.On 0 s
King's famous "I Have a Dream” speech lasted minut

of the most inspirational in human history. He .“...H_Mg?ﬂn

speech. Instead of making his case with, facts. King heiped the Bluﬂ”

audience feel what it would be like if the aspirations of the civil rights

movement were realised. The appeal of King's presentation was emotional.

HOW TO EVOKE EMOTIONAL APPEAL?

Following steps are important for evoking the Honal
emo appeal
audience at the time of presentation: oo

1. Connect with audience’s emotions and repeat the message—In 1963,

Martin Luther King Junior gave what is probably the recognised
most
and famous speech of all time. How did he do this? He connected with

dream he speaks of is, infact, the same dream of .
is why the speech is sp emotionally powerful. el
If you want to make a

of those listening. A

d tobe "safe"? Is there
? Then bringing forward

Riddhi Vijay
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30
your audience's anxiety could help swing their deciston 1o EE
product or option.

(iii) Ego boost—Does your product or option carry with it an naozga
message of superiority, "being the best". Then reinforcing this wi
help you win the ego driven audiences.

Other emotions commonly brought forward by presentation are hope,

competitive winning, fear and greed.

4. Emotional honesty—Emotional honesty simply means representing
yourself, your product or option, and your organisation as they are, anq
not as you would like them to be to score an emotional point, Presenting
yourself emotionally dishonest, you may win for the moment ang
temporarily create good feeling, but as your audience gets to know yoy
they will figure it out and you will lose all credibility.

5. Align your message and yourself personally—This implies that yoy
better to speak from your own experience. When you present your own
product or option, if you can authentically align the message with «.oE.#:
in a personal way, you will be more convincing. Tap into what it w
personally that you share experience or deeply believe about what you
are presenting. Ask yourself, "Is there a part of what I am E.nmnu_&,w%_,

6. Align your graphics—The graphics in your presentation carry an
emotional message. If your graphics have a polished, high-tech look,

this Eﬁmmm._&.mﬂ your company has high-tech capability. Pictures of people

can add a more personal feel.

KEY POINT IN EMOTIONAL PRESENTATION

The emotional presentation involves following steps:

1. Present from the heart, not the script—This implies that there is no
emotion conveyed in a technically perfect speech which is read. To convey
emotions you need to speak your own words.

2. Use humor carefully—It is important to use humor when giving 2
presentation as it gets the audience on your side and it E&uu them t0
relax. Humor also makes people warmer and open them Eu new ided
However when used badly, humor can work against you. You sh
try to be funny. Do not make religious, political or sex
it clean.

3. Keep it short—Find your most impor
material or contents and then refin

_wr.on EE to &m point. The most fan

presentation Evoki
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4. Entertain the audience—The audience s more likely to pay atiention lo

W

WARNINGS

what you are saying if you are entertained. if you are trying to seil them

an {dea or product you need to make sure they are smiling. not bored.

Final tips about making presentation—The real lessons come from

watching the great speeches bur there are few final points. I would like

to share:

(i) Prepare, prepare, prepare. Know all your facts and figures, names,
places, goals etc.

(i) Relax.

(iiiy Open with your strongest points and close with a bang.

(iv) If you make a mistake keep going. no one cares.

(v) Don't talk too fast or too slow.

(vi) Build tension wherever possible by using pauses, volume
and gestires.

(vii) Use vusual aids or create vivid mental imagery.

(viii) Relate your points to the audience (how are you b

(ix) Smile. )

You must make

Riddhi Vijay
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Q._>3.mx SIX
The Presentation that
Sells a New Idea

“No one ever complains about a speech being too shory!”
—Ira Eﬁmm

INTRODUCTION

There are companies who specifically look for great new ideas to inves
H..h so that they can produce and sell the new products. You may have a new
idea that you want to sell to a potential investor. The essence of using an
idea to persude is to sell an audience a unique idea which, if accepted, results
in acceptance for your product or proposal. In short, buy my idea, buy what
I am selling.

Before you start ask, "If they buy my idea will they buy my idea will they
buy what I am selling," consider following three ways an idea most often
results in a sale,

1. Own the idea—First of all, you should adopt a poewerful idea that can be
accepted by the audience.

2. Sell an idea as feature—The idea must be presented/sold as a distinct
feature to the auidence. For example, in 2003 Seachange Technology
introduced a new idea to structure video storage by using a ring pattern.

instead of linear pattern. If informational technology audience bought

the idea of the ring structure, they had to buy from Seachange, the only
supplier who had it. :

3. Use your ability for selling—You must use your
in implementing or selling the new idea you h

The Presentation that Sells a New Idea 33

targets senior citizens. Because the agency had unique knowledge and

experience for implementing such programs, they were confident that

they would get the contract if the client liked the idea. The client may
say "Okay, we love the idea. Who can make this happen”.

Ask yourself, "what idea can we advocate which, if accepted generates
preference for our product or service?” In 1917, Arthur C. Clarke commented
that, "New ideas pass through three periods: It cannot be done. It probably
can be done, but it is not worth doing. I knew it was a good idea all along.”

Dr. Linus Pauling, an American Physical chemist and two time Nobel
Prize winner said, "The best way to have a good idea is to have a lot of
ideas." }

Semuel Goldwyn's quotation about new idea is "I had a monumental
idea this morning, but I didnot like it." :

STEP BY STEP PREPARATION

This involves Em.wc:oém..mnnwmn -
1. Write it down—Write your cH.EEmHE ea in a notebook or
computer ne.nuﬂmw..: ! e in detail k e

people. Exactly who

risk. Some audiences

Riddhi Vijay
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34 The Presentation that Sells a New Ide,

see risk as the fastest way to success while others see it as fallure iy, ,
new venture.

8. Is idea audience focused?—Many presenters fail because they migtak
a new idea on how their audience can buy for a real idea. For example, |
once heard a salesperson tell a customer, “we have a new product jug
out this month. It would be a great idea for you to buy it now.” But to an
audience this not an "idea”, it is a sales pitch. Therefore, you must define
the idea in terms of your audience's experience, not in product details,

9. Get your idea patent—Contact the government's office for getting yoyr
idea patented. Find out if you need a patent for your unique idea. Hence,
submit the proper paperwork for officially patenting your idea.

HOW TO SELL A NEW IDEA?

Do you have an original idea that you want to sell? Do you want to learn

how to market a brand new idea and profit from it? The following steps wilt

teach you "how to sell an idea". In other words, here are some practical tips

for how to sell your new idea:
1. Send a short proposal of your new idea to an interesting party—After

preparing the new idea, send it to the investor or a comphny in a short

form and describe how you plan to implement it, Provide solid research
from reputable sources that prove that your idea in viable. Identify the
specific market that will benefit from this new idea. If the firms are
interested, its representatives will ask to meet you.

2. Do a small test run of your idea—Do a small test run of your idea in
your local area and track the results. Implement the idea and sell it in
your local community to see how it sells and what the customers think
of it. Big corporations do this all the time when launching a new product
or service to see if it is worth investment.

3. Manufacture samples—Manufacture samples and demonstrate them ta
show your idea in action. For example, if you are selling an idea for a
new line of clothing, hav.: quality samples produced so that the person

you are selling the idea may get a better grasp of why your clothing i§

innovative and unique.

4. Present yourself in a profess
professional manner at all times when selling your ne T
in which it is sold on the viability of your new idea, Remember that
investor's main objective is to make money; as good a
sound, if there is not a market for it, there is litt

jonal manner—Present yourself in

1. Get the attention of

ea The manner
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The Presentation that Sells a New Idea

5. Be excited and confident about your idea—Be excited and confident

about your new idea. If you are not convinced of your own idea, 19-.&5
not expect someone else 10 be. There should be Do question 1 your

mind that the idea will work, and you have 1o express this in your selling

the idea.

PRESENTATION FOR SELLING A NEW IDEA

[t is often the experience of your audience that defines the nmmn for .u
new idea. Therefore, you must present the idea in rerms of youar E.n__...unn s
experience, not in product defails. An andience will buy an Eﬁn if it is about
their life, business, hobby or community. It is therefore,essential to present
idea in an effective manner. Following steps are helpful in this regard:
the audience—In order to get the artention of the
audience, tell them the benefits of accepting your idea. There is no need
to create interest of the audience through unrelated jokes or slories.
Here are few ways to get attention of the audience.
(i) Tell the idea originating story—Every idea has a story as to how it

(ii)

(i)

Riddhi Vijay
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The Presentation that Sells a New [de,

3. Explain the idea clearly, simply and briefly—This is not the time fo,

confusing graphics. The challenge is to present your basic idea clearly
simply and briefly, even eight year old can understand it. Very ofjen
diagrams, charts or graphics can help do this. Ask yourself, "how cap |
verbally and visually present this idea so a child can understand?”

4. Offer proof in favour of idea—Implementation of a new idea alwayg

means change. Proof must be absolutely convineing for your audience,
Here are some sources: ;
(i) Newspaper articles—If the point in your idea is newsworthy, pre sent

it with newspaper cutting. ;
(i) Quote a recognised expert—Also quote from a well known books
or website.
(iii) Technical evidence—Technical specifications can offer proof of
claims.
.(iv)  Surveys—Surveys and opinion } olls are great ways to prove

concepts like customer satisfaction, preferences, market acceptance
or product reliability etc.

5. Answer concerns or objections—Before you start answering the

6

.

7. Do not be proudly—Most of the greate

questions, take a preemptive strike and bring up anticipated concerns.

Question and answer period with your audience should not be too lenghty.

for example, you may have a very guy in your audience who may
monopolize the dialogue for quite sometimes. Do not let this happen to

you.

Shift the dialogue to implementation—After you have answered all

standing concerns, you need to move the dialogue from “should wo do

this” to "how can we do this"? Simply look around the room and ask one
of the following questions:

"Does everyone agree that this is a great idea?"

"Do we have a consensus that this is an idea worth doiong?" s

If everyone says "Yes" then ask: "What is the first step toward making
this happen". g : "

(i) Do you need to form a committee? ,
(i) Do you need to approach management fol
(iii) Do you need more time to research on co

»

audiences during presentations. M
audience and give credit of the entire
suggestions. Ideas, in this w;

The presentation that Sells a New Idea -
he ——
QUESTIONS

[yescribe the presentation that sells a new idea. How would you prepere youssell
{or such presentation?
Explain the step-by-step preparation for selling & new ides 10 1he auds
what 1§ presentation? How will you sell a new wles” e
Discuss the practical tips and steps for selling u_ll.!- wih DrESERRat
Can you sell @ new idea through presemtation? Hes Explain e

Wk =

Riddhi Vijay

19



CHAPTER SEVEN

The Humorous
Presentation

4 .J‘Wmf .mﬁ.mm.n a professional presentation, so they expect to see a
Professional.” Dress appropriately for the occasion, but don't be one
of the crowd.”

- -Wess Roberts

INTRODUCTION

If your audience does not laugh when it should, then carry on your
presentation. Basically, you are not a comedian, so any laughter during the
ﬁnmm._mnnm:ou makes the atmosphere light. There is no greater pain for an
audience than to watch and listen a confused presenter. Be confident with
your material or contents of topic of presentation and include humour in it,
If humour does not work, you can keep telling the story without interuption.
However, if you are committed to what you will say to your audience, it is
likely that the humorous parts of your speech will be more successful.

In fact, if you are more comfortable about whatever you say at the stage,
the more likely it will be received warmely. Therefore, inclusion of humour/

jokes in your speech turns any speaking into a laughter and tickles (thrills)
the soul of the audience. The funfilled presentations and "low-risk" humour
connect our mind, body and spirit in order to balance self, work and other.
In other words a sense of humour prevents hardening of the attitude of the
audience.

MEANING OF HUMOROUS PRESENTATION _

The presentation in which jokes or EEH_E_ is inC
humorous presentation. Using jokes or humor

1{73
e

. 3 { il
e i Ll .
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beginning a presentation. However, it can backfire. The jokes may not appeai
1o the audience, causing the connection between presenter and the audience
to break. For example, if a presentation is being made in a cross-cultural
environment, it is good to be conventional. Businesses are going global,
presentations are made to different groups comprising people from different
countries say France, England, Germany, America, Canada etc It is very
difficult to speak the same language as them, let alone understand their
sense of humour. Mere politeness may make them tolerant of your deviations
from the main content but the situation would be worse when the expression
on their faces shows sympathy for the presenter.

According to Albert Einstein, * Humor is more important than
knowledge.”

"Comedy is very controlling- you are making people laugh It is there in
the phrase, making people laugh'. You feel completely in control when you
hear a wave of laughter coming back to you.” —Gilda Rodner

PREPARATION FOR MAKING A HUMOROUS PRESENTATION

Following are the important steps for preparing a humorous s
1. Identify the point of %hmnlﬁﬁﬂq 0T Eﬂu!

which you can ask your a to change. The |

Riddhi Vijay
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—

4. Making of a joke—A joke has two parts: the "setup which describe the
situation and the 'Punch” or punch lines (lines which make the audience
_Emmgﬂ._y. The lines of humorous story needs to be short and quick ang
it must deliver the surprise with emphasis. The punchlines must be
funnier or more meaningful.

5. Prepare your delivery—Following are the main points that must be trieg:
(i) Practice—Before you stand up in front of an audience, you must
practice your joke. Give it in front of a mirror so.you can see how j

works. Then try it out on anyone who will listen.

(ii) Memorize your punchlines—Punch lines (laughing lines) must be
memorized well before you deliver these in the front of audience,

(iii) Deliver the key phrases slowly and clearly—Deliver key phrases
of your joke slowly and clearly. However, you can give more facial
and voeal expressions at the time of putting the joke to the audience.

(iv) Let the people know the punch line is coming—7 ¢ MOst common
way to do this is to pause slightly before you say it. Most comedians
or professional storytellers clear their throats before the punch
while some just pause for a moment to let the audience know that
the punch (laughing lines) is coming or gone.

(v) Deliver the punch lines clearly, slowly and plainly—If the audience
does not get the punch line, they would not get the joke. Make sure
everyone in the back row can hear it.

(vi) After deliver the punch line, stop and wait for the laugh—
Sometimes it takes a few seconds for the joke to understand. To a
presenter, laughter is a group behaviour that needs to be
encouraged. For example, if you are at home alone and watching a
funny Television show you do not laugh loudly as much as when
you are a part of an audience or group. The best way to assure
more laughter, loud laughter should be encouraged.

HOW TO DELIVER HUMOROUS PRESENTATION?

Some speakers say, * could never use humor in my speech; I just nouwn
feel comfortable with it". I believe that anyone can'use humor and that it 1§
a valuable tool in speaking. Appropriate humor relaxes an audience and
makes it feel more comfortable with humo
attention to the point you are making; and humor will help th
better remember your point. It can break down barriers
is more receptive to your ideas.

you as the speaker; humor ca bring

The HUmorous Presentation 41

First, let me make it easy for you (o use humor. The best and most
comfortable place to find humor for a speech is from your own personal
experience. Think back on an embarrassing moment that you might have
thought not funny at the time. Now that you can laugh at the experience,
you understand the old adage "Humor is simply tragedy separated by time
and space”. Or think of a conversation that was funny. Remember the punch
line and use it in your speech. Probably the least risky use of humor is a
cartoon. The cartoon is separate from you and if pcople don't laugh, you
don't feel responsible. (Be sure to secure permission o use it} You're not
trying to be a comedian; you just want to make it easy for people to pay
attention and to help them remember your point.

Here are some suggestions on using humor fo make your next speech
have more impact. .

1. Make sure the humor is funny to you—If you do not laugh or smile at
the cartoon, joke, pun, one-liner, story, or nﬁﬁ.wﬁﬁu of humor, then
you certainly cannot expect an audience to do so. A key to using humor

is only using humor that makes you laugh or smile.

Before using humor in. . y it out with small groups of

well, and what we
'or us to be more
bt ut also remembers

n't tie your humor to your

Riddhi Vijay
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presentation, the audience may ke the humor, but will wonde wi
point you are attempting to make. "
. Begin with something short—A starting point might be to SUMMar
cartoon and give the caption as your humor. A thought Provoking ”
clever line about a point you are making is another way to get .__5”_.
for example, when you talk about creativity and getting out of your
comfort zone, a line you found that worked well was, "Orville Wright gig
not have a pilot’s license.” In your reading, look for lines that make you
smile: consider how they might be used in your next speech. Be carefy)
about launching into a long humorous story- audiences are quick
forgive a single line that may not be funny, but they do not have much
patience with a long story that isn't worth the time. So start out wyy
brief bits of humor,

. When possible, choose humor that comes from people you interac
with—You do not have to worry about people having heard it before,
and you will feel more comfortable with what has happened to you. Find
such experiences by looking for a humorous line or situation For example,
I was making a bank deposit recently at a drive in window. When I asked
to make a second deposit, the teller said solemnly, T'm sorry, sir, but
you'll have to go around the bank a second time to make a second

deposit.” We both laughed and I may have a line to work into speech. If
you have small childrea, listen for something they say that might be
funny to an audience as well. Art Linkletter made a great living on the

notion that "Kids say the darndest things."

. Do not preview by saying, "Let me tell you a funny story"—Let the
audience decide for themselves. Look pleasant and smile as you launch
into your funny line, but if no one smiles or laughs then just move on &

h takes the pressue

though you meant for it to be serious. This approac
u are not a comedi®
ker seeking to help

off as you relate the humor. Remember yo

enteraining the audience; you are a serious spea
audience remember and pay attention by using humor as _;8_. _

Humor is simply another way of making a point your

The Humorous Presentation o
COMMIMEnt. Here. you review i peines (hat we are Shportent for your
audience.

WARNINGS AND TIPS

1. Do not incorporate wrelevant matter and vulgar jokes.

2. The experience and sentority of the members of sudience must dso be
considered when using jokes or hussor.

3. When in doubt of the receptivity of e sudience to 2 joke, sdbeve 1o the
safe path by using a traditional opentng. T ey

4. You should be aware of the ikes 2
throwing a joke.

5. It is not necessary to be. .
is a willingness to find yous ¢

1. How the aud

Explain.
2. What is h
3. Discuss th

How a b _.
5. "Itis nol

can help you be a more effective speaker. Look at humor
your speech in the manner of attention devices, §
solid structure, Remember, "A smile is a 958 1|

things”.
7. Ue:&uan!.ﬂu:._&ununi ,
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CHAPTER EIGHT
Planning a
Presentation

The real art of conversation is not only to say the right thing in the
right place, but to leave unsaid the wrong thing at the tempting
: moment.

—Dorothy Nevill, Writer

UNPLANNED PRESENTATION

: Presentations can be planned as well as unplanned. Unplanned category
o

presentations are to be made without preparations. In this category you

are asked to present without giving advance notice and you need to talk on
any issue on the spur of the moment. In other words you do not have time

for prior thinking about the issue. If you are lucky, ten to fifteen minutes

may be given to plan and, structure your ideas to be presented. But youmay
not always lucky. You may be sitting in a large or small group and m_..innES
without any warning, you are called to make presentation. For example :
“Rameshwar is expert in computer networking. Suddenly Rameshwar is
asked, “Would you like to share your expertise with us.”
In such a situation, you can not refuse and there is almost no time to sit,
reflect and structure ideas.

KEY POINTS IN UNPLANNED PRESENTATIONS !
OR
WHAT TO DO IN SUCH A SITUATION?

Following are the key points to be taken care of in such a situation : n_.
1. Concentrate and increase your thought speed. -

En\_mhmunaa_-:g

2,

v

|‘L
Utilize the time you take to reach from your ses 10 the stage 15 chagy
out the course of the speech. : 3
Always have some well-rehearsed humorous stories and
you whichever story or joke you choose must be newtral
any religious, political or sexual remarks.
when you reached a certain position in Iife or the i i
must be mentally prepared that you may be asked at any time (o come
to the stage and speak. s
The problem before you in these unplanned presentations is how 1
make them interesting. Read stories of achievers and leaders like
vivekanand, Mahatma Gandhi, Martin Luther, Nepolean efe. Narrations
or quotations can be taken from their lives which can be used to begin
almost any presentation.
You can start planning for unplanned presentation at any state, even
now. Think of a situation: Give yvourself 30 seconds 1o thank and then
begin speaking.
The more you practice, the better your skill will be at artempting
unplanned presentation.
Train yourself to think and talk in all kinds of situation

Quites wign,
that bs, withongs

PLANNED PRESENTATIONS S

This category of presentation includes all those presentations of which

you have prior knowledge and have much time to do research and

conceptualize the ideas, There are multiple types of planned presentations
including informative presentations, persuasive presentanons, direct

reporting, and face-to-face or one-to-one presentations. They are expla
below :

()

(i

—

Informative presentations—An informative
details and facts are provided and a persuasive

influence the audience to a similar pattern of
presentations educate or inform the a :
‘An informative presentation is fairly

and compile the data, give it
Direct reporting—Presentations Ca
reporting to the or :
communication. For

ed t
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For another example, you have recently organized a mega-fair for y
institute and need to make a presentation on finances to the Director.

In both the examples, stated above, the presentation will be made to on;
person seated in fronted of you. In such a situation, clarity of thought an
completeness and accuracy of data are important. ,

PLANNING A PRESENTATION

You have to make a presentation. Have you planned for the presentation?
Remember over-confidence is like a death for presenters. Hence, Emna.am [
for the presentation is the first step for success. However, there were some
gifted orators like Napolean and Hitler. They had ability to address a large
crowd without hesitation or nervousness. Unfortunately, leaders of a mgwﬁ
calibre are few. While it is easy to follow them but it is difficult to imitate
their qualities. Acquiring or learning the same skills is tough and requires
intensive training to set the trainee apart from the rest of the crowd.

Let us draw an analogy to understand the need for planning. Why did
the Titanic sink? Many reasons have been attributed for the tragedy. One of
Emﬁ was the inability to measure the magnitude of the iceberg against which
the Titanic collided, as only one-tenth of an iceberg is visible on the surface,
a nard fact which was overlooked, a presentation is like an iceberg. In other
words the delivery of speech is only a small part, The major part of the
presentation, visible only to sensitive audience, is the time and effort spent
in preparing and planning the presentation.

FACTORS THAT HELP IN EFFECTIVE PLANNING

To create and deliver a successful presentation, you must consider the
following factors. These factors help in effective planning, designing and
delivering of a presentation : _

1. Who—'Who' refers to the target audience for whom the presentation is
prepared. Knowledge about the audience including their needs,
expectations, likes and dislikes, helps in structuring the presentation in
an effective manner. Answers to the following questions will help in
developing a presentation ideally suited to the needs of your audience.
Ask yourself the following questions:

—  Who is my audience?

— What does the audience already know?

— What does the audience need to know?

— What is the experience of the audience? :

What are their expectations, needs from the presentation?

planning @ Presentation : —

_ How will the audience benefit from the presentation. _
This point has been discussed in detail later in this chapter under the
heading = analysis of Audience’. _
what—In planning a presentation, a presenter should EJ&B- or
content of the presentation. A confent list must _un prepa red both by
sudience and the presenter. Ideally, the members of the E&EE
inform the presenter of their expectations from the ﬂgmg ey
you do not have sufficient information on the needs of the %.u.....n
study of their profile will help you in understanding their expectations
from the presentation. |
3. Why—The purpose or “why" of the presentation requires much thoy
i It involves the answering of the following questions :

(i) Why am I making this ﬁqm.a.mzan.oau

(i) What is the purpose of making the uanwnﬁmnoum

(iii) Is the purpose o educate, inform, convince or frain?

The members of the audience should inform the prescater of n-n

ra

necessity for making a presentation, clarity in the initial stages of pla

(he purpose makes the structuring of presentation simple.
4. Where—It specifies the venue of presentation. Venue of presentation is

2 matter of concern for the presenter. As a presenter, you must take

care of the following issues :

(i) The seating arrangement in the room and

(i) Lighting arrangemcnt.

The seating arrangement must be so organized that _En__d _mﬁsumw
space for participants. Similarly, the room must be well-lit 50 nwmnﬁﬁacm_munn
can see you clearly. The best seating arrangement for easy s&_ﬁum”.um .c._
shape. The U-shape allows both the presenter and the audience to observe
one another and establish eye contact. _ Al
5. When—It refers to the time, “when” are you making a presentanior

are three components that are essential to understand the ._ﬁﬁa

in planning a presentation. These are : )

(i) The market situation.

(i) The analysis of the situation. _
(iii) The time when the presentation is to b
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p a Presentation planning 4 Presentation

Don't make the presentation when the time is not suitable. 3. m_:ﬁ,nﬂ.ﬁcﬁ”m Hmemwmm_ca.
6. How-—It requires “how" a presentation has to be made. Decide on the 4. REACHTY ;

b (] [ m - i
toals and technologies to the used in the presentation and ask the Let us discuss Lhe above steps ane by one in detal.
following questions 1o yourself: _
G, : ANALYZING THE AUDIENCE

E Will the presentation be technical or non-technical? 5 —

(i) Will the presentation be formal or informal? - The main objective of analyzing the audience is 1o identify the nesds

(1) What strategies will impress the audience? & expectations, likes and dislikes of the audience. The audience may be of twe

(iv) What should be presented and how? b types : familiar and unfamiliar. In case of familiar targe: audience, you can

Select the mode and medium of presentation subsequent to an analysis casily find out about the needs of the audience. However, if the audience is
of the audience. Recently there has been much controversy over the use of unfamiliar, it is difficult to structure a presentation which will have both
mcim_” Point. The issue under discussion is the role adopted by the presenter, content and appeai. For example, you may not have the answer of the
Whatis the Role of Presenter in the course of the presentation? A facilitator, following questions in case of unfamiliar audience:
4 technician or a lecturer? .

(i) Do they have a good sense of humour?
If the presenter decides to the [,

. maﬁazrm&mnﬁmamzﬁb e :. (ii) Will a joke lighten up their mood in the middle of a serious discussio
puthng thought provoki £ statements across the audience is required. In or wilL it puE er o8
the role of a technician,

the presenter merely operates the multimedia (iii) What are they really looking for in this presentation?
bresentation. As a lectur

; er the presenter delivers the well-prepared lecture, . (iv) Are they a conservative audience or would they like a more innovative
Which role then most suitable in meeting the requirement of “how” a e proposal?
presentation has to be made? Preferably a combination of all three—a At times, the answer to these questions can hold the key to persuading
facilitator, a technician and lecturer. - the audience. Spend some more time to find out necessary details of the
To summarize, the above six factors can be listed in a table as under: audience. Get in touch with people in the organization where the presentatios
. 1s to be made, and discuss their requirements so that you
TABLE 4 presentation accordingly. :
Factors Meaning g Ao.g able to understand the concept better, let us tak
B following example:
Who : Who is your audience? ._,_,.._ You are the manager in a product d
What What do you want to present? (Content) 3 Mﬂﬂw@%ﬁﬂ%ﬁﬂ“ﬂ“Mm.wwwawowﬁ“ynﬁ
Why Why do you want to present? (Purpose) come out with a music system that
Where Where do you want to present? (Venue) ﬁwﬂmﬂbﬁ ..””M WMM ,_ﬁ_n... X
When When do you want to present? (Time) If you begin
resulted in
How How do you want to present? (Modes) Densuaiel

STEPS OR PROCESS OF PLANNING A PRESENTATION

Planning for a presentation involves the following steps :
1. Analysis the Audience
2. Location of Presentation.

|
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Planning a Presentation

1. G ; o .
Go and talk to the concerned person directly and find out the profile

7

3.

&

ﬁm_ requirements of the members of the audience,
S ow..h the names of the people who would be a part of the group and
N n:ﬂmm c“w% M,EEEE directory get their designation and job v_.o_ﬁm

S8 v ¢ concerned pe hei 3 :
- people their needs for the presentation, if
Collect as much information on com

: : pany as you can so that it
mon in making the content of the presentation. A M
igure out the benefits to the individuals and the izati
i organiz.

accrue after presentation. = Aflon Shar il
The above steps will ensure that you have collected enough information

about what the audience is looking for.

CRITERIA FOR AUDIENCE ANALYSIS

The criteria for audience analysis includes the following :

Level of the Interest—It implies that the topic of presentation has to b
structured in such a manner that it gains best possible response n.ocm
the andience in terms of interest. Therefore, fry to judge the E.uzawﬂmm
response pattern of the audience. :
To be able to develop interest in the presentation, try to come up with a

specific rather than a general topic. A specific topic is the best possible
strategy to attract the attention of the audience and invite maximum
participation. i
For example, “Merits and Demerits of the using xyz ingredient in a skin
care product”, will be an appropriate topic for an audience comprising the
research department of the-company. Alternatively, a presentation topic

such as "Launch of a skin care product”, can have audience members across

functions like marketing, sales, and finance.

Level of Information/Knowledge—Presenter must determine the kind
of information which will interest the audience, Clarity in your mind
concerning audience expectations will help in presentation planning and
development. Therefore, it is a good idea to collect information about
the profile of the participants, their experience, their age etc.

The format of presentation based on the knowledge level, experience
and job profile of the audience will appeal to the audience. The format may

consists of :

(i) Market analysis
(i) Historical data

(iif) Statistical facts

2.

=

1D
planning a Presentation \\%ya o.&w”ﬂ/

(iv) Samples o :
e (ALCM Wi,
= |

(v) Demonstrations and o

! = NATE
(vi) Technical terms ete, &\
for example, employees in Ecn.ﬁ._ ndepartments

rechnical aspects, information, researchdnid deve o W)

demonstration, samples; marketing ?.a%m. __:r._w u”u!“”& ot

- Zas market

analysis, erc. You will find that the level of interest is directly related 1o the
job profile of the participants.

Also, be careful about the kind of assumptions you make with regard to

the level of audience knowledge. If you get too technical while making a
presentation to a group of non-technical people, they may just get bored. At
the same time a presentation which is loo simple and non-technical, can be
seen as something which does not add value. An audience Eﬂnvﬂnn&u
just feel, *Hey, I know all this. Why should I listen to this person when he/
she is just ralking plain common sense?!

3. Nature of Questions—Anticipate the questions that can be asked in the
course of the presentation. A good presenter always allows particpants
to ask questions, Questions can be open-ended, close-ended.
Open-ended questions are those that make the discussion interactive

and participative. For instance, ‘What are your views on leadership? )
Close-ended questions are those that expect only a ‘yes' or a ‘no’ as an

answer. If a close-ended question has been asked by an audience member,
no time or opportunity will be given to the presenter to verbally answer the
question. The participative member will proceed with a presentation of points.
All the types of questions must be anticipated and the presenter mentally
prepared with responses 1o them.
Do your homework. Have all the information you need to answer the

possible questions.

LOCATION OF PRESENTATION

e the presentation is to be made s of major
and the audience. Both the presenter and
the audience need o have comfortable atmosphere. ca__ﬁamm.%.__ Enﬁnﬁ
is not always given attention, it is taken for ﬁ.mamm.__ Traditionally zmz._uw
about classrooms or training rooms when we .Ex ugﬁ. unmunﬂﬁ_ou.
education or learning. But what about the u_oummz_&_ o_n Sunnn&mn oﬂa door-
based programs or activities? For information to be mumoﬁmn oww ,—w“%ﬁuﬁunﬁuﬁm
to take place effectively, we need to create not only a comfortable learning

environment, but an appropriate one.

Bladen i LT

The location or venue wher
importance to both the presenter
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Perhaps one i
P of the most important features that the presenters would

like 10 see is the fl i
e 5 exibility to arra
discussion rooms. nge the room as a lecture theatre, or a

CONSIDERATIONS FOR LOCATION
OR
FACTORS AFFECTING THE LOCATION OF PRESENTATIONS

If you have to choose or modify a venue, th

e ] . L , there are a number

cwpunmw for consideration. Listed below are the items that you sm.“” Hﬂwﬂh

1. The number of Participants—The num ; ici
determines the location. The presenter :_”“ra “,hwuww_ %:mﬂ.w .ﬂmuﬂu&
the location. Do not allow for more participants into an alre n_mﬂ s
e.w::c. Cut the number down or get another location. A nHQMMnM_. L
will not set the proper learning atmosphere. Similarly, a lar 551_..
anly a few people can also create a barrier 1o Hmm..abw. o

2. The Size of the Room—The size of the room generally depends on two

w

factors: The accommodation capacity and what for the room is being

used. If the room is being used in a classroom setting (a chair with arms
tables) allow about 1.5 to 2.5 square metres per person. If the room is
being used in a conference setting (chairs and full tables) allow 2.0 to
2.5 square metres per person. .
Suitable Chairs and Tables—These are needed for a classroom situation.
The chairs must be comfortable but strong. The tables should be narrow
and long.

The Arrangement of the Room—The arrangement suit the requirement
of the presentation or program. Try to keep things looking tidy. If you
are conducting a lecture, keep the front of the room clear for the lecturer.

Ensure that arrangements allow for everyone to see and hear adequately.

The Lighting—The lighting arrangements in the room must ?5:@5
and the audience. The presenter

requirements of both the presenter
needs light for the whiteboard to be seen. The audience also needs enough

light to be able to take notes if they require.
work Noise—Work noise in the background during any type of

U_.mmﬂ:man: can be destructive [0 the learning atmosphere. Mast
presenters would like to have soundproof room without any windows,
but such type of room is rare. Hence, Jocate the room far away from the
work noise area to avoid work noises such as machines and telephones

etc,

e T

mw%?mmgsnﬁ_
- 53

7. The Temperature—The tempera ;
Keep the temperature vm.inﬁmwﬂawhh% amn.ﬂ must mr.naﬂ&n

4ir circulation in the room. 2 )l possible and allow for

. Accessibility—We need 10 consi udience
venue. Will public transport be mm_,.mauwhh W—Mn uﬁﬁhnﬂ nﬁn_u Io the
rransport, will they have parking facility. We must n_Sna.iMM N.Mn e
for disabled persons, such as ramps for wheelchairs. ‘ e

g, Distractions—Apart from work noise and temperature, distractions
also be present. It may occur due 1o irrelevant ﬂaﬂ.u.u.wun gg
the walls of the room, crowd in the room. Similarly, a room E:MM
unusual colour can be a distraction. Hence, anything which is not required
for the presentation should be removed from the venue so as 1o attract
the attention of the audience. .

10. Tower Facility—Power facility must be available at the location of

presentation. If you are going fo present in a new Iocation check the
power outlets. Lack of power outlets may affect your arrangements in
the room.

11. Presentation Aids—You must check the presentation aids that you want
1o use are available. Some  onference facilities have only a limited type
and quantity. When you are sure about their availability, check to mfake
sure, that they are in working condition and do it yourself.

12. Spares—Spares for presentation aids must be available and you should
know how to fit them. Overhead projectors, film projectors and slide
projectors, for example, might have damaged while you are using them.
Quick replacement means the less disruption _

13. Storage—5Stores could be needed for excess cquipments, handout
materials and presentation aids not in use. Hence checkout for storage

area at the location of presentation. .
14. Public Address System—A public address systemmay be ug&um_m_um
large conference or geminar situation, It could be a portable rype or a
built-in-system. If you believe that all of the people will not wn nEn 19
:@E.Eamunmwﬁm uncwm_._w.waz must make enquiries into the use of the

ic address system- L

15. ﬂﬂﬂ:-mwmﬁnnml.wmm facilities that we usually fake for granted Howeees
those must be checked by the presenter. Are tea and coffee ._Bmxﬁnw. ing
facilities available for moming and aflernocs breakat D0 B

_ e know whtere all the toilets are located? Do we Xnow

3% is information must be passed 10 the

where : Uﬁ%—hﬁm of the ﬂ—.mmﬂﬂ=mn—ﬂﬂ.
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OBJECTIVE OF PRESENTATION

This is the most important aspect of planning a presentation, particy
for someone going to give an information-type presentation or for 9
trainer. Without clearly stated objectives, the presenter and the audience
may have no idea of where they are heading. If they do not know wher
are heading, how can they know when they Lave reached their targer

Very simply, an objective give us our target, or learning goals. This
or goal will apply to the individual presentation or session or to the C
of instruction as a whole. All objectives are normally designed and wrij
after the needs of audience have been analysed. Hence, the members
audience should inform the presenter of the need for making a presenta
Because, with a change in the objective there is also a change in the strug
of the presentation. Clarity about objectives of presentation in the in
phases of planning makes the structuring simpler.

HOW TO WRITE AN OBJECTIVE?

When we sit down to write out objectives, we must ensure that
realistic goals. The objectives must be achievable within the limits pla
us, whether these relate to time, resources, facilities or any other :
likely to affect the final outcome. Nearly all objectives are set after we 4 .
conducted the needs analysis of the audience.

A well written and easily understood objective must :

(i) state something about the end of the session or the end of trai
(ii) say something about the audience not the presenter or the noE.mn.
(iii) include an input or a condition.
(iv) be observable and measurable.

Writing objectives can be confusing at first for the new pres
However, it is not an easy task even for experienced presenters. It m:
simplest to start writing your objective by filling in the missing sp:
the formula given below

By the end of this session you will be able to :
S esreas s wikan-action word) s .o i s
e e O e ) o s Sl s
............. (cenditony . e s
............. (standard) . o5 i

.En m&oﬁ word is moﬁmg we can o_uwﬂén. En

qummnaﬁcon

By the end of this session the g

an audience will be able to;

total (an action word)

a list o_. numbers (item)

given a sheet and calculator (condition)

and have at least 80 percent correct (st
One more example :

By the end of this session the trainee will be able to ;-

assemble (an action word)

the parts of an overhead projector (item) .

given all the parts in a box (condition)

The project must be assembled within 10 minutes (standard)

WHY DO WE NEED OBJECTIVES?

Objectives, however, are required for all formal training sessions. We

need objectives in training programs for the following reasons :

They Provide Direction—We can not start giving training or presentation

until we have established the session objectives. Without s Ebu.

objectives, we risk the chance of the information vn_un on E
track. How do we know which road to take if we do not. o
are going? As well as being important for the Enmmb:..n when
objectives are stated to the members of the audience, the
sure about the direction they should go.

.w_um% 135% Guidelines ._.mwnznlbboﬁﬁ, reason |

each other.
They S..oinn unmn m..
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DIFFERENCE BETWEEN AIMS AND OBJECTIVES . ;

Even well experienced presenters and trainers, sometimes, can bgg,
confused between aims and objectives. Aims and objectives are not the

n_E..mg aim normally consists of a statement of general intent. It may

an item or example to represent the final behavior of the participan
conclusion of the course or workshop. On the contrary, an objectiv

the requirements in precise terms . . .
5 -}M aim is generally that is required for a social-type presentation

session oEmmneﬁ would normally be given to vﬁ:ﬂvnﬁg at the b .
at they know exactly what is required of them by

of the session so th

n

of the session”. .
“To use the road map analogy: the aim tells us what town we are

3 b b e :
to: the objective tells us which street, what time we nec to be th
what the road conditions are."

RESEARCHING THE TOPIC

This implies the research that may be required in preparatio
presentation of a new topic. Research into a topic is generally condue
at least two reasons; Firstly, to supply information for the sessior
presented and, secondly, to give the researcher some expert informa
the topic.

“Careful research makes for a well-prepared presenter.” It is im
for you as the presenter to know as much about the subject matter as
be expected by the audience. If you want to have any credibility

participants and if you want them to become involved and motivate
need to become more than just conversant with the subject material, Th
research helps you a lot in this regard. 2 .

WHY THERE IS A NEED FOR RESEARCH?

Why is research necessary? The answer to this:sentence may
followings : |
1. To give correct and up-to-date information to the participa

participants must be given correct and up-to-date informati

presentation they attend. The best way for the speaker to fi
correct and up-to-date is to spend some more time
relevant facts.
2. a.._o_gi the topic thoroughly—Through re : '
can have full knowledge about the topic

SENIE =

%_dmm:_m:g e 57
(he presenter 10 know the topics being presented thoroughly. Would
you sil and listen attentively to a person who did not 4ppear 1o know the
subject. This means that presenter must carry out study before entering
the roomi.

To give answers of the questions—Do not think yourself as an authority
on every subjett you will be presenting. But you must know more subject
information than is to be presented. You will find that this information
is needed to answer some of the questions that will be asked.

If you find that you are asked a question relevant to the topic and you
do not know the answer to it, tell the audience that you do not know but
that you will find out and report back to them later.

SOURCES OF RESEARCH

OR
WHAT METHODS ARE AVAILABLE?

Sources of a research for presentation may include the following:
(i) Staff performance appraisal records.
(ii) Job analysis including job descriptions and work study reports.
(iii} Relevant policies and procedures,
(iv) Activity figures, such as sales, production wastage, quality control etc.
(v) Personnel evaluations, such as employee test results, questions
(vi) The workplace itself, such as equipment, supplies, technc

processes, raw-materials etc.

(vii) Corporate plans, such as new technology, expansion, m
(viii) Accident reports and statistics.

While these sources provide valuable information

topic or subject. Therefore, a few more research
as under ;

l. The Library—A library can provis
read it all, ask the Librarian for he
10 @ manageable sizi )
purpose. All librarie
different sub
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Experts—The specialists who are known to have information i v
subject may be contacted. Consultants and professionals are
of such specialists, you may find that some specialists have
libraries of books and films, .

0ld Records—0ld records may be helpful in providing relevant |
documents, If you are lucky, perhaps some slides or photogra;
may be able to use in your presentation. _
Government Institutions—Government agencies that deal with tr

will generally be worth.
Family and Friends—Family and your friends could hay

research. Have you ever asked the people around you abg
qualifications and experience? Ask them sometime. You m
valuable information and pleasant surprise,

CHECKLIST FOR PLANNING A PRESENTATION

Do's Don'ts

Identify the six rm_uanmlmé Wsand | Don't try to SEUE_BEE# C

one H helpers
Understand the interest level of the | Don't make too many as
audience

Use simple language

Make the presentation focused, easy | Don't get too simplist
to understand

presentation
Use secondary sources to collate | Don't depend on secondary
information for in-depth analysis
Prepare cue cards Don't forget a cue card

point

Prepare a logic tree Don't be rigid in following
Be prepared for any kind of question | Don't bluff your way
from audience question

Understand the audience question
dearly

about the audience ,
Don't use jargon if the audien
not understand it .

Don't fumble or

planning a Presentation

i, befine planned and unplanned Presentations. How ! .

unplanned situation? i would YOUu present in 3
2 What s a planned presentation? What are the Iy of plan
3, What do you mean by planning a presenta i

Hon? Discuss the
the planning of a presentation. R

4. Discuss in brief the steps in planning a presentation.
5. What do you understand by audience analysis?
tor audience analysis,

Discuss the steps and eritersa

You have 1o make a presentation. How will you de id
presentation? : .

the location of
7. Discuss the factors that affect location of presentation.

What do you mean by objective of presentation? How would You write objective
of your presentation, . £
9. Why you want to make presentation? Discuss.

10. What do you mean by researching a topic? Why is research necessary?

11 1s researching a topic Is presentation essential? If yes. state the sources of
informarion for conducting a study. {

A
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CHAPTER NINE

Structuring the
Presentation

“No one ever complains about a speech being too short!™

INTRODUCTION
It is important to organize the presentation material loca
sequentially. Where to begin is the big question. How to give En”. al
logical shape? What information to include and what to exclude? W
appeal to the audience?

In the first stage, that is planning stage, the work is collation o
and information. Structuring is a subsequent and begins with understar
and analysis of the audience needs and expectations. It is important
the attention of the audience for getring success in presentation. F

bring about the alignment between the expectations of the audience
structure of the presentation to the successful in holding the att
the audience.

The importance of the structuring a presentation can be seen
lines written by Abbie Hoffman, “Structure is more important than
in the transmission of information to the audience.”

Before we discuss the structuring a presentation, we must
structuring of presentation material.

STRUCTURING OF PRESENTATION MATERIAL
Structuring a material a two step process :
1. Writing the points on cue cards; and

le

mw_.\aﬁa\umh.m Presentation

2. preparing a logic tree,

1. Writing the Points on Cue Cards—Begin the Process of ¥
the material by writing only one point each on the cue card from the collated.
once all the points have been written, spread the cue Bauoﬂ - Sahle 1o
front of you. By reading the cards on the table, try and work out the sequence
which you think at this stage will appeal to the a lience. Tk s i
pased on the needs and expectations of the audience. sequence

What information will capture the attention of the audierice?

What sequence of points must be followed so that the audience is able
to sense a value add? Lo

Answers to these questions will help you in numbering and arrang;
the cue cards in a sequence. It is important to number the cue cards so that
accidentally two cards do not slip to the back of the pile while making the
presentation. As ycu proceed, you can look at the points written on the cue
cards and elaborate on them. After one point has been explained, slip the
cue card you were using to the end of the stack and begin the next point (see
Table 2

<

> TABLE : STRUCTURING MATERIAL
() Cut out cue cards made of thick chart paper
(i) Write one point only on each cue card
(iii) Spread all cue cards on the table
(iv) Arrange them in a logical order
(v) Number the cards
(vi) Arrange them in a pack

With modern techniques of making presentations, all
laptop or are provided with a computer and H_wﬁn..
multimedia projector. While cue cards are not carries
a preparation with cue cards facilitates
and rearranged, without much disc
shuffling the cards in a desired or ..

2. Preparing a logic tree—After yt
arrangement of the , prepar

Riddhi Vijay



e Models of X-ray machines currently being used _
e Approximate number of x-rays being done by the hospital in a

e Distribution of usage across departments
® Degree of usage by various departments

e Costs involved
e Unique features of the machine

Table : Logical Structuring of Points

Benefits of the machine

Costs involved (installation and maintenance)

r Installation Costs
Guarantee for five years

(maintenance costs)

el Free service for the next two years
(maintenance costs)

| > Discount of 20% on subsequent visits
: for maintenance (maintenance costs)

Cost of one X-ray

>uu8x§mnm number of X-rays - Old machines
being done in a year by models
of X-ray machines currently in use ._.

Distribution and degree of usage
across departments

%m.‘:a Presentation i

These six points must be arranged in a .B__B.E
4 fashion which appeals to the doctors. The na__aﬂahn ugﬂh
following ways :

p Logical

o Sequential

if you are unable to structure the points in a ammatic form, arrange
them sequentially. o s

In this example, you have to persuade the doctors to purchase the new
x-ray machine. You begin the presentation by highlighting the benefits of

the X-ray machine and then discuss the cost, which allows the doctors to

see its value. Additionally, by discussing the frequency of use on-vnua
machines, you cover maintenance issues. This method allows you to reiterate
facts and move into the domain of the atdience for receptivity of message.

When you be;an structuring your presentation, you had an additi
point called “Models of X-ray machines currently being used”. Eﬁnu&u

Table : Sequential Arrangement of Points

1. Benciits of the machine: _
o No harmful side-effects * Quick-drying facility
e A brief report on the X-ray conducted
2. Costs Involved (installation and maintenance)
Rs. 50,000 (installation costs)
Guarantee for five years (maintenance costs)
= Rs, 45,000
Free service for the next two years (maintenance costs)
Rs. 32,000
Discount of 20 per cent on subsequent ﬂumﬁ
(maintenance costs)
3. Approximate number of X-ra
machines QE.E& in use
Cost of one N a% :

Riddhi Vijay
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64 Structuring the Pre

the presentation comprehensive and complete, add point ug..ua?_
indicated in the logic tree.

STRUCTURING THE PRESENTATION

m.:.zninim a presentation is one of the most important
presentation’s creation process. Because a good structuring is the
which you will develop the information you have m_.u:mn.an into a
step-by-step presentation. Without a proper structuring, your pres :

discuss your work clearly.

HOW TO STRUCTURE A PRESENTATION?

Following points should be kept in mind while structuring a presen

1. Establishing Credibility—How credible are you, as a presenter
the level of trust you share with the audience? Be aware of your per
knowledge level, especially if you are making a technical presen

You need to know if the audience will accept your analysis becau:
your expertise, or whether they will question your assumption:
Two factors that help you to gain credibility with the audience are

and authority. However, it does not mean that if you are not in an enviable
position you will not be able to gain credibility. You too can develop content-
rich and context-loaded presentations. ; 8
For example, a student can gain credibility by delivering an infon

presentation which contains accurate representation of required f:

figures.

2. Ascertain the Context—Why are you making this presentatio
the context? Is it an in-house or an external presentation?
understand the audience, its expectations and the context in w
presentation is to be made. You need to be aware of the impli

your presentation as well as the recommendations you may n
receptivity of the audience to your message will be moulded by
needs, For example, if you were asked to make a presentatior
achievements of the company to the marketing team at the t
they are planning strategies for the launch of a product,
the context will be inappropriate, Chances are dim that t
listen to what you are saying or presenting.

quring the Presentation
suructuring = =

4. Develop the Content—Are you thorough with the contens thas needs e
be presented? Have you done enough research on ﬂull P
topic? You may be an ace presenter but (0 be successful it 2 presentation
it takes more than oratory skills to succeed. Let us for » mimate ssssme
that when it comes to working on the cost benefis analysts you are pot
very good. You have read a couple of articles on the subjers and bave
volunteered to teach some students the process by which cost benefls
analysis can be done. While presenting this topic i the class, you realize
that you are not able to proceed. The content that you mey wish 10
present may be theoretical and the needs of the students may be 1o ges
more practical orientation. The uncertainties in your sund. the loose
ends will make the content presentation superficial and mar the impact
of the presentation.

On the other hand, if the presentation is content heavy which is difficult
- for the audience to grasp, problems will surface. In both sifuations recepinaty
of the audience will be minimal.

4. Ensure Clarity—Are you clear about what is it that you wish 1o present
or have been asked to present? Is there clarity in your thinking process?
Is there a clear structure that you follow in your presentation? It is not
enough to merely provide the content, it has to be structured and
presented in a logical, clear sequence. At no point in the presentation
must the audience begin to feel or sense that they have lost touch with
the content. This situation ¢an arise only when you begin jumping from
one point to the other, or bringing in unrelated facts that create confusion
in the minds of the audience. Be clear about what you want to convey
and focus continuously on it throughout the presentation.
Suppose you have been asked to make a presentation to the
students on 'Presentation Skills'. You begin by talking ¢
be convincing and move on to similarities betwe
in negetiations and presentations. You try and
‘Presentation Skills' and demonstrate t
while facing the audience. The time
divided between developing the three
and assertiveness. The a
on developing ‘Pres

‘Assertiveness ¥
Keep al :

“
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66
or multimedia. There can be only one criterion for the selection
channel—will the channel be appropriate for an a-type of audienc ,
the audience will not be g

i io channel,
If you decide to use only the audio
to view you, hence the attention that you could have commanded by

physical presence will be missing. More Eou_h. 3: theh ,—Ecw fo be :

voice modulations and content development. Similarly, if it Is just the:
medium, structuring of the visual content will have to be worked in a ma
so as 1o solicit maximum attention and retention. :w you are H,ﬁn_nf and
the opportunity of using multimedia, use your creative capabilities, but
to the extent that they match the requirements of the audience.
6. Be Consistent in Development of Points—Do you consistently fo

strayline? Are you focused in your approach? It is simple for the au
to follow the content of the messdge if you are consistent in
approach. Consistency follows directly from clarity. If you are cle
your mind on what is it that you wish to project, consistency will na
follow. You will be able to identify links and connections. Any kin
internal inconsistencies or disparity in VIiews will severely affect
reliability. Avoid any confusion regarding the analysis and the
recommendation. For example, while discussing institutional polis
the director of an institute emphasizes that faculty producing re
papers published in peer reviewed journals will be given an oppo
to attend international conference every quarterly and within
seconds of this announcement stresses the need for outlining a stri

budget for the financial year. As a member of the faculty team y

he left wondering which of the two statements (o believe.

To be credible, a similar pattern of thought must be adopted:
stringent measures have to be incorporated in the budget or leeway
be given to the faculty on the basis of work produced.

7. Assess the Capabilities of the Audience—Do not under- or overes imat
the capability of the audience you are addressing. Incorrect asse:
of the audience and und restimation of their knowledge level and

position would stagnate the efforts you put in the preparation and
the presentation boring, without any zing! On the other hand,
overestimate and begin to use technical jargon with a non-tec

~ audience, you have lost the day and the presentation. Your auc
unable to ‘connect’ with you or your talk, Worse still, they can
offence thinking that you are trying to make fool of them.

%Wn Presentation A £
m._'wcﬁﬂ URE OF PRESENTATION

OR _
PARTS OF A PRESENTATION

l‘.‘.‘ll.llll 4
There are three parts to a presentation :

1. Opening Section

2. Middle Section

3. Closing Section

As is well known, in the opening or the beginning the pres er el

(he audience what is to come or what to expect; in the middle ‘tells’ them
whal was promised in the opening; and in the closing reiterates or ‘tells’
them the ideas that have been presented.

The most crucial part of the presentation is the beginning. You infroduce
set the pace, capture the attention of the audience, and establish
credibility. The closing is the second most critical part. Whatever is said at
(he end of the presentation is what the audience takes back with them. The
importance attached to the opening and closing of the presentation must

the 1opic,

not negate the value of the middle section of the presentation. In the middle

section, the central idea is presented. The structure, the logic, and the
authenticity of the presentation are established in this section
In a 30-minute presentation, the average break-up of time for the various
sections is as follows: : ‘
e 2 to 2.5 minutes—opening section
21 to 22 minutes—middle section

L ]
e 1 to 2 minutes—closing section
e 5 minutes—question-answer session or interaction/discussion with

the audience. RN
ﬁm&w&ﬁn

Of course, it goes without saying that this is only a suggest
There may be minor variations in time but overall the time allocat

opening and the closing is the same.
. THE OPENING SECTION

Riddhi Vijay
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them to stay hooked to the content. Sounds simplistic, but Bets 1o
when you assign yourself the task of designing strategies. Abplicati
attention-gaining strategies should be done right in the beginning
presentation. Complacency arising out of working in the organizatiq
many years can mar the quality and content of the presentation. If you
the process to be casy, begin structuring the presentation, Eumm_umbw
the members of the audience have been sitting, listening to Presentay,
from 9.00 am and your turn comes at 7.00 pm. The audience is tir
mentally exhausted and runed to non-organizational issues like traffic ja
and outings with the family.

How will you begin in this scenario? What will you say? How will
deliver your content to be able to capture their attention? Think caref
through the opening/ beginning, weave in creativity, relate it to Em e
objectives of the presentation and tailor it to suil their requirements,

Various strategies can be used for the beginning/opening ¢
presentation that can capture the attention of the audience, if ys;
appropriate measure. These strategies are listed below: .

(i) Narrating a story

(ii) Scenario description

(iii) Jokes/Humour

(iv) Facts and figures

(v) Quotations

(vi) Questions i
(vii) Agenda

While all these strategies are innovative and much better than the u
‘Good morning Ladies and Gentlemen. The topic for my presentation tod
is ... the most powerful of these are story narration and scenario descrip!
(i) Narrating a story—Narrating a story is the most powerful devi

can be used either in the opening or middle of the presentatio:

power of the story to hold the attention is unparalleled. Reminds on

folk lores structured on this basic principle.

Try this technique! The member of the audience may be a child of |
a busy executive of 30 years. The minute you begin telling a story
attention and the floor is all yours. You can make the story interesting enc
to keep them hooked for hours, or boring enough to forego their att
in a few minutes. In fact, this is such a powerful device that many
this method to present facts and situations in the form of a story wk
universal or organizational appeal.

The use of an story at the beginning of the presentation must b
with caution. It is immaterial whether the anecdote is one with wk

_—

cturing the Presentation
structuring U &

audience is familiar or unfamiliar, What is

M_cmq be able to relate it to the main :Emﬁ-ea-.“ﬂu“hﬂ that the Presentes

(i) Scenario description—A scenarig description is an ext :.a.n.a- s
narration. In this strategy, the presenter extends the -nn_.nga sl”
by bringing to life the environment in which the

: “pisode or the story
happened. In scenario description, there is n build up of
imagery to give the listener a feel of the atmosphere in which the =
incident occurred. While an anecdote Darral

narration focuses more on the
content of the narrative, a scenario description specifically concentrates
on the description of the events, The principle on which scenario
description operates is that it stimulates the senses of the members of
the audience and secures their attention,

(iii) Using jokes or humour—Using Jokes or humor is a good strategy for
beginning a presentation. However, it can backfire. The joke may not
appeal to the audience, causing the connection between the presenter
and the audience to break. The experience and seniority of the members
of the audience must be considered when using jokes or humor. When
you [eel that audience is not interested in joke, adopt safe path by using
a traditional opening, in which topic in introduced, benefits of ideas are
specified and the presentation is rounded off. However, if you are aware
of the audience, their likes and dislikes and feel you can present a joke
to get the audience involved, go ahead. i

(iv) Facts and figures—Use facts and figures to capture the attention of the
audience. The facts and figures must be new, not old. Because on many
occasions the audience is already familiar with the facts. In this situation,
when you present old facts and figures, the opening loses its

(v) Quotations—You can incorporate quotes in your opening s

remember the piece and you will have to turn ground to
screen or read from a piece of paper. In :uw proce pm ,
quote, direct eye contact with audience is lost. If
opening of a presentation, it is very difficult |
the audience back to the presentation.

Riddhi Vijay
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70 .
presenter can get the audience into d thought E_w mﬁﬂ%wﬁﬂﬂm tici
mode. However, there is a flip side to I a8 Wi L 1bers of |
audience may get totally immersed in the psma.»o:..:..mzﬁ mmma |
leave little room for you to complete the prepared _w_.w%n;ﬂcn. Y
a presenter, must be able to draw the mc&mnnm. back to the presenta
if there are top many digressions ot interruptions. :
Questions can be an effective tool for capturing ﬂ,:m attention

audience; however, the audience may become overly involved, ?5

ask a question and on¢ member of the audience responds, other audie

members may also be desirous of giving a Bm_,vo:mn. If you are not ad
handling audience intervention, then the floor is totally lost. In a prese:
of 30 minutes, the 2 and 2.5 minutes that you reserved for the opening,
spill to 10 or 15 minutes. This can create problems since the time allg
to you is only 30 minutes. The entire structure of the presentation hir
on the time allocated. Even if you have a buffer of 5 miautes, it ¢

problematic trying (0 wrap up a case in much less time than one w

actually allocated. .

(vii)Agenda—A traditional manncr of beginning presentation is to give
agenda to the audience and then follow it up. It is a stereotypical
beginning a presentation but it helps in focusing on the Key isi
objectives and the conditions. Many times the members of the auds
do not have time to spend in niceties. They want the detail befor
actually begin to listen to the presentation.

THE MIDDLE SECTION

The main purpose of the middle section of the presentation s to |
content for informative and persuasive presentations. The middle
or the body of presentation comprises the ideas or the main contents.
are discussed and main points are established in this section, The di
and content of this section is determined by the audience profile.

For example, a technical audience will appreciate points t '
developed by a detailing of processes : for a non-technical audie
processes are not important. Thus, the points or the issue:
consideration become the focal points of concentration. Going aga
minute presentation structure, you have almost 22 minutes to p
sell idea and convince the audience of authenticity of the presen

Content Development—The content development and present
both informative and persuasive presentation is different. In an infe
presentation, information on rules, policies, figures etc., are pres

geructurin the Presentation . 3

persuasive presentation, the presenter makes an attempt 10 sell an idea or
product 10 the perspective customer—internal as well as external—or clien

Table : Stages in Content Deve

.. Decide upon a topic, such as Presentation Skills,

b. Prepare a thesis, that is, a statement that sums up the objective of
the presentation. Any topic would have many facets. All of them
naturally cannot be covered. At this point, if you can zero down on
the objective, the logic will automatically flow. RS
Thesis: Essentials of a Good Presentation.

¢. Write points, as they come (o your mind, on separate cue cards.
For cxample, the presentation can cover the following points:
i. Voice Modulation
ii, Visuals
jii. Information Gathering
iv. Pitch
v. Font Size
vi. Body Language -
vii, Font Style 5y

d. Spread the cue cards on the table and categorize them according.
to content, : e |
For example, the points in the presentafion can be cat
Planning and Platform Behaviour. .
The Planning category can include Information Gathering. The

Platforin Behaviour category can include Voice Modulation, Body

Language, and Visuals. You might include other points under th
categories, if you like. _

e. The remaining points on the cue cards that have no
categorized yet can be made subpoints.
For example, Font Size and Style can be subpoints. I

and Pitch can be a subpoint under Voice M

(i) Content development for informativ

Riddhi Vijay
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report is being presented, in all probability, the presenter will begin
administration and then move on 10 finance, HR, Hﬂw@aum. elc. A

ordering will be followed when description of g building, a Emnrmﬂw or
is being made to the team. The description will follow a patterning
you begin from one side or direction, sdy, top floor of the library, co
the description and then move (0 the middle and finally ground.

72

Table : Content Development for Informative Presentation

Title : New Model of a Computer
General Purpose :To inform
Specific Purpose :To inform the official members about the new
Steps :
I. Introducing the system
II. Gaining attention
a, How does it work?
b. How is it better?
¢, Highlights
[Il.*Special features
a. Ease of usage
b. . Time-frame
_ IV. Summary of the information

(ii) Content development for persuasive presentation—A pers
presentation is need-based. Begin with the question: ‘Why should or
the audience listen to my presentation?’ Search for the answer. It
as simple as
‘Because they need the product or the services', or as complex as

may (probability) need the concept or the idea at a future stage.'
The former situation is e¢asy to tackle as it is based in the here
now. The second situation is tricky as you are unaware of the future
of the audience, the market situation. You are making a sales pit:
present so that it may reap its benefits in the future. For instance, a
may be planning a new facial cream in a couple of years and may be pl
a merger with a FMCG. Your company is into manufacture of
Recently the R&D department has developed a chemical that en
pigmentation. Many other companies are also in the process of
development. You would like to announce that you aré the pion
product and all contracts at this stage will prove beneficial to both ps
You have inside information that the organization you are targef

okout for vendors. Making a sales pitch at th
ould both publicize the product and hel;

as il w

Table : Content Development for Persuasive |

Title : Selling a Machine '

General Purpose :To persuade
gpecific Purpose :To persuade the client to buy the machine
Steps ; - b Y
[. Introducing oneself e i
i1. Introducing the product :
[11. Gaining attention - :

a. Benefits to the customer

b. Work efficiency of the machine

c. How is it better? .. S
V. Highlighting special features
V. Cost value §

a. How cheap is the machine?

b. Comparative value
V1. Warranty : :
VII. Arriving at an agreement with the customer :

THE CLOSING SECTION
“The objective um_.m mm 10 Emwm an _Evnmwu?m n_mmE L 55 nunﬁﬂ

based on your objective. If it is an informative .umm.mmwmm‘ ]
no choice w.: to reiterate the points that E:a been no

anote of call mcn mnaou. i.En:E__m_. be the amma.
emphatic, reiterating the points that were
presentation.
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A presentation has a
: : e of opening statement .
O Rerumio 2 Emﬂza.nzé which is stated by most presenters
2 you may decide 1o com

In the closing sequernce sl
¢ note on which the presentation w

a ﬁgcmm Or 4n
cg:_wﬁ_m .mﬁ.nﬂﬂbﬁ.ﬁc.

ircle and end on the same. bt
Mw. a strategy, this method of closing 18 ¢ffective as it reitera
n.caucm... or objective of the presentation.

mun_.:nhm.. ose is [0 provide informati

If the presentation’s objective or purp
new software installation procedure,
“We come to aclo

the presenter can close w
se of our presentation, inw

following statement: _ ,. .
tried to explain the basic procedures involved in installatio

50| rware.’ ! )
: allenge is a device frequentl

e—Motivation garbed asa ch J o
by team leaders. If @ difficult request is made, in all probability em

start with resistance. However, i[ the request is posed as a chall
are motivated to accept the challenge and perform to the best

abilities. i

Example : ..
Suppose you are a senior product manager presenting informa

the challenges faced by the company due [0 increasing sale
competition and the actions that nust be taken. You can ciose.
presentation on the following note: ‘We have taken a look at the chall
we face, we need to put in extra time, effort, and energy to com

same. Can we, as a team, rise to the occasion and enhant
x

performance?’

If you notice in this particul

closing sequence: challenge,
(iii) Call for action/motivation—A presen

the audience members can use motivat

(ii) Challeng

ar instance, three strategies merge
motivation, and appeal for action.
ter who is at a higher lev

from just logical or rational thinking to a feeling of owner

approach is especially useful when the presenter is making del

the audience.

The audience has to be persuaded into taking up something
ordinary, going one step beyond what is required of them. If th
or tangible benefits of such an initiative are low, then the f
emotional and moral responsibility has to be stirred so that the
goals become their goals. :

Creating a sense of ownership and pride in their work € ik

ability to take on more work and yields better results,

m_\_ﬁ% Presentation 75

[Fxa _-.-___nuuh 1
Vou are heading the team of technical staff in the production department.

you have described the reasons for changing the existing system
provided the detalls. However, to bring nwoaﬂ this change, yous team
members must make more contributions without additional compersation.
currently you are not aware of the resources that will be provided to you
by the organization. In the closing, you will make an attempt E%
(he audience and make a call for action. *We need ro put Emﬂﬁ% I
i our department and the growth of the department is our growth. Let us
all put on our thinking hats and decide on the best possible B«ﬁs for
implementing the change. We will meet in a couple of days and decide on
the most suitable strategy.’
(iv] Revision of main points—In the closing section, the presenier
summarizes the main points for the audience. .
The main reason behind the summary or recapitulation is that while the
presenter is familiar with the content of the presentation, the audience is
not, Hence, what may seem logical and easy to understand for the p
may not be as simple for the members of the audience. .
Also, attention span of most human beings is quite low and there are
very good chances that you would have ‘lost' the members of EE audience
at some point or the other during the presentation. mﬁnﬂmﬂﬂggm the
audience members fill the gaps that they may have missed out because of

their inattentiveness.

Table : Structuring a Presentation—Informative and Persuasive

Informative Persuasive
Planning e Collate allinformationand e Collate %Eﬂﬂnﬂﬁg
gather information about gather information agﬁ
the audience. the audience.
e Prepare the agenda. e Select the Unique Sellin,
Proposition.
Presentation e Give statistical informa- 1the
The Opening tion (should be crisp!)

e«
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e Start with open quegy
(You've gol the
participate, but they
take the floor from

e Start witha story/s
description..., e.g., ‘Re
meofastory... or‘On
a time..." or ‘In
newspaper...’ or '
remember two years h

@ Give the agenda.

Proceed by :
The Middle  Proceed by : e Indicating under
e Topical development of the audience, rg
e Chronological order their emotions, an:

reason and logic.

The Closing @ Restate the main points e Reiterate app
emotions and needs

e Summarize the entire @® Challenge
presentation e Motivate

FEATURES OF AN IDEAL PRESENTATION STRUCTURE

An ideal presentation structure includes following elements :
1. A welcoming and informative introduction—The introductio
point at which the presenter explains the content and purpose
presentation. This is a vitally important part of your talk as
need to gain the audience’s interest and confidence. Key elemel
effective introduction include:
e a positive start: “Good afternoon, my name Is Adam and
e a statement of what will be discussed: “I am going to explo
e a statement of the treatment to be applied to the to]
compare, contrast, evaluate, describe): “T will be compa
main principles of...";
e a statement of the outcomes of the presentation: “I hope
provide us with ...", e
e a statement of what the audience will need to do (e.g. wher
ask questions or whether or not they will need to tak not
pass round a handout that summarises ny presentation beft
questions at the end.” :

grructuring the Presentation .
77

you should aim to deliver your introd onfidently ;
qudience is quiet before you start uvnmﬁnuhﬁnnqsuﬂannﬁ_i Rtk the
enthusiasm for your topic. cngy ad
, Main points in a logical sequence—The main points are the backbe

of your talk. They play an important role HMMBN wh- ﬂgn — .

and sequence your information. When planning your ﬂﬂﬁﬂ?ﬂl

should put aside your research notes and produce a Eﬂ__ﬂ summary -

the main points that you would like to make, Gﬂqa&n each in 2 i

words or a short sentence. Ask yourself: “What am 1 really .EWF”M»

what should they be learning here?”. Your answers to these questions

will help you communicate clear and effective messages BEE

After you have identified your main points, you should embellish them
with supporting information. For example, add dlarity to your argument
through the use of diagrams, illustrate a link between theory and practice,
or substantiate your claims with appropriate data. Use the supporting
information to add colour and interest to your talk, but avoid nn-n.nﬁ.@
from the clarity of your main points by overburdening them with too much
detail. |
3. Transitions—Transitions are the signposts that help the audience

navigate their way through your presentation. They can help divide

information up into sub-sections, link different aspects of EE.BF and

show progression through your topic. Importantly, ﬂmum-ngm E.m! the

audience’s attention to the process of the presentation as well as its

content. Examples include: e

e ‘[ will begin by discussing ...";

e “Now that we have explored the ... I would like to move onto ..

e “In contrast to my earlier statements concerning .. o _

e “Moving away from a focus on ... "'; _

Transitions can also be made without speaking. Non-verbal tran:

a

include pausing, changing a slide or other visual aid, moving
area of the room before resuming speaking, or making
different group in the audience.

4. A Lucid and Purposeful Conclusion— he

though frequently underdeveloped sectiol

stage at which you can )
offer an overview of
Important (<
e arevie

Riddhi Vijay

17



78

e a statement of the conclusions or wnno._ﬁamn%ao:w to be drawn
from your work: “ hope to have been able to show that the effect
of it

® an E.Eamzcu of the next stages (what might be done to take n.ﬂ_w
work further?): “This nnB, of course highlight the need for ?Ermw

research in the area of.." _
e an instruction as to s&..: happens next (questions, discussion or

group s.owrd “I would now like to give you the opportunity to Dan

questions ...
e a thank you 8 the audience for their attention and uﬁsnﬁmnau.

“That’s all [ have time for. Thank you very much for listening." £
As with your introduction, you should try to address the audience HE.mnE‘
during your conclusion, consolidating the impression of a confident muh

useful presentation.

STRATEGIES THAT ENHANCE PRESENTATION
OR ; ﬁ
PRESENTATION BOOSTERS 4

By now, you have done your rehearsals and are confident that mun ¢
presentation will be a value add for the members of the audience.
Unfortunately, when facing the audience you realize that the audience
getting restless or bored. You have probably not been able to get them
reach the same level of enrhusiasm as you experienced, or your assessmel
of their needs is at fault. There appears a mismatch between the expectations
of the audience and the presentation. One of the many reasons can be the
time or ‘when’ the presentation is made. For example, your presentation
comes at the end of the day and the audience is tired and restless.
Additionally, it may happen that there are other high priority issues on .._...._a_“_.
mind of the audience members at the time of the presentation.
To ensure concentration and attention of the audience and nm&k_
boredom, use the following presentation boosters:
Make the presentation interactive
Make use of pronouns/names
Narrate an incident
Use examples
. Provide statistics
Use visual imagery
1. Make the Presentation Interactive—Statistics prove that the best method
- on assuring retention of the presentation, in the minds on the audienc J

IR S

\\\n-\nn\m\:s Presentation 79

is to get them involved, The higher the involvement, the greater the recail
Make the presentation interactive and participative. Throw questions a1
the audience, get them to respond, wait till you elicit their response or
interest. You can also ask for opinions on the points being raised The
key to success lies in making the audience feel that their opinion is of
utmost importance to you. No sooner do you sense that there is a group
which has either tuned off or is getting restless, make an endeavour 1o
address your points or questions directly at them. Open-ended questions
can be raised. Definitely some extra time will be spent in the application
of this strategy and you may have to reduce the content to be ahle to
meet the time-line. In this situation, a choice will have 1o be made between
presentation of dense content and presentation (o an aler? group. Most
presenters would like to go in for the second option.

Example :

In a presentation by a visiting faculty to the studenis of an operations
research class the teacher can ask the students, ‘What are your
expectations from this session? What is your objective ih attending this
session?’

Make use of Pronouns/Names—In & presentation situation, the presenter
is an alien by virtue of the role assigned. All members in the audience
are closely knit by virtue of the purpose for their presence or being
members of the same team or department or organization. It is the duty
of the presenter to bond with the audience members. The sooner it is
done the easier it is to proceed and gain acceptance. When you as the
presenter arrive at the venue, and are unfamiliar with the audience
members, make an effort to find out the names of the m_.cau Enﬁ_unﬂ.
Addressing them by their first name in the course of the pr
helps in bonding. In almost umu_.mmmu»m:ou scenarios there are nﬁwﬁﬁm
in front of the members. In the initial phase concentrate on a few names,
and memorize those names. These names should be of people sitting
across the room and not in one corner. You can pick up oﬂﬂg En
left, one from the right and one from the centre. The purpose of selec
these names across the room is that it gives the group a feeling 92 ma:
are concentrating on all and not just one section of the group. While
raising questions or discussing use these names. You will realize that in
the first five minutes of your presentation you have been able to learn/
memorize three to four names. Repeat the strategy, Sunﬁ.ﬁnnwg
other names. The effort will not go unnoticed.

> ..” i
R |

tion
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Additionally use of pronouns, like 'you' and 'we' also help in bong can be prepared and you can, in .rnnﬂlll';!'
with the audience members. They feel that the presenter is one of they .
group members, hence the acceptance is easier. You become one With the
audience when the pronoun ‘we’ is used. *You' addresses the audience
and belps in soliciting their artention. However excessive use is tobe
a5 it can have a negative impact on the audience.
3. Narrate an Incident—Always keep a few stories/anecdotes/in, dente
handy while making a presentation. Narrating an incident in the m .u_a
of the presentation is a powerful technique. Judging the 2PPTopriatenese
of the incident is important. If you can narrate an incident with
the audience is familiar or can relate to, the attention will be higher
usyal. For instance, a column of the newspapers on 20 September
the following news item: ‘the discovery of chemical “"Mauve”, by co
X after repeated trials has proved successful in curing cancer.
peopie have responded favourably to the chemical.’ Store this info
n your memory. If you have tomake a presentation to the teamm
o 3 new project to be undertaken and you need to motivate them,
about this chemical and how after repeated trials, it became suce
If the audience can relate to the incident, chances of success are
4. Use Bamples—Examples bring tolife the concepts presented, A
complaint for the failure of many presentations is that the mem
the audience are not able to relate to the ideas that are being disc :
Use examples from real life and those that are close to the aud

the presentation.
directly The advantage of giving a few numbers on the Screes and many in the
ot handout is that in the former case the audience does nor 1 confused with

= numbers and the attempt 10 memorize them or mentally work them ou =

6. Use Visual Imagery—Visual imagery has the power 10 stimuiate the
senses and capture the attention of the audience. The choice of wards
should be such that the audience begins to feel. see or hear. Abstract or
concrete nouns make the text dense and heavy and occasionally make
the presentation sound pedantic. Visual imagery makes the presentation
alive and appealing. If through use of visual imagery, You can stimulate
the senses of the audience, then they are sure to remember the point
being made.

Prepare the presentation boosters in advance and use them as and when
the need arises.

CHECK LIST FOR STRUCTURING THE PRESENTATION

you are making a presentation on leaders, use examples like Gandhi, Do’s Uﬂu.w e
Vivekanand, Subhash Chandra Bose, Krishna and Arjuna. If you egin l. Sequence and structure the 1. Leave the pres
discussing leaders like Napolean and Hitler, it may be difficult for th presentation
audience 10 relate. 3 2. Build credibility in the eyes of the
One of the advantages of using examples is that the audience is able tg audience
remember and recall points when explained with the help of examples. It 3. Assess the capability of the
difficult for the audience to remember all the points made during audience
presentation. However, it is easy to remember the examples, At a later 4. Be clear in your thought
if can place the examples in the right perspective, it will be ez processes
..RMMEQ the points by association. . _...‘_ . 5. Develop the content based onthe 5. R T
5. Provide Statistics—Numbers/statistics can be provided either in ¢ capability of ._un audience e s
opening or in the middle of the presentation. In the naauoaan._.mw_._"‘ 6. Use facts nbaowahuﬂ o aphme. 9 how kuowled fgaes merely 1
much hinges on the accurate use of numbers. Only those zuaunnl_,._._._._. the ““Lrnlﬂ 5 . .nnE_ER. e seork
be provided which would hold the attention. Excessive use can cad (6 7. Bec e i nﬁ%&.ﬂ_., .
an information overload. It 15 difficult to remember all numbers. If ¥% toplc ahd Sue Conver

decide to display numbers, slides are not an appropriate device, Hand
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8. Provide the agenda at the 8. Begin a vnmmnbﬂ_nom.wj
inni the presentation (o giving proper thought tq

o e structure 3

keep the audience focused
9. Make declarations as a different
strategy to open a presentation
10. Hook the audience to the
presentation by the use of
anecdote narration or scenario i

description : .
11. Use appropriate humour/jokes 11.Use humour/jokes which
appeal to you

1o enliven the atmosphere _
12. Work extensively on the opening  12. Leave the opening and clos
a presentation unstru

and the closing e
13. Structure the middle keeping the 13, Prepare the content g
presentation without being s

objective in mind ir
of the needs of the audience

14. Be insensitive 1o audien

demands in the course g

9. Make the presentation ¢
boring and monotonous

10. Leave the interest factor
presentation unaftended

14. Adopt a variety of strategies (o
keep the interest of the audience

high presentation
QUESTIONS
1. What do you mean by structuring? Describe the feature of an ideal prese
structure.

2. Define structuring the material. How would you structure the ma

presentation?
3. How would you structure a presentation?
4. Describe briefly the parts of a presentation. _
5. State the technigues for structuring a opening section of a presentation.
6. How would you structure the closing section of a presentation? o
7. Explain the main body of presentation. How the contents are nnen_aumn
middle section of a presentation. -
8. Describe the structuring of an informative and persuasive
9. Write a note on an ideal structure of a presentation.
10. Write short notes on the following :
(1) Srtructuring the beginning section of a presentation.

(i) Structuring the material.
(1) Structuring the end section of a presentation.

CHAPTER TEN e
Presentation Notes m:._ U
Session Plans 2

“Ask yourself, "If I had only sixty seconds on the stage, iﬁntﬂ_ﬁ 1

absolutely have to say to get my message mﬁam..... _

INTRODUCTION

We will, in this chapter, describe about the meaning of uummﬁnwugunﬁm
and session plans, look at the reasons for having themn and describe wh:
they should include. Presentation notes and session plans. Bdhmmnnum— oa

for the presenter. These serve as a guide to the presenter ...n ﬂﬂg? &n_

correct sequence and ensure that all relevant material is cc
U—.mwmbsduﬂ.
MEANING OF PRESENTATION NOTES

First of all, it must be n_nm_.mq g@nn&onn num__ u-.
plans, session notes, Hnmaou. u
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This format is appropriate in most situations. Writing notes on g
paper is not recommendable, however, using the notes field on pe
can be effective.

HOW TO USE PRESENTATION NOTES

When using notes you should—
1. Never write in full sentences. Simply write key phrases or heay
point of notes is to push your memory.
2. Make sure your notes are easy toread, which means writing larg,
3. Give a number to each card. Because if cards are droppeg
presentation, the order can quickly be re-established. ]

4. Use lined or unlined note cards rather than lined paper, Becay
brings attention to the shaking hands during presentation i
f nervous.
5. Avoid reading the notes word-for-word, as if reading from
However, reading the word-for-word can be done if you are pr
legal or regulatory material. _

SHOULD WE USE NOTES IN PRESENTATION?

It is okay to use notes. But it is an important question of ho
them. We should use notes in the following manner. :
1. There are exceptions, but for the most part we should not re

word-for-word. This will give impression that we are not sur

material or audience will raise questions about our expert stal
2. We should use key words only or key sentences or even grap
some combination of those.
3. We should not try to make a secret of using notes.

SHOULD WE MEMORIZE THE PRESENTATION?

Should we memorize our presentation as a way of not using
answer to this is an emphatic “NO".
Memorizing a presentation is simply not an option for the vas
For most people, it is a sure recipe for disaster. For one thing, iti
impossible to remember everything, which all but guarantees |
come up blank at some point. That will leave you standing there,
lifeline. What is more, even if you can memorize an entire pre:
and that is a big if — your delivery is likely to come off as stilted
lacking in conviction and emotion, two other important ingr
successful presentation.

_.Hu.m.u..@.l_mw: Notes and Session Plans -
[nstead, you should work to Internalize your Presentation. =

the ideas behind the words, As part of your preparation, ¢ focusing ely

{amiliar with every part of your presentation. Practice al : g§§8n

comfort able delivering your presentation without the use of notes, Reh

as many limes as you need to. That will dearly reduce your need for notes in

the first place.

MEANING OF SESSION PLAN

——

A session plan may be defined as a set of presentation notes in logical
order for the presenter to follow to ensure that the objectives set for the
presentation are achieved. A session plan includes other relevant information
(other than notes) such as the presentation aids required references and
identified problem areas. A separate session plan should be used for each
sessinn, because each has its own objectives and therefore requires separate
planmng. Session plans (presentation plans) are useful tools for speakers in
any field.

A well-designed set of notes may be used for legal
arises.

WHY USE SESSION PLAN?

if situation

A session plan shows us a starting point, a finishing point and all the

stages we need to pass during the session of the presentation. Session pian
is required on account of the following : e
1. A session plan ensures that the presenter is heading towards the air
or objectives of the presentation. TV
2. The session plan also enables the presenter to check in advance that the
sequencing of presentation is correct, the content is relevant and the
presentation method is suitable. Ly
4. The session plan is also a check list of the resources required .
presentation. e
4. A session plan, aswell as giving the presente
to be covered in m.ﬂ_.nmnuiﬂouwnn ts
the presenter to indicate the
5. A session plan also allows |
presentation effectiv
A well-design
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HOW TO CREATE SESSION PLAN?

A session plan should, ideally, have the __c=o§=m columns:
1. Timing—This column of timing indicates the running time of the ¢
It allows the presenter to pace activities throughout the seg

mE.mrcuEum. : _
2. Content—This column includes the list of all the things that hay

covered during the session. Generally key words are all that are
das memory joggers. L
3. Presentation Technique—This column indicates whether the papy
section of the session is to be of a lecture type show and tell, or n
participant discovery. This is generally used only for trajnj
presentations. .

4. Audience Activity—The audience activity is a new concept for i
situations. If the presenter lists the types of things th=* the parg
will be doing during the session (listening, looking, practicing,
becomes possible to build in variety in advance.

5. Presentation Aids—The presentation aids required is the col
the presenter to note when presentation aids are required. [t wu

good idea to have all of your aids numbered so that, if they get
up, you can put them hack into sequence.
6. Method of presentation—technique to be adopted for presentatig
7. Content of the presentation—a specific list of contents should be ¢
out by the presenter based on the need analysis. _
8. New Terms—must be prepared clearly defined.
9. Key questions to be asked—lists the key questions that may be
by the audience during the presentation.
10. Resources required during the presentation—must be decid
advance, :
11. Timing for the presentation—total liming i.e. from starting p
finishing point. |
When creating a session plan, consider the subject matter and |
those things that the participants “must know", “should know" and
know", In other words, subject matter must be decided after need an;
of the audience at the time of structuring a session plan. For an efl
presentation, following points must be considered while deciding the st
matter of presentation: : h
1. The "must know” items—These are the items that the participant
know in order to perform the task or duty required.

_u..mmaunm:ou Zc.mmusnwmmmmaaﬂ_wam
—— :
9, The “should know” items—The “should Kknow” items e :
that may be needed if the participant is to gain 4 clear understandin,  of
the essential information, T

The “could know" items—These are the items that may be desirable for
clear understanding but are not essential. g I SR
The trainer or presenter must keep in mind the participant's

_uﬁoﬂﬂhm.
FORMAT OF SESSION PLAN

There is not best format or style that may be used for a session or
presentation plan. The best one for any presenter 10 use is one that is easily
understood and which can be used effectively in the typical .m_mn.zum.. Once
presentation plan has been drafted, the best way to be sure you can improve
it is tv actually use it

What should the presentation plan look like after the Ew&,nmmnunﬂ. has
been carried out and the information sorted? .

The sample presentation or session plan shown below may be used by
any presenter who has some knowledge of computer. It may be used until
you choose to devise your own. . i

—

SAMPLE SESSION PLAN ;
Title ;' How to use computer
Written by : Author's Name
Date of written s s . S :
Objectives : At the end of this session the participants
will be able to : .
1. State one reason for using the computer
2. Demonstrate the correct use of computer.
3. State when the computer is used.
Presentation time : 15 minutes
Number of participants : 6-10 il
Entry level : New employees el
Aids equipments : 1. Sample computer
: 2. White board and
Potential faults n
Method
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88
r should mo

O \ presente
At the conclusion of the presentation. th¢ PE |
session notes if required. : : : vised ora
1t is very important that presentation plans muslul;zrl' an‘()is Tl:1:
by the presenter if they are going to be used on & rcg o wimli ch -
be done as soon as the prescntér is aware of neec A
technology occur which affect the specific presentation.

the presentation?
How prescentation notes
presenter?

3. What do you mean k
essential?

S
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CHAPTER ELEVEN

Methods of
Presentation

“It takes one hour of preparation for each mir

INTRODUCTION

Every presenter must realize that if
used all the time, it may lose its effecti
learning. For example, a presenter who use
might find that it is sometimes inapprop
Similarly, as presenter who uses games a
success with that method.

The objective here is to define differ
briefly anddmlbe when or where

3
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Methods of —u—.nwmﬂgﬁa
10. Games e
11. Questioning
12. The Lecture
13. The demonstration
14. Videos/Films
15. Student Practice

16. Student Reading

The above listed methods of presentation has been discussed ag Under.

—

FISHBOWL

i ﬂu H.Wwwros.u is a Emﬁron. of presentation that can be used fo
s Eonmm Or as a monitor to the effectiveness of group di

i at a mﬁmﬁdcﬁ.um a description of particular type of exercise.
nﬁn—mwlmmuICbnﬁ EE. method, participants need to be seated in twg
R m”:_m:_ Inner circle and a large circle around it. The presente
&mopmﬂﬂ selects an Hﬂwoﬂqm.a or controversial topic and formulates severg
e Ebm_.n.u_.cgﬁum questions. These questions are given to one personip
ot nc,n.rm. It is the responsibility of those in inner circle to keep

Scussion going on the set topic.

In the outer circle, a number of observers are appointed to note things
such as who is doing all of the talking, who is interrupting etc. The group
members should be shuffled around so that all have at least one turn in the
inper circle as a participant and a turn in the outer circle as an observer,

The draw back of this method is that this is a fairly complicated method
and it would be advisable for new presenters or trainers to avoid a fishbowl
until they feel comfortable with other simpler method of presentation.

|Il..r,.r
T analysig qf
scussion, e

ROLE-PLAYS

Under this method of presentation, the facilitator or the group s involved
in designing a simple script about a situation. Hence role-plays are situational
examples.

Process—Normally, the only items required for a role-play are .m.mqa_
or an idea and one or more participants. The situations in which participant®

are allowed to act are related to workplace. Let the participants do mostof

“ause this will give them the commitment to follow the B__w

”WM SMMW HWM ,M—.Mﬁﬁ nembers use their imagination for Enﬂwm:bm m%;ﬂﬂw“

lay. . .oﬂm.wue.o?mnm. Use different plays Gﬁﬂ&ﬁﬂnaﬁ- . .mﬁﬂm. i

geh ey, ideas if needed. Once the role-players have been _Emah. o

Mwa L has been played out, the rol¢ players, the rest of the B
he scenario has bt

_ tion 91

%@M Presenta

cmbers and the presenter carry out a critique of the role-play. They identify
uw& and best points include suggestions and suggests any other possibilities.
P The role-plays are normally followed by a group discussion, and time
must be allowed for this very important part of the session. This gives
everyone feedback on the process and highlights important points or issues
raised by the group.

GROUP DISCUSSION

———

Group discussions normally involve groups of five to twenty people
with common interests in the subject area. They are. conversational-style
discussions where all of the individual members have equal rights and access
{0 the subject. A group discussion must be under the control of a trained
facilitator or group leader. The group leader must remain impartial in
discussion but ensure that the group stays on the topic and that all
participants do, in fact, have equal input.

Group discussion covers many methods of discussion and we will look
at three of them briefly. 4
Structured discussion is a dis
set objectives. [tis us ter for
be covered to meet the objectiy
motivation comy 1 the f
the agenda,

between the participants to meet
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CONFERENCES o
Qups. The yjunbers = ; . I \zain th would
Conferences usually involve larger group may vap, workshops may involve groups of any size, but again the group
five to five thousand or more. The participants SonB.mE Tepresent gy § pave a COMMoN interest or a common background. A workshop is generally
departments or organisations, DUt mm—m,__w L OT Backy, _ conducted so that the participants ¢z :
f

by combining study and &..w n.—..-w..
is, the participants may influer

. peginning. In a workshop attendees are mmﬁn—.ﬂq Hw.nﬁmumn for a hands-on
By L {ype presentation.

R,

1 il i Clinics are meetings where a small group of people with common

T

gg%mﬁ&ﬁ%ﬁ:q&@«?&ﬁgwan@gﬁ&&mﬁsg
The activity of a conference is usually to look *E problems wiy
specified subject arca and endeavour to arrive at solutions to them by
end of the conference time. Some ncaaqwsnem are ,,.._Eu:. venues
participants to exchange ideas or information, or to find out abou

Brainstorming
technology in the industry that they represent. instruction that is

SEMINAR  J the participants ©
participant moti

analyse the problem and ffer solutions. n: ed to establish
procedures as they are | ) -
generally offer working

as and greater

Opic or problem

Seminars involve groups of any size, again from five to five thousi8 1, the group and ‘ma......,a.m.nnmuq problem

more, and are conducted for a group of people who have a nmas__uw_ o oot ny deasor

Seminars are normally led by an expert in a topic area. In ”E.. moh_w Em 2 | | Bt g

method, a problem may he defined and :.5: given to .#_lw e M% ; S . hos o i s e

rectify, under the supervision of the seminar _Bﬂnﬂ. Ennuﬁ.a%au L t ot matier
may also present relevant research findings so tha e

o o § 2 : : rt discussing each
discover the correct solutions based on those findings. i :

's the use of a group
are asked to develop as
of the group may all be
ET1S In a particular field.
-when people interact in a free
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ll-l-l-ll.l.ll.lll
and sEhEE Methods of ?anm.w..ﬁm._.._.a!a _ Methods of Presentation 95
one person e JHEEEE.@ they will generate creative ideas. Thay , |
This ESSMM:E.:@ an EE.: serves to stimulate the thinking of c__,wh. & | mv ® V .N
atmosphere onummm o»‘. ammm IS supposedly contagious and createg 13, m
to produce as ree discussion and spontaneous thinking. The cc._anzs,,uw _. um P
larger the EGHMM:N .wanmw as possible in keeping -with the belief thy :_” \ @ ) @ ,W Nm
Ol 1deas . =5 2= .

an acceptable o Ecnmnma. the greater the probability of 5»:.5.5@.__

Brainstorming se | A wide variety of interesting, competitive games can be used in training situations

ssions usually involve six to eigh ici | houl winner
to an hour. ﬂw aﬂn.ﬁoﬂw mwmmﬁoh H_“.M ﬂwﬂﬂuﬂmmﬁmﬁ.ﬁ __ If games are made to be competitive, they should not identify wi s
E.P_i and losers but should identify a variety of thoughts and ideas and show

anywhere from 50 tg

150 ideas. Typicall i i i .
but : e : - Typically, most ideas will he imprac _
2 ?.;.a will merit serious consideration. i i b ] how others may use them.
encoura - Brainstorming has given o :
e mEm, results in the field of advertising, in all branches of the Armgg 7 When games are used to develop or improve skills, they can be used at
C€s, and in various Central, State, and local agencies. : _ any stage during the course. Experienced trainers tend to keep their games
_

for use after breaks. If you find a lively game that gets everyone involved

SIMULATIONS and moving arouwd, it may be worth desij

Si . ——— g im
Imulations are sometimes used for Hma‘_us:aﬁ.mnxmammm.;@ﬂ. game can’be useg

not unlik = : ¥
€ role-plays but are more complex in their structure and require

more participant input. With simulations; the group has to act in a team | successful, shalg

ning your session .o that this

that contain hundreds of proven

M.Hc”m. m:nw. as a team of nOmeE.Em or a board of directors. With large groups
.m advisable to break them into smaller teams with different exercises,
This requires all of the team members to have an input into the exercise. A
The groups are normally placed in a situation where they must gel
together and solve problems or build empires. It is normally a very descriptive.
exercise and may run for a number of month. d
When the simulations have been completed, let the groups present their _.,
findings or results to all of the participants. Not only may someone pick up
some good ideas, but it is also a conclusion to the exercise. In some.
simulations a 1ot of team effort is used and this presentation period is the |
group's opportunity to show how successful they were. _
Simulations are also used for the individual trainee. Such exercises anp
to be complex and generally mﬁmﬁﬁm to set up. mMmeE of Emwwﬁ“o_ 8
= individual tramee may be fight simulators and Ariving SN

GAMES : iRl and any 1ic - given a title of modified

dots in the shortest time) or

! le (joining the _ 15 being
Games wﬂunww MH“ M__ a cB,,:_. on rupee profit first?). mmﬂmm are normal) sessived orint it
copplex (4 d usually relate directly to the task Invoive oup often, making sure
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answering the a““, _ﬂn trainees are participating. If people are having trouble o 'How can we apply this technique in (he workplace?' (pause) Fred?”
Question, prompt .ﬂ on, don't give them the answer. You can rephrase the This type of questioning Is probably the most effective for the new
aSSist them, m..b... give them clues or get someone else in the group tq presenter (o use.

Why do we yse (iif) Closed questions—Closed questions usually require & yes/no answer
trainer questions? There are many reasons for presenters and or a single word response. They are quick but do not gve much acauracy

ywiedge. If you use closed questions,

if the presenter wants to check kne
it's sometimes advisable to follow them with a ‘what, when. who, where

or how' question to check the participants’ knowledge further:
o Facilitator: 'Should we always use Sessi plans”

w.:mpbmazmma.mb
lons d 1 it H 5
the main reasons - presentation or training session. Following are

) To : :
G _,EM Out if there is a presentation or the training need.
find out entry level of participants.

(i) To fin ..
(iv) To ﬁmmnwchm%nﬂﬁﬂm. participant: ‘Yes'
2 -learning cilitator: ‘How?'
Mﬂg To create active learning. (iv) M”m&uu_nnomﬂauwlrﬁ&bn Tue ns may be used [0 get explicit
To gain feedback. ARTWerE Generally, a full desc of the siruation is given, followed
SN ¢ ; question can also include a

MMWH MM MM?m problems.

; eck understanding.

(ix) To use for revision.

(X)  To keep participant’s interest.

(d) To stimulare thought

cmb To redirect discussion.

EE To involve the participants.

(xiv) To check participants experience. 5
. The presenter, who do not use questions, he is missing a lot of
information and assistance from the audience,

Type of Questions—The types of question that can be asked may be
grouped in following categories :
(i) Direct Questions—Direct questions are those which are posed to a certain
person in the group. These questions are not ambiguous and are usually
designed to bring out the facts. Such questions may be used to check an
individual's understanding of the subject matter.
Overhead questions—Overhead questions are questions that we post
to the whole group, without directing the question at anyone in particular:
o ‘How can we apply this technique in the workplace?” (directed at the 3

whole group). ding. If no-oné.

Overhead questions are used to check mEEu Eaﬁmﬂﬂ _ﬂ. i “.__ ;
‘he group yolunteers an answer, you may have torephrase fhe questEs
in the gro ;
wer. : _

or give Glue 19 EMMMm change the question into a direct question E“._..
Ennﬂmmum SOMMUE o amawer it using die 'post. PALEGRHS PouRGSE
nominating SOmE . 3

technique: {

ow 3

(ii)
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The answers to open-ended questions may show that the pre _
trainer needs to jump in quickly to redirect the response tg h Stntey v
area of thinking. Sometimes open-ended questions can be yg e Tquirgq %
group discussion. ed to g
Effective Questions—An effective question should be des; _

ed .
following in mind : Esigned wiry the

‘(i) The question should be short.

(ii) It should have only one idea.
(iii) The question should be relevant to the topic.
(iv) It should create interest during the question and
: ; answ :
(v) The question should be in language that everyone can MMHMMM_%:&
ang,

(vi) It should require more than a guess to give an answer )

(vii) It should lay emphasis on key points.
(viii) The questions should be related to the previous knowledge
(iv) It should be a check of knowledge or understanding e
If you ask a question of the individual or the :
group, make s _
know what the correct answer is. s
When you get a response from a participant, it's a good idea to repea
the answer so that the rest of the group can hear the correct answer. Do not .
assume that because you heard the response everyone else did. Evenif they ._
did hear it, repetition provides overlearning,

When posing a question you must look around the group, not at anyone __

in particular. If you look at one person, it is an indication to everyone thal
the person you are looking at has been singled out to answer the question
When you get an incorrect reply, do not damage the person's self-respect
by saying ‘No'. ‘Wrong’, ‘Stupid’, or, my favourite, ‘Once again for the
dummies’. What you should do is acknowledge the reply and then Eﬁ_a
the person or the right answer by giving clues or suggestions. Alternativell;
you can pass the question to the group for discussion.
All questions should be designed before the session an
on your session plan so that they are not overlooked or forgo

d should be writtefl
tren. ThisWl!

3 i tes. _

also assist anyone else who uses your session no : nrdle

We often use questions to find outif the participant or qwhnmmn“mm%m e
the new material to previously known materials. Never ts

: o (he

punishment. »in that you acknowledsC o)

make cert EYaheny E&%a&

when you get answers, TN
participant, If you neglect to do this, the participants may

attention,

Methods of Presentation
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Questions may be designed to involve the quie
ght, self-confidence is

have some easy questions planned. By getting these ri
puilt and this leads to greater participation.

If a question is asked you by a participant, try to get the group [0 answer
it. This keeps them on their toes and thinking, If the group can’t answer the
question, Ty to revise it so that it can be answered by someone in the group.
Give them clues or prompt them in the right direction. Make every effort to
ot the answer from the group, Rather than :.E the individual or group, ask

g
them.
THE LECTURE
The lecture is often referred to as talking to or talking at the group; it is
simply addressing an audience. To the effective, lecturers need to be on top

of things at all times and to be interesting or amusing to the audience. They
also need to use an appropriate number of analogies, the correct level of
language for the audience and a logical sequence of ideas in rhe presentation.
Many institutions in our education system still use the lecture, but with this
method the students cannot contributg to the learning experience. However,
one significant advantage of the lecture is that the presentation time can be
judged to the minute. e . I
For a lecture to |

=
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Am
you m_:.wmu& ﬁ”mzr_m”mm o ,ﬂ...u..n.nﬁ:...ﬂ when using demonstrations are that
Progress Euc:mfabm Evr. into bite-size pieces so that the student can
When demonstrar -goals rather than trying to achieve everyrhing at once,
' See the mnﬂcswqw.m%d: must ensure .E:. all members of the group can
eQuipment js j n, .: is also a good idea to check that all of your
. working order before the demonstration (to save

embarrassm
ent). Abov EFTR 3 ;
to practise the skill ove all, make sure that there is ample time for students

VIDEOS AND FILMS

Videos or
films may generally he used as support for the presenter but

should not b
e s
difficulr ¢ used as the sole method of instruction. If trainees hav
ties with the material or ha St ;
Someore 16 talk 1o, ve questions to be answered, they need
Videos and fi
B Ehpm.ﬁ.m usually used to reinforce the main points of the
Pl presentation. It may be desirable to use a video or film
ﬁwmmauwmmcu. mﬂm change of pace. If videos or films are used to support the
mﬂmmm e M. they H.Eﬂ be introduced to the group and the group be made
. NEQS. at HM _”_cw for. At the conclusion, the presenter must review rhe
material covered and clarify any points that

e D Yy p s that may not have been
. .‘H.Umn presenter must preview any video or film before it is used. Check
that it is relevant, covers the points required and make sure that it is not
out of date. ;

; A presentation should not be designed around the film content—the
film should fit into the previously designed session. The film ‘should
complement the session. _

]

STUDENT PRACTICE

Student practice should be allowed for after every method of instruction.
It i m_.ﬁcwmzm.mw to teach someone a new m_&._ E._”a nol nuﬂﬁm_mn them to use
and perfect it. IL1s the presenter's and trainer’s responsibility to encourage
Ciees o apply the skill. Under msuﬁusmﬁ_ practice chm.n_ﬂm tind .9.:
whether they can use the new skill offoctively or not. The trainer also finds

rs ~ached the final objective of the student being
o E:nﬁem_. WM M..M mmﬂw oy ntrolled #tmosphere of the training
able to perior : ainin

1 when out of the co
roonl. ! B
student practice 0 ]
_aEuﬂ} #.HMHM_nM&MMmmm Thisis the most effective for
the most importat -

the-job is where we finally observe
m of practice and ultimately

dy
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ll.l_l.lll|

4 eTCOUr 3g€
positive feedback 1o students from this exercise is also likely 10
{hem to want to know more and may encourage them 10 undertake further
{nstruction in the area. They learn the effectiveness of training.

STUDENT READING

student reading can be used effectively or it may be a total waste m
everyone's time and effort. Student reading before nnnﬁ._ﬂnngni )
. nd er, i ar
extremely relevant to group discussions a
one or two participants who for some reason do not mo n-uunn | it
that they do not know what is happening if nnﬁi il the. :
Alternatively, the group may have (o ma ne

=

m——

may mean
decides to carry Om.
the trainer brings these people up 1o date with a quick A

students must be given an incentive to spend
cours ~ material. The presenter could perhaps tell
quiz for them to do. Also, they should know U
required reading they will be wasting not or 1
the group as well. A recent idea is to givi
have structured exercises for them to
such exercises could be a series of
that the participant must fill in.
many other forms of assignment
while reading.
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. ~eSentatio
tennis balls out at different speeds and angles, Would not yoy 4
this is a simulation? Would not you also agree that using this servin BIee thy,
is easier to organise than trying to get a group of tennis E..E...uw MﬂmnEE.
trainee to practice with? I'sing this type of equipment would e or youy
greater variation of ‘players’ anyway. allow for ,
After the training session using the machine, we would have

period which would give suggestions to improve bad returns :u,ﬂmwnnwzﬁ
encounters a large number of bad returns, they would not nou.zuzaw H”.E_%m
Sly loge

the game using this type of simulation. Imagine how hard it 7
want to try to improve yourself if you kept on losing ‘real’ qunm.“__n be tg
; 5.

A ROLE-PLAY

If we were training welfare workers, would not i i
we would want them to counsel someone as part MM H_MM mww:wwmw M:w_n ey
we would. Would not it also be fair 10 assume that we nm_.wnb;m._ws t i
onto the street to find volunteers? Right again. This is where .wmw% JE
comes in. We would probably describe a scenario to the group and Em%m“m
a couple of the participants to come forward and act it out. After they had
completed that task, and we had discussed the erfects, we could then break
the group into smaller groups and get all of them to role-play other similar
situations. The concluding discussion should involve ideas for improvements,

based on the role-playing experience.

QUESTIONS

1. Define group methods of presentation i.e., group discussion, conference, seminar,
workshop and clinics.

2. What are the different methods of presentation? Explain five of them.

What do you mean by question in the presentation? Is questioning essential?

4. Write a short notes on the following :

(i) Fishbowl

(ii) Brainstorming
(iii) Role-plays
(iv) Games

(v) Simulations
(vi) Questioning
Describe group methods of pr
that can be made during the pre
G. UnmEn guestion-answer technique

e LA . . ration. ;
that can be asked during the presen frective questions?

7. Whatis questioning? How would you design ¢

L

esentation. Also discuss the types of di

sentation.
of presentation. Exp

scussion

Jain the types of question®

CHAPTER TWELVE

m——

Delivering a
Presentation

“A theme is a memory aid, it helps you through the presentation just as
it also provides the thread of continuity for your audience.”
—Dave Carey

INTRODUCTION

How many times have you stood in front of the
‘This is MY time. I will make it and make it big this tir
will happen if I make a langhing stock of n
almost everyone faces a similar ap
be it to a small or a large group. If the

four or five people, proble;
encountering a group of say
the group is 20 or 25

nt of ya

of research an
and the text g
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: i b
what you do with the techniques of delivering a presentation. The cgp,..
in itself is so rich and audience-centric, that it overshadows a) oxﬁ‘

essentials. thep

In other situations, # may happen that the presenter is wn__ powerful
the delivery, that the content takes a back seat. The audience is inspiry ul i =
the walk and the talk and is willing to forfeit concentration on the Sx&g “
this again is a rare phenomenon and does not happen all the time L By 1

There may be a third situation in which the presenter is mEa. to
totally with the audience right from the start. This may be because of ﬁe.voﬂ.p .
contacts, initial interaction, responses 1o queries or status of the pres song]
The audience is willing to forgive and forget errors, if any, in the ScwEﬁ.._ !
the presentation. The presenter is in complete sway over the mHoaaM M

the audience.

ASPECTS OF DELIVERING PRESENTATION
OR
HOW TO DELIVER A PRESENTATION

1. Recheck the Content and Objective of presentation—The objective here
is to determine criterion for sequential arrangement of the materid.
After the material/content has been planned and structured but before:
the delivery, check the objectives of the presentation once moreto enswe.
that all criteria for this event are successfully met and the interest of the
audience can be sustained. The objective of presentation can be:

(i) To inform

(ii) To Persuade

(iii) To Motivate

(iv) To sell
(v) To Teach i
(vi) To Train 3 i
Let us assume that you are working in the ﬂmw%wﬂ” WM_“ 2o

i and have prepared a prese
Uzﬁ.ﬂmnmﬁunﬁ company P dadler

: 2 roduct is to be launche
Megapix’, to cure AIDS. The prodt pelnma e s

a month. Let us sce how with a nw_mumn. in th |
presentation and the manner of E.mmn.naum will also anbw%EE_._aﬁa
( () " To Inform—AS 2 manager in the no._.ucﬁ s - 'y

~ department, you may be asked to do an :Rcw..uﬁm s
m&m Em&m Hmv__.nwmbamne.nm on the u.mme drug. B unbmm_ﬂm
H.unnm_nnn _Hw.m composition of ‘Megapix', the po )

effects, if any.

105

Un_?mmmm. a Presentation

(ii) To Persuade—As the manager, marketing, you may be askedtodoa
ﬂm..mnmm?n presentation to probably distributors, retailers and sales
representatives. You will begin by talking of the benefits of "Megapix’,
its comparison with other similar drugs in the market and the long-
term benefits associated with the company.

(ili) To Motivate—As the team leader, R&D department, you may be asked
to motivate the marketing division people to promote the drug,
“Megapix'., on which they have little confidence. You can begin the
presentation by a discussion of the merits of ‘Megapix’, how proper
sales can boost the market share of the company, how proper
promotion can help the company create a place for itself in the
domestic and international market.

(iv) To Sell—As a medical sales representative, you may be asked to
convince the doctors to prescribe the medicine to the patients. In a
face-to-face presentation, you may begin your talk by showing the
product and the literature and substantiating it by provi e
additional information on the merits of the drug and the pre
through which the authenticity of the drug imm nnmnmw. E
laboratory. . : 7

(v) To Teach—As the head of the R&D department, you have been
by the top management to instruct the fresh recruits

will present multiple perspec .
and methods of deriving a solutio
claims of success can be

product. A
(vi) To Train—As head ¢
train the men
on the new ¢
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2. Control over Self—The game is about to begin ... have you all yg
in place? Do you have time 1o practice? For any game you play ur

and still more practice helps in

probability of success. Itis a similar case with presentations

Delive a _u_.owmn.mnaa

nﬂ-.n—n
Pracip,
:- You as ﬂ_ﬁ.d ]

perfecting the strokes and incre

Emﬁnnnma::wnmmEmomEmrEmEnngao:m._.mgﬁwa ‘_
rehearse some more—the guru mantra for success. And. they

Rehearsals are an effective way of exercising control over the self
in front of a mirror. The mirror tells no lies. If you are objective a mvn_”
you will be able to identify errors, if any, in the style of mn.mmE“.ﬂ cri
Janguage. So far, you may have assumed that you look very g or
a perfect smile and gesticulate the right way. However

i
Clicp
tical,
body
confident, haye
» When you stang j

front of the mirror and speak, the first thought that strikes your m;

‘God can mm really be me? I look awfull' The ‘look’ in this case .”,_aﬁ - mind— :
to the natural looks with which we all are endowed. ‘Look’ in ~Em,amm H relate 3
tp your movements, the way you smile and the manner in EE_mwzwu,._
gesticulate. Can something be done? Yes, if you are critical and are 3:&. p..,__._
accept changes, much can be done to restore your image in first your ams,“_._m.

eyes and then in the eyes of the a
Note: Practice makes perfect

udience members.

3. Control Your Nerves—Nervousness at the beginning of presentation |
increases for a couple of minutes after which it stops and does not
increase any further. So do not let nervousness bog you down. This paint

“Nerves” has been discussed under the heading “difficult Situations and

Nerves” in a separate chapter.
Maintain Eye Contact and Smile Frequent

you were a child and had been

been caught in the process. While acknowledging the crime, you would

pot maintain eye contact. You may also rememb

for not being able to maintain eye conta
dayis thatitisasign of confidence,

direct eye contact then and to
and surely.

Lack of eye contact during a presentatio

‘that something has gone amiss’
and similar other views begin to
then does one establish eye €O
© Let us get started.
the seating arrangement. The
been put up on tent cards.

right, left-centre, and right-
for a few minutes shifting your [

ntact or for that matter m

Arrive at the venue 1
names of the participants have

Mentally divide the room into
centre and imagine the seatsare o

ct. The reason for emphasis
hones

n sends an almost gimilar S
, or ‘the presenter is not confi 5
surface in the minds of

Oor 15 minutes

ye to extreme seating POSIEEE

ly—Think of the days when |
up to some mischief and had inadvertently

er being Hmu:n.aa&..w_

% Presentation 107

finally, the audience has arrived and now begins the ordeal. Begin by
looking at one person in the left group directly in the eye, sweep your glance
over the rest of the group members and let your ¢ye rest on one member of
{he left-centre group. Follow this strategy for all four groups in the first
round. In the sécond round, look at another member directly in the eye and
keep shifting your eye to other groups. After some time, the audience
members may get used to your shifting your head in a particular direction.
Change the sequence of looking at the groups. If you started with the left
group, begin this time by looking at a group member in the right-centre and
move your gaze in the clockwise or anti-clockwise direction. Remember that
when you look at group members, your gaze must not focus on the forehead
or rest below the chin. It must be a direct eye-to-eye contact. : i

Couple it with an open smile that reaches the eyes— overall impact—
huge and unquantifiable. It is difficult to state what the smile should look
ES, —c,_. you to bond i.:c the audience. It should be simple and genuine. A
smile is a reflection of the state of mind or the heart. It will only look and
seem sincere if the individual is sincerely happy with the mﬁnman.ﬁ.r. yan.
occasional smile at the audience members in the course of the prese
Let it not be a broad smile that extends from ear 10 ear, but a genui

then begin work on corr
Have you noticed there is
The minute it comes into con

it ig acceptable to
presentation. Your
them Moving at a g
objects in the

m_h.ﬁmﬁﬂﬂ.ﬂﬂ.ﬂ_. XL
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Delivering a _:.mmmss__au :

not Mwhﬂgwdoﬂbmﬁﬂwrhuﬁoé YOUE DOSTUEE AC MOVEments, Thy,
X . . g throughout or remain fixed or glye
spot Main-am a balance between the moves and the station gl
it e o
emphasize a point. Every time you use your hands, ensure :.5:... M_Ea o
m.mnn upwards. Using palms facing downwards 1s not viewed uoA Ha.uaaa_.\
is indicative of an overbearing person with the desire to mzm tvely,
subdue. Finally, do not point fingers at anyone in the mﬁ&muww_nae ]
must use your hands to point to any one, use the full palm :“”hs_
fingers pointing at the respondent. The palm in this case must apgi us
facing upwards. “eniey
7. Movements of the Presenter—Can you actually remain glued to a po ,j
and deliver your presentation? No, don’t even try that! You will Eoﬁ“_,
feel like a robot, stiff, unrealistic and unnatural. The audience §_.._.nw__
like to see you look and behave normal. 4
For movement of any kind, you must have done sufficient research oy
the layout in the room. You must be familiar with the extent to whichyoi
can move left or right while remaining in the vision of the audience
Additionally, you must also have information on the chords and the wiresin
the room. Check if the wires of the audio visual equipment are taped tothe
ground. Check on the seating arrangement. If it is a U-shaped seating
arrangement, your life has been made simple by the organizers. If it isind

classroom style with seats arranged in rows, try and get the m_._.uummnﬁm
changed. Now, you are comfortable with the arrangement and know h¥]
and where to move.
The projector may
presentation by standing on the o :
ience, and introducing yourseil. ter som .
.w“ Moﬁ. to the right side, take confident steps and Eoc‘m 1o EMu ﬁmﬂp :
blocking the projector or coming in between the 3826“ e :
You can also move to the centre of Em U-shape. sfﬂw Hc.y&n
of the centre of the U-shape, Eﬂé Hﬂm_.wcw._.“ww Nmmh,.ﬁ
the layout of the room sM: s,wﬁw M zw wmu owr e

rtably move aroun :
ncn.._w _.3“ yoice !onﬁunaumlm: pack and reflect
& 2 d Unmmmamn.m. And why? What are

no_n-m_._
0 one |

entre of the room, Begin.
welcoming B
y feel the netd |

be fixed in the ¢
left side of the U-shape,
time you ma

you is a 800 Dossesses?

at the presenter : .ons that the Pre
th o modulations and the inflections il i
the voice Mo odia anchors use for Vi ;
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the quality of voice, the modulations and inflections, the tone, the

emphasis, the pauses at appropriate junctures? Think of the radio

programmes, in which you are not able to see the presenter, yet you
remain tuned on to the system and the programme because of something
inherent in both the content and the tone.

This analysis brings us to an interesting point — the need for voice
modulations. Remember, the best of presentations and ideas in terms of
content can put the audience to sleep if the voice is slow-paced and
monotonous. The four components that enhance voice quality and aid in
voice modulations are — energy, pace, pauses, and emphasis.

Table : Enhancing Voice Modulations

Fnergy  Vary vour voice modulations between high, middle and low
energy level.

Pace Vary the pace of speaking.

Pauses _Incorporate pauses at appropriate places.

Emphasis Emphasize points that you want the audience to retain.

(i) Energy—Energy in voice refers to the force that a presenter uses «h

present ideas. Audience members prefer to listen to an- S

who has force and energy in the voice than one who t

presentation in a flat voice, that is, without any vo aflect

There are three levels of energy: high, medium, and low.

Do not begin with high energy, if you are not used to it }

for you to maintain and sustain
presentation. Begin at the middle

and then come down to @ E.

this pattern. You can follow any

different energy levels. T |

audience interest. _

. The important
 audience members are

e able to enoy .

Riddhi Vijay
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A good way to control pace in the practice stage, is to record youy .
on the audio system, and then to replay it. This will help you 1o ”.E_,
weaknesses, if any, in the energy and pace of speaking, Pick gy

(iii) Pauses—Directly related to the pace of speaking is the use of !

and emphases. Do you pause in the course of a presentati
you lay emphasis on the right words?

What is the importance of pauses? Where exactly must one pause?
help the listeners to understand what is being said. If you start at a c_mé tonl
pace and continue at the same pace, it is very difficult for the mcﬁmagﬁw__,
understand the said content. When a point has just been completed, py ..mw___w
for a couple of seconds, look at all the audience members, and try to mmn_“qx
their consent through eye contact. Audience members need time to ghg sw
the points before they begin to concentrate on the next point. i

Pauses cannot be too long or too short, if they are too long, the audience
may lose rhythm and get restless. If too short, the purpose is defeated
Again, it is difficult to state that 10 seconds is just right or too ‘ch_u.i_‘._w.
nine just right. When you face the audience and see them leaning towards
you, absorbing and assimilating the content in the pauses, you know th;
you have been able to hit the mark. If you see the audfence getting restl
it is a negative sign. You have not been convincing and effective in the useqf:
pauses. Pauses also help determine the pace of speaking. ;

(iv) Emphasis—Closely related to pauses is the technique of using |

nﬂ.ﬁﬂm sis on words. Emphasize select words in the E.mm_g.ﬂmzop
words that carry maximum weight must be nBu_rmm—,ug.
presenter, you are the best judge of the text that vou will __wm.__
wc.&.mnaw to concentrate on. However, at the outset, one nﬁ say. __,_
numbers and statistics capture the atrention of the audience

need to be emphasized. . e
9 E_m:mm_& Audience Interventions—Hereis m.ou.._m vomiwn EHMm_u

; >.ﬁ&mb.nm interventions are a sign of audience interestint nM M e

40&.._32%@ can, to a great extent, be defined by the na 10

; he audien
i e indicative of the fact that t :
interventions which are = had tuned off, chances of theré

. icteni If it
v been listening to you. P
MMWMN@E%SE would not have been possible.

Interventions can be in the nature of :
(i) Agreements

(i) Additions

(iii) Objections

Palugqy
on? g |

Paugeg

the audience members so:

: :
pelivering a Presentation 111

(iv) Disruptions

() Agreements—Agreements are statements made by the audience
members through which they indicate their acceptance of a point
made by the presenter,

Every time there is an audience intervention you must respond to it.

Thank the person and then proceed.

(ii) Additions—Additions are strategies used by the audience to indicate
acceptance of the presenter’s point and follow-up with an additional
point or anecdote.

In both these cases, that is, agreements and additions, the presenter
must ideally thank the audience member for the contributions made to enrich
the session.

(iii) Objections—Problems arise when there are objections or disruptions
from the ~udience and the presenter fails 1o exercise rontrol over
the audience. Objections are statements that indicate lack of

. conformity to or acceptance of statements made by the presente
The audience member makes an objection, which may be follo
by other members. To exercise control, you have to gently agree
disagree and resolve the issue in a peaceful manner.

(iv) Disruptions—Disruptions are disturbances in the form of
that are not always logical or structured and are de: :
the flow of the presentation. In st ses, disn
disruption, or detour and continue with your p:

The crucial stage in a presentatis

Riddhi Vijay
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—.Uﬁ—m(‘ﬂ—.n a 1HGBG—=.N§

Mwﬂ%ﬂﬂm-ﬁﬂm. that is, discern their importance and finally give an ansy,
you feel that the questions are worthless and a waste of time, S
54y S0. Make the audience feel that the question is well Eoan. nd
worthy of your time and eff : il
Desteis g effort. Do not rush through the process, Inyour
e mc&nMMM MOHMMHMH.UEP you may use incorrect wordings which may tyrp, ;
5L g o
i : . g aresponse. The two difficyly |
Jﬂm..w of questions that necessitate discussion are: -
(i) Multi-pronged Questions
AE Questions to which answers are not known :
(1) Multi-pronged Questions—The really tough questions are the abstract
or multi-pronged questions and the questions to which you do Em,,ﬂ
rmcw an answer. Multi-pronged questions are those in which the .
m.ﬂ.&mﬁnm member asks you to give a response to three or four _,&2&.,\ E
issues. e
In case you do .u..:.: wish to reveal the answer, you can give the answer to
the n#mﬂ two gueries and miss out on the third. However, the audience may
be very keen to get the response from you and may repeat the question _
such situations, you have no option but to give the answer. )
(ii) Questions to which answers are not known—It may happen that
the audience asks you a question to which you do not have an AnSWer. _
Accept human frailty and acknowledge inability to answer the &
question at that particular moment. Begin by apologizing andrespond |
in the following manner: I'm sorry I do not have an answer to this
question but I can get back to you tomorrow.’
Another strategy that can be adopted is to throw the question back
the rest of the audience members in the following manner: ‘What do you

think is the best possible solution?’ In 95 per cent of the cases, you will ge

an answer from some member of the audience. But this is a very trid

_ y hi i in the audience has an answer
as it may happen that no one 1n |

mﬁ»%ﬂmﬂwmnw to square one. For embarrassing situations of this Eun.___s

- 1 | m unch lines up your sleeve. In a situation where the audience

S Mg &_pmim. _B the question, you can say with an apologetic

do not

5

i ‘boat.' However, the end result of this P
3 j muwwEmHEumem oat. o his
he nwnmncu.gaimn segsion is not very u_.owwsﬁ_,ﬂww .ﬂupw: m_ &P
e d  ormance and all the effort that you BAEE

sati th your per .
JMMHMM@M%MMEMP and presenting goes a waste. |

113

E_mqm_.-:m a Presentation

CHECKLIST FOR DELIVERING A PRESENTATION
Do’s Don’ts

e ——

——

ge prepared Be unprepared
practice for improving voice Speak in a monotonous manner

modulations

stand tall and erect Shift weigh e anunmsﬂ—un :

Maintain eye contact Look continuously in one direction
gmile frequently Give a very broad smile
Point a finger

Use hands for emphasis
Move [rom one side of the room to. stand fixed to one spot

the other
Breathe deeply to control the nerves

Adapt the message g
Thank the audience for their
suggestions

Listen carefully to the question
Paraphrase the question
Accept human frailty

What do you mean by de
As a presenter, how wol
How would you improv
What type of body 1
[Hint : Standing Postu
Presenter]

5. Before delivering _
presentation, What

| i o

!
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R

|, The Presenter's Appearance—A presenter should look like a
_:c_%m_ona But how a presenter can achieve this? The presenter can
present himself as professional in the following manner

Ev._..mﬂ THIRTEEN . () Well Dressed—The person giving the presentation should dress
.1 . according to the situation and instruction being given. For example,
-&OQ-.—.-”&- 4 if you are going to give instructions to swimmers at a swimming
m z .-.. ] pool, you could safely assume that you are not going to wear your
ecliv sunday dress. On the other hand, if you are going o give a
G:ﬂ@m h , presentation to a group of senjor managers in a board room, you

certainly would not be wearing shorts, singlet and sneakers.
In fact, you should not stand out from the crowd, but you should
keep your dress standards higher than the rest of the group.

“There are 3] (i) Well Organised—The presenter should alse look or i you
Oneyen ﬁnﬁ“ﬂnﬂﬂgﬁmm mn.mmﬁ_umm. for every one you actually gave, .;m are going into a classroom boardroom or lecture g g all
One you gave, and the one you wish you gave | material in neat and organized kit with Em@ﬂ want to use

—Dale Carnegie first. If ﬁE are going to carry m: En

»

._z_q__.m_.on.cnq_oz :

All the presenters or trainers are not the same. Their effectiveness or |

style of presentation is different from each other. So, in this chapter we iE you if they want to
&mac.mm the qualities that a presenters should have. In other words, _E._ If you do Em._.ﬁ in _“35 of
chapter will deal with presenter or (rainer effectiveness or what we m_nc..__n everyone in the group nmu.mn,m .
have for in a good presenter or trainer. |  aphysical and mental

. th
KEY POINTS FOR PRESENTER'S EFFECTIVENESS at you are obscuring

OR
HOW TO SHOW EFFECTIVENESS IN PRESENTATION?

Following are the key points that reflect presenter effectiveness:
1. The Presenter’s Appearance
2. The Standing Posturc

3. The Communicating with the Audience

4. Gaining the Attention of Audience
5. " Creating Interest

6. Body _Eﬁ:mmm

7. Good Habits

The above points are being &

scussed as under :

Riddhi Vijay
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Ill-.ll-llll.l.l‘llll
Presenter Effectivene
talks 100 much, 1f you doc 11 et | ==
whole Froup. youdon't, it can interfere with your communication to the
 For effecy :
POSitive re Emwwm ‘Ommunication to continue, the presenter must offey
w.nrﬂoi_mmm_bm MmEE: to the participants during the session. This meang
YOu ignore any €Sponses from the group to encourage more interaction, 1f
barticular Emﬂnnmuof.mm. you are likely to lose interaction. Sometimes 2
ke €I may stop contributing after being ignored, even if they

Preaadt Ormation you're after. .

€rs must be lively, enthusiastic and full of vitality. If we can display

these qualitieg, §

€8, it motivate

n 2 L S the group to want t ; ici ;
Ot motivated or int Sy group t to learn. If the participant is

if not impossible,

 Communicati :
of the lime, on does not have to mean verbal communion 100 per cent

sil . . : 20PE
stok i 5o €Nt pauses during the instruction allow the main points to

You could plan to have some silent breaks during instruc
. g 1o
MEEmEmSF after the main points. : )

Gaining attention of the Audience—Various strategies can be used to

Capture the attention of the audience. These are as under :

(i)  Narrating a Story—Sstory telling is the most powerful device to
capture the attention of the audience. However, it is important here
that presenter must be able to relate it to the main objective of the
presentation.

(ii) Scenario Description—The scenario description stimulates the
senses of the member of the audience and secures their attention.
We can also say that a scenario description is like a movie clip, in

which the viewer watches the action and movements of the :

processes in which story is being described.

(iii) Humour Jokes—Humour may be used occasionally to gain the
audience attention. When humour is used the presenter must be
certain that itis effective and appropriate. Have you seen ..,. Enu_miﬂ !
try to use humour to 7ain attention but lose the group's nterest =

oke that didn't quite work?
The ﬁ”ﬂwﬂnﬁuﬁcmﬂgn certain that the topic of the joke is relev

i distract the partid
isnot too long as this can .
the topic and that the um”nwn.onsm g e

Humour must neVer B¢ € © - tionality an

ed in the instruction, learning may be very difficult,

Emmmaﬂun_m:aﬂ?n:mmu 117

S i

(v) Facts and Figure—Use facts and figure to capture the attention of

the audience, Facts and figure must be new and not old. In instances,

when the audience is familiar with the fats or figures used in the
presentation, then make the analysis new.

(v) Questions—Questions are powerful devices for capturing the

attention of the audience. They can be used at any point in the
presentation. ’
By asking questions of the group we can be reasonably certain that
we are gaining the participants’ attention. If nnmwgﬁm are being
asked no one wants to be the one who doesn’t Know the answer, SO
use if to your advantage.

with this motivating technique we need to follow a few rules. Keep the

questions short and spread them around the group. Use ‘overhead’ type
questions, that is, ask a question of the group, wait E.u...ﬂ.nﬂi. econd
thex nominate the participant who is to answer. This technique is som
referred to as the '‘pose, pause and pounce” Bnﬂ%.ﬁb..mhﬁ.@.m )
Remember to give the participant praise . ct an: .
incorrect answer, get the group to help bring out g
5. Creating Interest—If visual ai b
they must be made to attract and

participants' intere
audience may just

Riddhi Vijay
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e . Presenter E—unaﬁ.:mum
y Language—In the course of the presentation, while it i :
be natural, adeption and avoidan f cert T
Sl e . ce o pe._.&: gestures can change the
g speaker r._ the minds of the audience. Let us take g
e mc_“.n..... of the ﬁow..a,a gestures and try and incorporate E»H
SRS se of the presentations. Belicve me, you will not be able to ﬁ_nm.”
o mm_ aam. shot. Practice and gradual adoption in nw.:.,...
L mMM._ on will make these gestures part of your personality. Facing
e mc” ‘,”Mbj” Wm.ww.m gestures will then not be problematic or difficult
Tips for displaying positive body sport :
8 Direct Eye Contact and Smile -
Ew Movement of the Hands
(iii) Movements of the Presenter
(iv) Voice Modulations
(i) Direct Eye Contact and Smile—Lack of eye contacl during -
presentation sends a signal, “that something has gone amiss” or
‘the presenter is not confident', This point has been discussed in
detail in the previous chapter “Delivering a Presentation”.
(i) Movement of the Hands—Use your hands to emphasize a point.

Every time you use your hands, ensure that the palms face upwards.

Using palms facing dewnwards is not viewed positively. b

(iii) Movements of the presenter—As 2 presenter, you should not stand |

fixed at a point. You will look and feel like a robot. The audience

would like to see you ook and behave normal. i

(iv) Voice Modulations—This involves the following : b

. (a) Energy in voice refers to the force that a presenter uses ...o_..
present idea. Do not begin with high energy. if you are no

used to it. Vary the energy level for maximum gain. -

(b) Pace of your speaking should be matched with the needs 0%

j . Vary the pace of speaking. \
(c) Mﬂwm&m“ nwwﬂw.ﬁwm_.m to assimilate zﬁ.E. is being said..
-mphasize select words in the uanm.ana._cu. _
W ; enters and good trainers should clean as.
w B..mm in the session, clean the whit
y other distractions such as sam
classroom before leavin

C ber presentation 84S CLO o eqy from the preeiEt

pter Effectiveness 119

posenter ELES
A good presenter should also start and finish on lime. How do you feel

qyou're «itting in a room fifteen minutes after the session was supposed
,,__ﬁpz and the presenter hasn't shown up? How do you feel when the session
m__ 1_.__ in progress as your train is pulling out of the station?
a® A good presenter is also thoroughly prepared. This means having your
._E,an_.zmm clearly stated, having the appropriate Enmﬂﬁsﬂ”ﬂgg
lected, having 2 <ession plan and presentation aids prepared, and knowing
.s_:_ﬁ the spares are if anything burns out. . i
3 Be well-prepared—A well-prepared presenter o c.&nﬂ can increase
" |carning success rate for the participant if he or she thinks a litle about
it. By looking at yourself from the participants' point of view, you may
wish to change a few things. . o
Look at your physical appearance. Do you look like Nuu..oa% public
speal er Or educator? Think about where youre ﬁmﬂ&ﬁn when you' H.
from of the group. Can everyone see y« /eTyOr Enmﬁﬂ
aids? Do you look approachable or do you threates ing?
vou must be enthusiastic: out y you're not enth
about it the audience Cer ainl : i
and continuous. Reward you
Vary your method
You need 10 he obsé
attention should it St@
Your participants
It is up to you as i
active learning an

1. What do you
the present

16
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pifficult S{tuations and Nerves —Np
A

(vily When there 18 personality problem between participants.

(x) When the things are moving too fast during the presentation.

() When the things are moving too slowly during the presentation.

(x) When there are more vocal participants.

CHAPTER FOURTEEN

Difficult Situations DEALING WITH DIFFICULT SITUATIONS

DEO ZX
mu.-,-n— Zﬂzaw _. The difficult situations and their handling can be done as under :

|, The Group Remains Silent—It may help to ask the audience why they
¥ are bombarding you with their silence; it may be that they have a good
reason. Perhaps you are covering material they have already been
presented with. Perhaps they don’t understand what's being presented,

“The audience only pays attention as long as you know where youare or perhaps your presea(iReH method needs to be reviged.
going." | 2 Things are Moving too Fast—Sometimes the group will

—Phili ! enthusiastic very quickly. This is good as long as you are pr :

P ﬁHOﬁE i 3 : i,
, : You can ask for greater clarification of responses, ask for

participants to comment on responses or simply pose more

questions to the individuals or the group.

3., Things are moving too Slowly—It

INTRODUCTION motivated to listen to your

well, but the same .
nominating peo

comments from

$ All presenters get difficult situations or participants in their sessions. A -
few presenters may get nervous during the presentation. In this chapter we
will look at handling difficult situations and difficult participants along with
controlling the nervousness. We will also look at a few methods that helps
to overcome sweaty-palm syndrome. As well as tips for new presenters &
trainer, you will find included in this chapter some suggestions that may be.
relevant to experienced presenters and trainers.

DIFFICULT SITUATIONS

Difficult situations refer to those situations when the pres

cbnoamoﬁwgm, These situations are :

1) _ t on. If

- i remains quite silent. B _ _ _ S on. If

(i) When m“&%”%ﬁbnm know everything about E.n presentation - g aak n.B. their
(i) When the entation is made 1o non-technical audience ﬁ_m. i
(iii) When the pres s

language- ; direction. : :

When the session nuw mmua ﬁowwaa between present d cautiously to
(), Wheo s e in side CODVEISE L ; ! may be more relevant to ask
(vi) When peoP {s wrong response from | oy e @ group.

(vii) When there

Riddhi Vijay
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Difficult Situations and
Neryge

6. The Typical Know-all—This person will know everything E
correct, confront and contradict you. In most mmamaonm "MHn they wij
sort this problem out for you. It is sometimes useful to mﬂ.n o }
to take the notes. Another method is to put the know-al] En S per.
spot so that you may call on others more easily. This is ¢ %<ME b
ignoring them. Do not get them offside, as their peers may .nm%n polit

7. Sessions Getting Sidetracked—Sometimes a discussion starts in or th
direction but finishes up in the wrong place. The presenter the

back on line. Perhaps ask the group if this is r et hEu" geti |

simply say that as interesting as it is, we only have enough :Ba "oﬂn or |

the real issues. Make sure the group knows where they are WM“M“Q@ !

start with, then they can see when the discussion gets sidetrack. 8 fof

8. Personality Problems (between participants)—Personality problems can

distract everyone. If arguments start between participants, you

cut in quickly. Ask others for comments on the issue. Try ﬂ.a keep

personalities separated. If necessary, speak to them during a break

if the problem continues you may have to ask them (during a break)
keep their comments to themselves, or ask both of them to leave,

9. Personality Problems (presenter and participant)—Occasionally yous Il
find that you have a personality clash with one of your participants.
professional public speaker must ignore this and continue treating
participant in a normal manner. Avoid letting the group see the p;

10. The Rambler—Some participants just ramble on, and on, and on.
they pause it is possible to ask them which point their comments
referring to, particularly if they have an outline of the session. You
have to politely cut them off by thanking them and Eo&umw%&%
to the next issue. [nterrupt politely and summarise before g

and cover all of the points. ‘ m.
11. The Arguer—The participant who argues M_EmE WHmMWMM M_M. z
in a blind spot. Most of the ime the group E«&G EATS ol
down so the session can move on. Use your bres iy
;i telling them that others ar¢ being &mmncﬂaﬁ 5
WMMMNHQ.G oEmnacum. As a final step you may ask them @

Eroup wiy

oup.
12 M&OEMEBG About Other Issue
. that the session will not be abi¢ o
get complaints about the .M.ﬂﬂwmmxuﬁmﬁm s
_If you spent
n&mh..ﬁ%mﬁﬂﬂﬂnmgﬂﬁ.m time On issues that
wa : oup

you.

pifficult situations and Nerves 123
= E

13. The side Conversation—If you find :._E. people become involved in side
conversations, ask them to speak up so that the group can hear their

comments on the issue. You will find that this polite, nonthreatening

{ntervention will stop them from continuing. It may be that they can add

some relevant information to the discussion.

The Definitely Wrong Response—Do not embarrass any participant by

telling them that they are wrong. What you can do is to acknowledge

that they are entitled to their point of view and that is one way of looking
at the situation. You can also summarise their response using the correct

information. Another way is to ask the rest of the group for their
comments on that particular response.

NERVES

Have you ever stood in front of a large audience and felt the gentle or
violent tremor in the knot, a churning in the stomach and a ﬂnm_uabnun
face? Don't worry. You are not the only one who has faced this problem.
pelieve me, almost anvone who says that the audience does not create
in the pit of the stomach, is untruthful. [ am getting butt: lies. s
What should I do?' ‘1 have forgotten all that [ was s
| can not stand up. My knees are shaking!" and
heard from presenters on the verge of facing
is natural and normal to be nervous. It help
delivery. Knowing that you possess the
presentation will force you to be meti

Let us begin by understanding the
for remedies or solutions
the presentation or jittery
only for a couple of minute
nervousness at the be
minutes after which
Initial few minutes
for the journey to

14
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1 - Difficult Situatio

5 L3,

fAErvousness in the pit of the stomach-1t is only when you :
emotion that you will Iry strategies to relax the taut _H“.Ea-“o%g mn
Wrﬁ-.unnam the feelings of nervousness. The more You suppress, the . ¢
€rupt with volcanic force. Let the feelings surface and n_uoE
the sratement 'Yes I am nervous' . The moment you _.a...Eh.
Unu.vﬁ. usness, it has escaped from the pit of the stomach and is now
like a demon on your shoulder. It is so much easier for YOUu now tg u .

demon off your shoulder.

—

Table : Strategies for Controlling Nerves _

1. Breathe deeply

2. Drink warm tea or coffee before the presentation
3. Eat something light before the presentation

4. Give yourself a pep talk

5. Imagine that the audience does not know anything

Begin the process of throwing the demon off your shoulder by b
deeply. Put your hand on your stomach and follow the balloon me
When you breathe in, the stomach must come out and when you
out, the stomach must go in. Sounds strange, but begin practicing a
will find it does wonders to the system. .

When you are nervous there is a rush of adrenalin which ma
throat dry and parched. Drink tea and coffee with sugar beft
presentation. Water, acrated Ew:._a or u.:SEnm cold must be avo
and coffee are stimulants and-contain a necessary amount of cafl
give you the desired stimulation and instant intake of sugar makes theinst

in the blood level shoot up giving you the desired stamina

Always eat something light before the presentation. vnnmﬁnw—__.,_
rich in glucose content. The ‘butterflies in the stomach” feeling gefs @
m«.nwopm..mﬂufa

cally at rest and in a position to deliver the pres
Warning! Do not go on stage on an

empty stomach.

You have tried all the strategies and find that uc___um _“Mn Ena

ur knees are still unable to support you. Go 10 the r( 2
o If pep talk. 1 am good are not I [ will succeed, Snwnnﬁ. ;
s o from succeeding?' Boost your morale and y0

stop me
EMHMMW oﬂw as a changed and confident you. s
i You have tried all the strategies and are SUE =

tore:
technique—without doubt ._.H will help you ..o."“ S
the audience has donkeys" ears growing out ©

% Situations and Nerves 125

pot know a thing and you are the expert and will provide expert details and
omments on the issue under discussion. Remember, this technigue is to be
followed only in extreme cases, The moment you begin to feel that the
audience is good for nothing and knows little, the attitude also changes. it
pecomes condescending and disrespectful and gets translated in the voice
and manner in which questions are rackled. The audience is wise enough 10
understand this approach. Their response o your presentation then is equally
condescending and disrespectful.

HOW TO OVERCOME NERVOUSNESS?

Let us look al some other methods in use that deal with the new
presenter's nerves. By following these tips you may be able 1o overcome
yOUT OWN NErVOUSness : ;.
1. Beat ease and relax. Remember that the participants came to listen t
you. They are not likely to begin by being negative. g .
2. Breathe deeply as you walk down the corridor to the group, Whes
feel nervous their breathing is generally too shallow.
3. As you walk down the corridor mentally rehearse the seqy
presentation, 7 "
4. Arrive early so you can set . %
5. Look professional. Dress |
you make sure that they
need 1o hide it
6. Try to anticipate
work out the ¢
7. Check all of
you know
8. Create g
: can be
. Use yo
use th cm.
0, You
wher
LLIf yo

fe g,
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G s 127
s Difficult Situations and Ne, EBE__ situations and Nerves

Motivate =2 o

o . the group to listen to what you have to say. Give them a peet 40. Do not have heavy nights before a day of presentations. You need to be

well rested and on vour toes,
u-dud_m.:.ﬂcn beforehand. You may feel a little sill

1© the bathroom mirr y dolngy _
g’ﬁnn . m or, but practice does make perfect. It is m:...n.hn % QUESTIONS
than the re ﬂoﬁu—.ﬂﬂﬁn ::n. beginning of your presentation a bit _..‘_...__““__ ;. What are difficult situations? How would iﬁliv;i
e LR oo By - Describe nervousness. As a presenter, have you ever [aced nervousness. Explain

ous about improvement you may even uge 3 Z

Video or t. ;
~" ape recorder. (Don't use the video in the bathroom as the lens the experience.

tends 1o HQN up.)

16. Move around. p . 3. Have you ever stand in front of a large audience and felt nervous? Explam what R
e T O not stand fixed to one spot in front of the group. Walk you did in such a situation.
17. Warm _.. not mc much that you then become a distraction. b 4+ Explain difficult situations and methods of dealing with such situations. .
your mm:b Wawﬂ voice before you start the presentation. Talk or sing to. 5 *anwely or nervousness is a natural state that exists with presenters when they
g at seems too silly, t1alk to th =0 | s " = i s s 4
Presentation starts. 24 e participants before the have to stand in front of a group”. Explain thi ! out

18 ..ﬂ ; - tv overcome such anxiery. ;
- Keep E€Y€ contact with everyone in the group, and do not single out one 6 Describe the va.ious strategies for controili
Or two people only. 2
19. Mnun onounce your words clearly. Your audience needs to understand hem
20. Make sure that you know what you are talking about. If you do not, find
out quickly or get someone else to do it. Presenters and trainers donot
- Dieed to be experts in the subject matter, but they do have to have mare.
than a good knowledge of the subject. {

21. Attend appropriate courses in presentation techniques or public

22. Nm—ug_um—. that the average adult attention span is at most only 2
‘twenty minutes. Allow for breaks. they help you as well.
23. Find out in advance who the participants are and what backg

24 WM.M& your mistakes, but only if you make them. It may be of

‘The so be used to check their understanding.
sy oot ear to be enthusiastic, even when you aré

; changed to enthusiasm. .
practice, anx ety cap.be er to see how you feel as a pa

» } — { n.nno_.ﬂ
video or tape R ¢

: i tening to your s¢ _
watching oT mwvn_&# of presentation. Donot always try
27. Develop %ﬁnﬁ trom the participants: What you think

. not be what they H.nummqnﬁ.

29. Do not read b.au&n text, ;

Riddhi Vijay
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Motivation and Attention 129

some motivation techniques, we need to recognise that there are two types
of motivation. The first type is where participants know that they must

&

M i i i €ITC as ‘motivator. The second and more effective form of
. \ referred to as a negative motiva ‘ ‘

ze.-(mﬁ-c-d m:n —H—oﬁmfn:&ﬁ is S__ug the ﬁmﬁﬂﬁﬂgnh E—.ﬂ-g—d g .EO H rm of

b:@ .H- , 3 moliyation creates a more pleasant _amwaun nwEo_ub_._ﬁu. Knowing the
LA & . = -e-.- difference between these is more important for the trainer rather than the

public speaker. . e
We will be dealing only with the second form of i

| as if is the

one normally used. The threatening form of Eonﬁnau_u used in extreme

“Ask yourself, situations where other methods Eﬂgqiﬁwsggﬁnn.

o _..= I had only sixty seconds on the stage, what would |
ol

|

ttely have to say to get my message across.” | HOW TO MOTIVATE YOUR Al CE?
—Jeff Dewar There is no question :

3 chance to make that first
H moment you ste, in fr
A you have, on t
the rone of yo
their aftention,
Keeping ye

| INTRODUCTION

~ Ifapresenter or trainer wants his participants to learn, he should motivate
ﬂﬁnﬂn to listen him and ensures that he keeps their attention. If the
Pparticipants realise that their needs will be met, they are usually eager to
learn. Therefore, it is important for the presenter to motivate the individ ;
in the group to listen, learn or participate : Without motivation they would
Hoﬁ&bmﬂwg Once we have created motivation we sometimes still need
to remind the participants of reasons for wanting to learn. By using
reminders, and the learning principles, we can keep the group's atten!
We must know our audience in advance so that we can identify its motiva

WHAT IS MOTIVATION? b 2 or learn x i _
. the individual to have a need filled, The n ; : [eners ted to some
Zonﬁncb_m Emn :Mﬂamnﬂb when it is not being satisfied, . ke _ I there {s an listen or learn
urge becomes mor wu d Em participants are, the casfer it is for t { i _ B fuem owing are the
The Bo__w_.wu”w Mmm. information effectively. Mﬂ&ﬂ w_uﬂMn an . .
resent nl — they are almost certainly :
& MﬁSQ to listen or learn, they &8 _ , logical to say that
e ; ri3 motivate him 1o listen, If
_S:mﬂ__nca o .u.u"._ﬁn _s,n_sﬁn. ey will respond to {1, Hence,
It does not &

the participants:
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130 Motivation and Attentior,

~ (ii) Speak to the audience in their language.

Persuade the Audience—They are listening and even underst

the information should tie in with their needs. Therefore, needs o
identified to structure the material/content of the EmmmEm.: § Mugy e
Encourage the Participants to Listen—Before you can Boaﬁ_”:.
they have to listen to you. Regardless of what your session is mau:e.. e,
can m?qﬂa find some reason for encouraging the participants o ...@,
Once the reason has been stated it creates the Eo:cmmo H toli en.
help your audience listen : RO CICT
(i) Be enthusiastic—in studies done at Stanford University 15 pey
of successful sales were the result of knowledge. But a wh : umw
percent were the result of good enthusiasm. e

(i) Start your presentation by getting the audience to think right aya
This works even better if you get them engaged directly o
message. Hence get them involved in your message quickly.

Help the Audience Understand your Information—OK the parti

are listening, but what, if they can not perceive your Bmm.mmm.mﬂ

your audience understand your message, be sure to organize it
easy to understand format. Keep your main points limited to thres
four most will not remember too many points. Another way [o impr

your audiences perception of your material is to “Theme it". .

Next you need persuade them. They need to accept what you are.
as fact and believe it as such. The key ingredients to your believa
are your credibility, your passion and your logic. When you Bﬁ _
ingredients into your presentation your audience §= be more likel
believe you and to be persuaded to your nm=. to mnc.cu - Bn”. )

a moment. On credibility - always stand on firm solid factual .mma
questionable share that. Then share your position

i i will keep

e facts. This level of disclosure Wi 3
e evel of comfort with you
back to being €n

making them f¢

your facts are
you are includin 4 s
trouble and give the au ence
material. As for passion - -yell this noEMM&
it also speaks more towards reaching in

; opriate stories and analogies. L
i muvnoﬂ.m.nanm Imvolved—Here is 2 pivotal issue tha
Get the A4 Hmnonnﬂ_ﬁncﬁ the information.

with - getting PEOR © 4 i1 the minds of yOUF

ur material pr , _o._no
mM ) MM_ and repeal. Tell them s&ﬁq szw m. Bm
i 8.: them what you told them. e .
o ple tend to remember )

the material. Pe0
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what they see, 50% of what they hear AND see. But most importantly
they remember 80% of what they hear, see AND do, Create an activity
that gets the audience involved. An activity that will allow them to not
only reach the same conclusions you are presenting. But it allows them
to do it for themselves. While somcone may argue your position- they
generally will not argue there own.

Give a Call to Action—Get your audience to proceed with some action!
So many times [ listened to outstanding presentations and outstanding
presenters that walked away from their speech without giving their
audience a call to action. Do not walk away from your audience without
giving them a call to action. Your listeners will be far more likely to take
that action if you directly ask them to. They will be more likely SE
action if you ask them to right away while they are still motivated b : the
following five ‘P's you have built upon to get them fo this point. .
Educate—Provide your audience with extensive information on your |
topic. This will empower participants lo hnn._. nnﬂﬂ_ﬁ.ﬁﬁ
knowledgeable. Support your points with stories. Stori g ) S
through the eyes ofvether people. r e
Eloquence—Deliver your speech with high energy, sinc
and sense of humour. Vary e e. smile ol
passion for your subject matt R
comments.

Present Yourself as

Ml

Riddhi Vijay
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4. Give wwﬁ—.ﬂﬂ. ant *a i in _.u
] pants a call to action so they can PROCEED
you would like them to. ¢ i 2
. Ummmmﬂ— %Oﬁh information in a wa
5 such i
s : y that it can be _umﬂmmgmu

direction
i

HOW TO GRAB AND KEEP AUDIENCE ATTENTION

One of the most important challe s f
and then keeping the m%nuco: of “Mn%%%whmw. m:vqmmnie. is first grabby
do this, the presentation might not succeed .=o:5 DrEsenter is Hnabll
content might be. When a presenter is Easb.m Ewﬁ:ﬂ. how valuable the
c<$.. the crowd before having to step in, panic tend s turn and slyly _o.a... .
mmEMmmM_. feeling for many. $ to overwhelm. Thisisa

udiences might seem intimidati : 3 1
ways to grab and keep their ﬂHﬂ;MM&%“MN” MMH”N__MH& fieat oy thereare
their attention is not enough. We must hold their m:mam. o * et
length of our presentation. Here are some of the HMMQEEN Meens
Emnﬂcnm for successfully getting and keeping audience m:“MMM e
5 >m_cﬂm a a_.nm.mncnlumcm can ask a rhetorical question or something

that involves everyone by getting him or her to think about the topic,

Such as : i vt

e How many of you in this room have hated filling up tax returns?

e How many of you drive a German car?

e Are our competitors driving us out of the market?

You can wait a short time after the question to get some information

about your audience, but donot wait t0o long as members of the audicr i

feel stupid if no one knows the answer. Avoid open-ended qué

and ask only questions that can be answered with a simple yes ¢

unless you are confident in skilfully using such questions. If you 28
mnumwm—n:mmaonm ES..E:anE.a.u:EaQ of life?" people migh

an impression that your presentation is very general. :
2, Statean impressive fact—Begin with a shocking, EE”wa S mp!
fact connected t0 the theme of your E.nm.na.m:o:. Such a8 &

e We are going to be out of business in six months if W€
tors to outrun us like this. b

camp et has doubled in the 133

emand in the mark
o The dex s risen by ony 1%

{ share ha Sl
our marke onal story closely €0

3, Tellastory {s a great way 1

your ﬁunmgnmaou

Motivation and
>§ | Molye

personal stories, which are not too long or try to glorily the narrator oo

much.
Iixample:
spear colleagues, before 1 begin I would like to tell you a short !&%
how our service gol its name. Don't worry, it's not (oo __Qaha .

A Tale from India—Three fish lived in a uaﬁr One twu.ﬂmﬁh Plan
Ahead, another was Think Fast, and the third was named Wait and See.
One day they heard a fisherman say that he !um going i cast his net in
their pond the next day. Plan Ahead said, “I'm .:..535& down the river
tonight!" Think Fast said, “I'm sure 'l come up with a plan. * Wait and
See lazily said, “I Just can't nan.ng& Et__nirnw Enﬁmnrﬂg

his nets, Plan Ahead was long gone. But Egﬁn—iun Nﬁ“
were caught! Think Fast pﬁ%ﬁ%g up and |  ded

dead. “Oh, this fish is n 11" sa i _ e ol s
b. -k into the water. But { Kket. That
is why they say, “In ti
plan to think fast!"
Cite a quotat (

Riddhi Vijay

23



134 Mo _
Motivation and >=mm_mﬁ /

One thing to be careful about is the cultural relativi
many cultures the locals crack jokes bout many MEMMM MM %H uﬂaos In
nw “:msm_unm. but the moment a person from another culture or cmuwammumwm
M»,_n“MM ”n ¢s the same joke, it can cease to be a joke and gn. G nE mm
6. Go among the audience—Presenters usually keep to the area ir

near the laptop or the transparency projector. This Qmmnmmmw in fr

zone for many people in the audience. Some courageous P i

disturb this comfort zone of the audience by walking clo m.w.smﬁ ers

absolutely to.one side. Ther ..« primitive instincts of the umcEM_.. 80in
ncamcﬁ zone start waking tnem up. “The presenter-is w.a close nw_ﬂ...

he will even ask me something, so better be alert”. e

Attention-grabbing skills are important for establishing relevance t
audience. Most of the people in the audience are often ao.ﬂEmEa:\.__“_qm
or with you when you begin to'speak. Even if they are puysically pre
there and are frying to look interested, in reality they are in their own W
They are thinking about work matters, planning the rest of their day, thinking
about a problem of their own or just daydreaming. You have to bring them
into your world and get them interested in your subject. :

Attention-grabbing skills are your tool for helping the audience tune
to your subject. These skills for grabbing audience attention is not
your €go, you dre just helping them to tune in when you have some

worthwhile saying, and your audience feel that you are actually guiding t
and helping them focus on your topic, they will appreciate this and re
you with eager attention and active participation. Then at the end ¥/

feel elated as they clap to show their appreciation.
e—If you do not believe

7. You must have confidenc _
le will be able to pick up on your

else will either. Peop . ur
and would not even waste their time noticing you.
this off is to always keep your head up and shoulders

will make you look taller and slimmer.

8. Makeeye contac
of people, just ke

yourself thenn
lack of self-¢

ep scanning the ¥

ur be _
ople's eyes: Try your bes :
i ﬁim want 10 make people notice you, It
L smi —The thing Yo have 10 QMH 7
i MMMH_WE take for nza_wn the ?mﬂ _m,wn m wa
e _ s |
e you more approac
andan ﬂ smiling af gtrangers and making
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MotZ——
put always look like you're having a great time, An awesome smile goes
along way; a smile is the best accessory. Nobedy wants to bother looking
t alone approach, someone who appears 10 be having a bad day.

at, le

CARY's PRINCIPLES OF LEARNING TO MOTIVATE AND
CRAB ATTENTION

GRABR —
Gary Kroehnert has Emmmm:..n. nine principles of learning to create

motivation. These principles will also allow to keep the group's attention |

during the session. Make sure that you use them effectively. These principles
are as under : : -
|. Recency—The principle of Recency tells us that the things that are
learned last are those best remembered by the participant. This applies
in two separate areas of learning. Firstly, it applies to the content
end of the presentation and, secondly, it mvﬁ.mnw._o .Em.mﬁ.-mm :
freshest in the participants’ minds. For the first application,
for the presenter to summarise frequendy and to ensure th
messages are emphasised again at the end of ﬂ.rm‘ﬂ.nm.mmu :
second application: it indicates that presenters should
sections into their presentations. R
Factors to be considered abor
(i) Keep each session ir )
of time, no longer than
(ii) If presentations 2
This breaks thi
a lot of ending

RN,

Riddhi Vijay

24



136 Motivation and A

motivation and Attention ) 137
presenter must make h o s
sure that everything connected with (i) The beginning of your presentation will be important as you know

presentation is p
st zo__.s_uu%nz to that need. most of the participants will be listening: so make it Inferesting snd
descriptions, examples or illustrations that the E:Ev»uﬁ put a lot of important information o i

familiar with:
3. Motivation—The principle of Motivation shows us that the partici i ".ﬂ.h___w ,_.H..._m”qn:ﬁum:; Py, svromy. o s AREE B0 i

must want to learn, they must be ready to learn and there must b
3 ; L iv) Ensure that :
reason to learn. Presenters find that if participants have strong mo (iv) : H“_:Mo ww mwﬂ_.“w_”s_:u get things right the first time you reguire
“M ﬁnﬂw or M sense of purpose, they will excell in their learning, - Two-way communi anﬁn The ol 2
otivation has been created the learning atmosphere opens sv If % —The principle of 2-way communication guite
fail to use the law of Appropriateness and neglect to make the mate M”M_HH:“MLMM H._w:. .Wrn information-delivery process o
relevant., we will almost certainly lose participants’ motivation. resentation shouldbe e participants, and not at them. Any n‘. of
communication.
Factors to consider about Motivation include: wsnmu hat the Wholl uMwMim< % This does pot
on shoul al bt it

(i) The material must be meaningful and worthwhile to the uﬁn for interaction bets h :
and not only to the presenter. etween the ﬁg.ﬁxﬂEE and

artici
(ii) Not only must the participants be motivated, but =iz the prese __wu:_onm “.M consider about 2
If the presenter is not motivated, learning probably would not W Vo g% o Mﬂ -way con

place.

(iii) As mentioned in the law of Appropriateness, the presenter sox
needs to identify a need for the participants to be there. Pre
can usually create motivation by telling the participants
session can fill that need.

(iv) Move from the known to the unknown. Start the session at a
the participants are familiar with. Gradually build up and E._..,
together so that everyone knows where they are expected 1

the learning process.

4. Primacy—The principle of Primacy states that :E things pé
learn first are usually learnt best, 50 the first impressions |
information that participants get from the speaker are reall
For this reason it is good practice 10 include all of the key

beginning of the presentation, During the presentation
key points and other associated information. .
Also to be E&unn@, with the law of primacy is t
cipants are shown how to do something they must b

his is that it i8 some
first time. The reason for ! L
Sl if they get things wrong the

awm_am_. about primacy E&:%.

(i) Your session plan g
designed into :...
6. Feedback—The pi

Riddhi Vijay
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(V) Whenia participant does or says something right,, acknowledge iy (i 4
front of the group if possible). : fedu c@ _
hﬁvﬂwmﬁn your presentations so that there is positive reinforceme A
~ built into it at the very beginning. R
,?&VQEQW for someone doing it right as well as looking for som gnm _
oing it wrong. : g
7. Active learning—The principle of Active Learning shows us sl
participants learn more when they are actively involved in the E.S :
Remember the saying ‘we learn by doing? - i
- Thisis important in the training of adults, particularly if we want th
to H.wﬂ&u information. If you want to instruct a group in wriling report
not just tell them how it should be done—get them to do it. Another benefi
of this is that adults are generally not used to sitting in a classroom se
all day, so the use of active learning will assist you in keeping them awal
Factors to consider about Active Learning include: ;
(i) Use practical exercises during the instruction.
(ii) Use plenty of questions during the instruction.
(iii) A guick guiz may be used to keep the participants active.
(iv) If at all possible get the participants to do what they are
instructed in. . _
(v) If the participants are kept sitting for long periods without
participation or questions being asked of them, it's possible for _
to nod off or lose interest in the session. p
8. Multiple-sense learning—The principle of Multiple-sense H.m I
that learning is far more effective if the participants use more 1
of their five senses. If you tell participants about a new type of s
filling they may remember it. If you show them the ﬁucaﬂmn “
will remember it. If you let them touch, smell and taste itas
: ey will forget about it. i S
MMnM,N.M _Mﬂ M.oumﬁ.mn about Multiple-sense Learning _M%cnn
(i) If you tell participants about mon.a&Em. try to she
) Use as many of the ww%mmpwﬂwﬂ senses as Neces
arn, but don't get car gs
(iii) ﬁﬂ.mn using multiple-sense learning, mak

elected. .r
mxmwmwn\.?a principle of Exercise i&mmﬂm es
are ,cmw. nma.mavﬂwn_. ﬁ:w law oM -
overlearning OF meaningful T€PE e
or un_wmmﬁ new E_E.B.wnub we are .

7
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Molm—
able to recall that information at a later time, Multiplication tables learnt
at school are one example of the law of Exercise. It’s best if the presenter
or facilitator can encourage exercise, or overlearning, by repeating
information in different ways. Perhaps the presenter could ralk abouf
the new process or item, then show an overhead or diagram., show the
finished product and finally get the participants to carry out the required
task several times. Exercise also includes intensity. :

Factors no consider about Exercise include’

(i) The more we get our participants to repeat something the more likely
they are to retain the information.

(ii) By asking frequent guestions we are encouraging exercise or
overlearning.

(iii) The participants must perform the exercise themselves. Taking notes
doesn't count in most cases, but it certainly won't do any harm.

(iv) Summarise frequently as this is another form of exercise. way
summarise at the conclusion of a session. 363

(v) Get the participants to recall frequently what has been
the presentation. . . PR B

(vi) The law of Exercise also includes giving the partici
carry out. . =

It's often stated that with

forget one-quarter of what the

ﬂn..... T : ,..
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CHAPTER SIXTEEN

The Inspiring and
Value-added Presentation

“No one ever complains about a speech being toe short!”
—Ira Hayes

INSPIRING PRESENTATION

MEANING OF INSPIRING PRESENTATION
Let us start be considering exactly what is an inspir _

the desire mun confidenc
potential. An inspirational spee
by professional speakers and ia ama TF oo :
technigues to help you in this type u.ﬁ_ﬁ udience want to be a part of? Finding
. ; ;  this gﬁaﬁrﬁ«oﬁgﬁsg
nﬂ.aza ‘almost anything else if you show
. But, if your vision is off the target, you

speech are to ce can understand its full meaning.
subject : i e it : jance—Sometimes finding an inspirational vision
1. O n 1o . Sl 1 u take time to understand the hopes, their view

of your audience. One of the most important
ch is knowing your audience. When you pinpoint
dience, your words can inspire them.
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142 The Inspiring and Value-added Presentation

3. Pick the right theme—Always pick the right theme. Preparing a speech
always start with the theme and feel of the situation in which the speech
will be given. _

4. Add anecdote or story in your speech—Begin with a rousing anecdote
or story. The best inspirational speeches are written with a continuing
story line that brings the entire speech together.

5. Use quotes—Quote those who have come before you and inspired
audiences in your area. The most famous inspirational speakers are the
ones who hit the right note at the right time. Refer back to these great
speakers when you sit down to prepare your speech.

6. Right flow and rhythm—Find the right flow and rhythem for your speech.
In order to strike the right chords with your audience, and write an
inspirational speech, you must read the speech as it is being written to
find the right rythm of your words. This helps you write in pauses for
the most effective delivery.

7. Try to connect with the material—Try to connect to the subject matter
of your presentation. You can inspire more people when you write about

something that inspires you. Find your passion and you can mun your

inspirational words.
8. Target a competitor—If your audience faces E.mamnmﬁﬁ .noﬁuma
Emvc.m:ou can come from a vision Emn helps EmE ocﬂneﬁ

can inspire vmoEm. For example, talks designed 8., Emﬁ peopl
develop healthy lifestyles and encouraged for regular
inspirational talks.

HOW TO DELIVER AN INSPIRATIONAL SPEECH?
OR
HOW TO GIVE AN INSPIRING vzﬂmZ...)dDZ”.

The following points are important
presentation :
1. Identify your audience—Do some I
are they, what do they know and
EmEuE,m of your mc&munm E&

143

: o ‘

_ 2. Write main points of your speech—Write a bullet

speechbefore you actually write the substance. Yo ecd 1 e 1 oo
guide that allows you to naturally flow in a logical progression. The write
sure that you allow for small pauses, questions
tha Jita &%Ewo:..mﬂéﬁ.mbn-g

st

1 carefully. You do not necessarily

u:&mg\ do so without trying too
g a lot.

icing your speech, take note of
| you can introduce some emotion.
he knows how to deliver them.
see that they are peppered liberally
esident’s voice rises znd falls, or
fist, etc. These displays of

o

el B} o

speech in front of a mirror. Get
er, you are not an actor, you are
¢ melodramatic. Your mantra

; comes, walk confidently to the

le while you are being introduced,
ear you, and deliver your awesome
bers spread out through the crowd
n?&. Look them in the eye when

N YOUR PRESENTATION
' iﬁ&uiwuﬁu ﬁnbu in adding more value in your
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1.

Solve a problem instead of peddling programs—People know when
they are being sold to and it makes them uncomfortable. Prospects invest
their time in attending or listening to a presentation because they believe
it will benefit them in some way. They do not attend to hear a thinly
veiled sales presentation. ;

Violating those expectations by promising one thing and delivering
another constitutes a “bait and switch” that quickly turns prospects off,
Prove to them they have made a wise investment by placing your focus
on education instead, and you will find a more receptive audience.
When you can solve a problem or remove some pain, you are positioned

as a resource instead of a vendor. The problem you address should resonate
with the audience's experience. That means you need to do some audience
analysis as you prepare the presentation. Think about:

— What questions does your target market ask most frequently?

_ What three challenges do they regularly face in business?

— What are the top mistakes people in similar situations make?

When you have the opportunity to survey the audience in advance, you

can customize your message even more and give them solutions that are
immediately actionable,

2.

checklists and tip booklets. These serve as resources the audience will use
and keep. They also provide top of mind awareness after the Unmmmnﬂmaﬁ.
One of the pieces 1 circulate includes a four-page resource guide on crea
and using visuals. It contains a step-by-step guide to creating effective vis
examples of different types of charts and an article on how t _
most common errors with PowerPoint presentations. | have seen
offices five years after they received it. You add value th
collaterals when the information hefps the audience
their available time or perform a task more efficiently.

3.

Provide value-based marketing materials—The typical presenter hands
out colorful brochures, slick flyers and glossy postcards about _.EE..»:
and the services he offers. These provide no value to the audience. That
is why these materials have an extremely short shelf life.

Instead, distribute white papers, special reports, published articles,

Get your presentation accredited to count for co
units—Many professional organizations :
to maintain professional desi
develop a presentation Or (
provides value to the mem
demand as a speaker. C

%ﬁzﬁ Value-added Presentation 145

are mandatory and which are electives. Focus on the former so your
course development efforts provide information people must have. Since
most organizations require a certain number of professional R et
hours annually, this can help you develop ongoing repeat business.

4, Offer a complimentary initial consultation for attendee:
are npt quite willing to hire you yet, but will take the next step, an initial
consulta SeTve seful 5, t prov
benefit from atle
members anothe

ces needs—Add resources
s resources, whether through
ations that your audience can
entation. The agdience will use
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and Value-added Presentation

presenting. For small businesses, presentations are part of theiy
marketing and their brand, so providing the audience with value wij
mve them credibility and loyalty. :

Add your contact information—Add your organization's contacy
information on the final slide. This will help your audience contact you
should they have comments and feedback regarding your E..mnnﬂmn._c:w
A typical contact information page will have the contact person's name,
an email mnmﬂnmm. and a phone number. This is particularly important

for small businesses.

QUESTIONS
s.:ﬂ do you mean by mspiring Enmmnﬂ.u:o:w How would you write mﬁ
maaﬁ:u:a:w_ speech? B
How the inspirational presentations are prepared and delivered? Explain.
What is value-added presentation? State the ways by which we can create m
value in our presentations?
Explain the steps in preparing the _:mu:;z::& presentations. Also defi
steps taken for delivering an inspiring presentation.
Definc the meaning of valuc-added presentation. Also discuss |
creating more value in our presentations.
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The Presentation that Builds Trus

148
he saw the diligence and supporting numbers he agreed with my

conclusion. Afterwards, he never questioned any of my work and wag
always satisfied with the results.
HOW TO PREPARE SUCH PRESENTATION?
presentation that builds trust,

In order to prepare a following steps must
be taken : \
1. Analyse the Audience Risk—The first step is to evaluate audience risk
in accepting the presenter’s proposal. In other words, ask yourself, “If

what do they risk?"" All risks are not

my audience accepts what propose,
of financial nature. For example, switching to a new cell phone service

with poor coverage can be inconvenient, buying a technology that
becomes obsolete can cause technical problems. Think about the work
that can happen to an audience that accepts your plan. Then think about
how you can reassure them that this will not happen. -

2. Anticipate the Trust Level—Trust building activity depends upon the
audience's trust level, How many time should you plan on trust building
activity? The answer varies greatly. Hence, plan your presentation after
analysing and anticipating the trust level of your audience.

3, Create Moments o
develop, often months or years. During that time, trust is vnm".ru..wndm

bit through a series of small incidents or “moments of trust” where two
people find or share common values, interests, experiences, mﬂnaw.mwum_m
or feelings. Trust results from the cumulative effect of these “mon
of trust” over time. '
In the context of a 20-minute presentation your nua?.n_n }
the same process as described above into the EEnon fim 10:
This can be done if you plan a series of *“moments of ]
presentation. As in real life, their cumulative effect car
trust, at least as it relates to you and your presentation,
Here are some typical “n.oments of trust,” based on!
have been used in presentations. ;
(i) People Trust What is Familiar—Gene
things which are already known to th
the nonzua if E@ Em».

f Trust—Personal trust between people takes time to

The Presentation that Builds Trust
— 149

trust. Your presentation will among

they will listen to you s_.gceww i ¢ licace s
Josh Gorden said that he was selling a new technology, a Webrast,
3 audience of technophobes. He uaE&ueE aﬁn “Do not r”_E.N by
___ the technology. Believe it or not, you nwns%g &u_ﬁ a Webcast.” In h
way he created a moment of frust among En
; (ii) People Trust What They Under
) have some aspects u_BE s&ﬁ. uaaﬂ E R
.nmu _.mﬂc§ Enun
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b The Presentation that Builds Tryst
At The Presentation that Builds Trust
If you give competitive options a fair shake (perhaps over aless important guarantee, think aby sssure resdts, 2
aspect), it can carn a moment of trust, , . ey about what you can
{iv) People Trust What Feels Real—Jerry White, SE&:%.. of the “ R “ ”n.n -
Landmine Survivors Network, bas the challenge of making the threar 4 ow TO DELIVER TRU PRESENTATION
of landmines seem real to people without turning them off with S | S 8
od one presentation by telling A presenter giving the presentation
| ion that builds rrust must consider
: e

stories of blood and gore. White start .
he personally was a victim of a landmine following points :

the audience that before .
attack he, like his audience, had no idea what a landmine evenlooked 1. Make a Good first St -
like. After explaining how a landmine works, he passed a sample | presentation, they have to trust ou E.!ﬂugﬁl can trust your
landmine through the audience to make his description very tangible evaluate vour irastwosthiness L ey your audience wil

Advisor Associates, says that !E!mo_ ; nlu_ o lﬂi‘lﬁ

and his point very real.
If you can find a way to make the point you are advocating seem very:

real to your audience, you can earn a moment of trust.
(v) People Trust What They Personally Experience—]John Torrey, now
director of NAFTA (North America Free Trade Azzcenent) Affairs at
Yellow Transportation, took on a big challenge years ago while
working at a large media company. He was assigned to get sales-
people from different departments to cooperate on joint sales pro-
posals. Up until then, there had been no communication between 1ho AL . alme : :
these departments, so salespeople were skeptical about joint sales | 2SSENCE ¢ isto. the stmilanties between you and
proposals because they thought they did not have clients in com- ] i : ; ] SR AL
mon with other departments. Torrey was given a speaking slot at a
companywide sales meeting to change that perception.
Torrey began his presentation with an exercise. He asked everyone in
the audience to turn around in their seat and find someone from a different
department with whom to pair up. Then he asked these pairs to talk an
if they or their departments had any clients in common. For the next
minutes, conversation buzzed through the auditorium. When
for a show of hands to see how many had found accounts in comn
two-thirds of the hands went up. After that, no salesperson co
Torrey's program. They had all experienced finding mutu
1f you can get your audience to experience part o
you can earn a moment of trust. o
(vi) People Trust What Can Be Proven- -Said Hen:

already decided if they can trust you or not. Adds *After
you have the next 19 wngsggg E‘..h

it, and it is easier to confirm than disprove
In other studies e subjects reviewe

respondents consist b

who most looke

way of thinking or doing, however 1 ( age U ove of the

proof” If you can find ways to pr ‘ V) A ._ anger or passion.

presentation, you will ear : It they will trust you mor
(vii)People Trust Whai luct or option CORH" _ . ‘our shoes are well cared for

with a guarantee,
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The Presentation that Bullds Tryg,

4. Prove your Trustworthi

ness—Every audience evaluate .

trustworthiness of a presenter. The audiences (not every audience) iryg

presenters only if
(i) You do not trash your com

a competitor.
(i) You have experience in their industry—You can find someone g

say “"How can we trust you unless you understand our industry.”
{iii) You do not waste our time—Audiences want to make sure that yoy
respect their time.
Often your audience does not kn

petition—You should avoid talking aboyy

ow themselves how they evaluate trust,

they just do it. However, audience will trust you if

6.

You will fight for your option with passion

Your shoes are well cared for and polished

You are extremely well prepared

They like you personally

You carry an expensive pen (Mont Blanc preferred)

There are m

"

Selling Power magazine, says many
they believe they are entitled to a greal recep
becomes an entitlement issue because you
for a plane ticket, and prepared a PowerPoint presen

have made that up-Front investment, the feeling is that you are entitled
to the meeting running on time, to all the members of your audience

showing up, 1o everybody paying attention, and to ev
interested. If you feel entitled to all of those things and Ul
happen, you can get disappointed or frustrated. That can le
in a negative, resentful, sulking attitude that Kills your pre:
my view, that kills more ﬁ_.mmnnnmaoum than ans T
watch your Self-interest—Rob Galford, pres
Associates, has a formula he uses 10 € uate a
It begins with three familiar elen
intimacy— that, taken together,

then advocates that the collectiv
your audience is decreased and di
your audience sees inyou.

any ways to evaluate trust. If you listen and watch your
audience closely, they will tell you what you need to know. Bette Davis, the

famous Hollywood actress from the 1930s
who asks for white wine. It means rhey're phonies. _
5. Do not Expect Great Reception—Gerhardt Schwanitner, publisher of
presenters lose audience trust because
tion. Schwanter says: ‘It
have invested the time, paid
tation. After you

. said, “Never, never trust anyone

{he Presentation tha
Galford's trust formula; :
Your self- e
Self-interest, when it sh ger

olements of —Em:#mw you
CONCLUSION B

When an auc
skeptical looks g
become more &
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tion that O _
% fers a Solution 155

A A problem well stated is a problem hal
engineer, inventor; 1876—1958) fifaived=Chartes Kettmrtng (V5.
k| It’s so much easier to suggest solutions wh

ns wnen know muc,
hout the problem.—Malcolm Forbes Eh..u&wﬁwwm “M_”Sﬂ ! 191 Eaﬁ y h

CHAPTER EIGHTEEN . -
Presentation tha | HOW TO PREPARE A PRESENTATION THAT OFFERS SOLUTION?
Offers a Solution | rollowing steps musthe catey fou 6 vl N Batter

i 1. Identify the Problem—For individuals, talking about probl

! embarrassing. For organizations, admiti i prd ' that .ﬂu.un

| public can mean trouble, if competitor: ; talk about them fo mutual

' .m customers. Michel Proulx, vice presider _ RN
The real art of conversation is not only to say the right thing in the | Miranda Technologies, says, “You ' i at
right place, but to leave unsaid the wrong thing at the tempting 1 your problem?’ That never works.
moment. : While there is a natural resis
_Dorothy Nevill, Writer
space. “They will easily forg

A solution-based presentation demonstrates a working relationship with _
your audience during the presentation process. Every audience that chooses
a solution is also choosing a relationship with a solution provider. However,

problem solvers are not chosen solely for their ability to find solutions.

The best way to become the problem solver of choice is to get inside
your audience’s problem and develop a plan that nails the ﬁnoEmB.n@E,
Then you can say, “Okay this is the plan, we came up with it using your

input and it's everything you need. If you hire us to implement this it will
get done right, or you can take a chance with someone else.” [

Selling a solution is often about diagnosing a problem for which ¥ cn

then provide an answer. Many times you can do this by being an outside
source of expertise that raises awareness {0 an opportunity. As Alber
said, “Problems cannot be solved at the same level of awareness ;
them.' :
Most of the solutions you have sold are for problems
not know they had. If you wait around for organiz

a problem and call you, you will be waiting a long t
opportunity to solve latent or future E.OEE hat
been clearly identified.

Riddhi Vijay



presentation that Offers a mc_lz.m.mw presentation that Offers a Solution
157

156

4.

you will limit the solutions you can offer.
your audience’s situation

3.

o

1B

personal computer.
calling a company with Micro
looking to be a player in the pers!

il exchange, where you ask questions : *y mind. Gates conducted
3 h great success; Gi g.sm._:. dccordingly in his firs
with g cess; Gary Kindall did not, { meeting with (BM

e A back-and:forth ¢-ma
e Ashortvisitata trade show booth ;
e Using a secretary as intermediary, where questions are shuttleq ¢, Prepare an Initial Presentation—It is aly

 petween you and the boss. : solution than to construct one ?Muwmﬁ_nw_aﬂ (OTEReEiaa _
Look for & m&:;calﬁanum your conversation about your audienceg. provides a sounding board by off m scralch. An indtial presentation
situation, you should be looking for a _u:&_ma to solve. But do not limit | solutions always req e nEEnunﬂ_n a solution as a work in
yourself to just overt problems. As you hear about your audiences the details is to present EE Eﬁnﬁ.&:— the best way to flesh out
situation, listen for opportunities 0 problem-solve in any area you can | your initial, exploratory ncnéu.m.%mn how your audience r pe
play a part in. Besides overt problems, consider o three scenarios, described caga .E,-..EQE your audience’s nﬂ..
A way o accelerate growth (i) A Single Solution ! el can ion,
A way to Transition to a new technology or system i present it. D Qﬁ_ﬁw&w. 2
Jmprovement in possibilities i _ approach to doing S
A way to improve efficiency step by step through t
A way to bring in more customiers or new business
A way to help with cash flow ;
A way to become more competitive
A way to prevent a future problem Yo
A way to save money immediately or OVer tme
If you are just looking for “problems” in the narrow sense of the wor

ur audience has not considered

Make Assumptions—Once you know about
you can start to combine it with xnowledge of your capabilities and look

for matches. Here is where you have to make assumptions. For example,

while selling ad space, {f I discover a company that has picked up a} ew,
aggressive competitor I will make the assumption that they want
increase ad new threat.

expenditures 10 fend off the
Try filling in these blanks to start thinkin i
mrm"

If they are going to - S R
they will need - o=

——————

e e i

they willneed - ————=--—
To stay competitive when o e - e .
Egiﬁﬂnmm-llt ||||||| — el \» :

Assumptions can be powerful to0
M first contacted Bill Gates, the did no 0 :
But Gates made £ towner, d : u just focus on their
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158 presentation that Offers a Solutigy, presentation that Offers a Solution

ol —0n Jas

particulars, they will start to pipe up. They will agree with some of yoy, a part of one solution and mixes fr with _ 159
observations and disagree with others, solution that Is unique to thets. somn guaiguuﬁi-n'-_
Once I have them talking about their situation, i work in some questiopg, pany's needs.

People like to talk about themselves and their situation, and by asking mHmlmuwfm._.mv PRESENTATION ?

questions I give them the chance t0 do so. I ask: Followin
® How do you think your situation will change? 1. Get Um&mmwﬁw””“ﬁuhzs _u_._ﬁ-wunn_.n .
e How hay it changed? probe for more anmncnnnan The goal of the initial presentation is 1o
e What problems do you have now? _ vou did your roEnsﬂw._mwnnﬂnﬁu.. nonstrate your capabilities, show that
e What problems do you anticipate? ] solution that becomes your Eﬂa tivate your sudience (o heip shape a
e Who are your competitors? In vour initi et S R ¢
® How is business? E.nmm:ﬂma.ou, EM_.HMH.MMMNMW anﬂ. Eﬁiﬂg Is as important as your
I do all this without bringing up my product or any solution. If my | every detail about their EEquﬁnnﬁ_ 08 expect you to get right away

audience asks for a product detail, I respond quickly but then steer the —ith them. Problent mognnmu o0 [ e ' a rapport

discussion right back to their situation. Other salespeople I have worked | relationship you ¢ “fer is as @ .

with hate this. They want to jump in and give their product pitch at the first 1 The initial u_.mmmnsm on E...._ _

sign of opportunity to close business. I find that the moment when relationship. They will ma “fry on” that

salespeople are typically trained to start closing is often the same moment They will see, in real 4

when the consultative part of the dialogue begins to emerge. _ analysis, or insight to
By returning to focus on my audience's situation I always get a Ewmﬂ.m . is totally on target, maw

picture of their business. Selling solutions is not about catching a fish quickly | audience has not he
so you can move on to catch the next fish. Solution selling is about
understanding the bigger picture so you can fit your product or option into
a larger solution. Keeping the dialogue on your customer's situation longer
will help you catch a much, much bigger fish. y
Then, you will start to see opportunities to apply your capabilities. If §
you come up with a solution in real time that solves a problem for the first
time, there is great magic and theater in it. Your audience will find instant
ownership of a solution that emerges from these conversations.
8. Prepare a Summary of Number of Problems—Gary says that after [
have been presenting solutions in an industry for several years, ] gene
have a laptop full of presentations that describe different solutions.
audiences have used. I use these presentations as base for new cust
in the following way: I will pick the five solutions I anticipate
audience might like best. Then I tell that audience that [ have fiv
presentations of solutions on my laptop and that 1 am
them a four minute summary of each, then show them
of the solution in which they are most intere
approach dozens of times and have never actu }
audiences the presentations on m

Riddhi Vijay
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- presentation that Offers a Solution

=k ? = s

5| ALk Audience to Describe Situation=Proplx-advises (hat when yuy <3
feread cantext, go o thewhite-board and ask your audience 1o describe,

exactly what their situationis. A it temporary defeat and ask for help, : :
Later. if you have a library af presentations on your 1aptop. you can 3§ CHAPTER NINETEEN

regroup, pick the one most appropriate, and get on with the show. E | P == o
| | Presentation that

Defi ion that offers solution. Discuss step-by-step pre Tl —nﬁﬂm-mﬂﬁ.ﬂ@ : PaVal Tt b WA
Define the presentation that offer . Discuss D preparation. S | ecision-Ma

How the solution presentations are prepared? Explain. 3 : R T WY T

How would you prepare initial presentation that offcrs a solution? 3

Describe the steps that are raken to present a presentation to solve the problem,

\hat is solution prescntation? How the initial presentation is prepared?

1=
2.
3

b -

w
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162 Presentation that Facilitates Onn_m_as.zr-rka_- presentation that Facilitates Decision-Maj
163

‘e clearly you define thy, Create a vision of
as a result of the presentation. The more ¢ 5. . success—Having
%a.%:é the results will be better. As with all objectives, it should b, thing o do 18 to paint a picture of H”.E..E _” ﬂﬁt” arez the next
quantifiable and measurable, sa that you can tell if and when you haye The more realistic you can make this vision the better. it ..EBEE.__F .
achieved it. | «Enseﬂs_gﬁsgg.ﬁ.ﬁag&::g.“
It is best if the objective can be fulfilled and measured shortly m._:m_. the that it is what they would like to happen,
end of the presentation. In the corporate world a sales presentation may 6. Summary of benefits— Having covered all the detail of the presentarion

have an objective of selling the product or service, but this is rarely a gogq

objective as the sale will usually happen weeks or even months after the

initial presentation. You want to have an objective that will happen in the
short term.

2. Know your audience—Now think about your audience. Who are they?
Why are they coming to listen? What are they interested in? What leve]
of knowledge do they already have? What problems do the face? Do they
recognise this as a problem? What do they hope to gain from the
presentation? Why should they want or need to help you achieve your
objective?

The more you know about your audience the better, because an effective
business presentation is rarely just about what you think or about what you
want to happen. Effective presentations always see things from the audience
viewpoint. They are about what the audience wants/needs to hear not about
what you have to say. .
3. List everything you want—List everything you want to talk about. Some

people use mind mapping techniques, others will list brainstorm and

some people just know what it is they want to say. However you do it
have a list of the topics and sub-topics of your talk. Try to identify three
main topics or themes. The human brain copes with things in threes
better than it does with lists of six or eight, and in most presentations
you will only be able to get across three main points. .

points for

Using PowerPoint you can quickly and easily create bullet
ach topic and sub-topic and it is easy to re-order and cut and p:
eware, [ am not suggesting you create your visual a&ﬁrhﬁm
sftware to help organise your thoughts!

Outline a problem—People will rarely spend time or

if they do not believe there is a problem wit
not broke do not fixit" carries a lot of wei
change is required you need to highlight

Again this is where your audienc
understanding of the proble;
realise that they are facing

emel e old adage “tell them what you
o1l them, tell them, what you told them", this is where you

Riddhi Vijay

12



164 presentation that Facilitates Decision-Makj

11. State call to action—The final part of your presentation, after any
questions have been answered, must be (o state the call to action, which
s.E enforce the objective of your presentation, This is your last chance
1o influence the actions of your audience after they leave your
presentation so you must ensure that the leave with one clear aim jn
mind, which is of course to fulfil your objective for the presentation,

STEP-BY-STEP PRESENTATION

Following steps must be taken for making a decision-making

presentation

1. Organise information concisely—Organize information as concisely as
possible. This means providing an overview or summary sheet at the top
of your materials, which lets board members grasp the new idea and
thrust of your presentation in a single brief reading.

Customize the full outline to fit the details of your approach. With a
one-page summary and a two-page outline, you have provided board members
with a complete overview of the problem, your research and your suggested
solutions. Materials that follow can expand on topics in the order of your
summary. This lets readers grasp the full idea in a brief reading and will also
help organize your presentation to fit the time allocated by the board. If
given a few minutes, review the summary; with a longer time, review the
outline. With lots of time, you are prepared to deal with specific issues in

detail. This shows both your ability to work cooperatively and your respect

for other business the board needs to conduct. ,

2. Present ideas in different forms—Present ideas in a variety of forms.
Public speaking coach Patricia Fripp observes that some people remember
what they hear, but most people remember what they see, If your idea
involves resource reallocation, additional staff or improver .
share, consider presenting this information with gra
diagrams. Software such as Microsoft PowerPoint or the
programs present graphic irformation in polished foi

support for graphics, so that audiences can
later. girl
Answer the questions—Anticipate and
presentation materials. Provide cos

or other data to support the project
anticipating questions is ver;
attack. Avoid defensive strate
think the idea wo
objections,

1hay been victim to this approach
er haying been subjected to many
et or service must be adapted to each person;
cific points that are unique to that particular

NESTR i)

Riddhi Vijay

13



Presentation that Facilitates Decision-Makir

166

customer. If you use PowerPoint, place the company's 1080 on your slides
and .%wa.% how the key slides relate to then-situation. Show exactly how
your .u—d@uﬁ. or service solves their specific problem. d&m Emmsm that it's
critical to ask your prospect probing questions before you start talking about

2 . between your Eo.....zn-\ma_.&nm and the prospect—
ospective client, I prepared a sample of the

In a presentation to a pr :
product they would evenrually use in their progran. After a preliminary
discussion, I handed my prospect the item his team would be using -

instead of telling him about the item, I placed it in his hands. He could
then see exactly what the finished product would look like and examine
it in detail. He was able to ask questions and sce how his team would

use it in their environment.
Also, remember to discuss the benelits of your products, not the features,

Tell your customer what they will get by using your produect versus your A

~ competitors. :
3. Get to the point—Today's business people are far too busy to listen to
long-winded discussions. Know what your key points are and learn how

to make them quickly. I remember talking to a sales person who rambled

at great length about his product. After viewing his product and learning
how much it would cost I was prepared to move ahead with my purchase,

Unfortunately, he continued talking and he almost talked himself out of

the sale. Make sure you know what key points you want to discuss and
practice verbalizing them before you meet with your prospect.
4. Be animated—The majority of sales presentations 1 have heard have

been boring and unimaginative. If you really want to stand out from the

crowd make sure you demonstrate enthusiasm and energy. Use voice

effectively and vary your modulation. A common mistake ma when

people talk about a product they are very familiar
monotone -causing the other person to quickly lost
presentation,

As a professional speaker, I E@m ht al
and dynamic — I soon learned that m

5. Use showmans|

vending sales pers

¥

of saying someth
What can you do to

Riddhi Vijay
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CHAPTER TWENTY
Presentation
Aids

vIf I had only sixty seconds on the stage, what would 1

“Ask yourself, . =
absolutely have to say 1o get my message across.
—Jeff Dewar

MEANING OF PRESENTATION AIDS

Presentation aids are, strictly,

process. They are not a crut
something that we feel we must use all the Him e
Presentation aids are something that the presenter or trainer can use,

with or without words,
are things that the participants can see. kesearch has in | that
average participant will remember only about 20 per cent vhat they’
and that they remember between 50 per cent and 80 per cent
both hear and see. When we listen, our mind appears t
about what it remembers. It seems o pic y :
interested in and ignores the rest of the information.
However, if we combine some form of visual

to reinforce keywords in the mind. We mus
this can increase the participants' powe
cent.

If the presentation aids are us

adds to your presentation or to thelearning
ch for the presenter or instructor to lean on, or

which facilitate the students' learning. Visual aids !

centation Aids

ps 169
mnters to assist as they tol ety

unnmﬁ:uwm €Y too can 'read’ what has 1
Py would combine the session notes with the pr cannﬂ“qa. (Obviously
whole ﬁmﬁpﬂﬂn.u alds to get the

presentation aids can also create intere

‘ st in the sub

—:.mmmb:w..n properly they should n.m._n._uu the ﬂm.—.ﬂnnﬂm”””mhmﬂ”—.mﬂh_gﬂ m_nnu i
them into a learning frame of mind. What we do need 0 be aw i
not to become a facilitator of presentation aids. If people onﬂmﬁnv
arning anything. Be wise and be

ignnes
1o watch the show En%ﬁno&mw—u‘ won't be

gelective.

When you use presentation aids, make sure that all sartict
can see, hear, touch, smell or taste whatever it is you want them to n
: nchmmﬁwbﬁ mm_@w. trainers use a variety of presentation zids

Riddhi Vijay
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Presentation Ajqg

The averhead projector is 3 very useful training aid
When using an overhead projector; all presenters should check whether:
e the room is too light
e the projector is in focus
o the transparency is the right way round
o the lettering is large enough

e everyone can see the screen

e you need a pointer
e you have a sheet of paper for revealing bits at a time

e a spare globe is available.
If you move the overhea
need to refocus it if you place it1i

[

TIPS FOR USING AN OVERHEAD PROJECTOR AND T
e Check the focus before the presentation starts.
e When placing the overhead transparency the p
right way up so that you can read it while looki
Place the transparency squarely on th
e Ensure the projector is level so that
optimum level.

Don't switch the projector o
Keep eye contact with the ¢
Turn the projector off wh
Use a pointer on the transpa
Mask sections of the transpar

presentation Aids

171

Don'Meave the projector e

Have all of your transparencie inn_saﬂ.%saﬂﬁ&ﬂ periods.
Let the projector cool down before movns. "

Have a spare globe handy (some machines have s
and can be operated.from a switch og have spare globes bult in

Riddhi Vijay
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172 l.\\\.\.l.\.\\\.\.\\\l
5 are the same as the g

1o videos we purchas _ .
Eum—%“m nomwwm_ e nﬂ% films we purchase OF hire. ._,._:.. maésamma
having them on video tape though is that we have a much smaller package
10 carry arounc and, more importantly, we can usually us¢ them in a lighted
situation. This allows the participants {0 make notes if they wish to.

Using the video camera is possibly one of the most enlightening
experiences your participants can have. When you tell Sﬁsgm_m that they
fiddle with their pens too much when they arc counselling someone and
they don't really believe you, all you now have to do is replay the tape and
Jet them see for themselves.

‘When using the yideo camera and player there ar
consider. Listed below ar€ the ones that the new Pres

e Preview recorded tapes before the session.

e Use only one ﬁne.m.ncamm tape for the gession.

o Ensure you have enough power outlets.

e Make sure all the participants can s€e the screen.
e Make sure there is a minimum of reflection on the screen during

playback.
e Rewind all tapes when finished.
e ‘Turn the monitor off when not in use.
o Keep the lens cap on the camera when not in use.
e Don't zoom or pan too much with the camera.
-ﬂénoamﬁgm non-verbal signs of the role-players.

e Allow time for the tapes to be reviewed by the group.

e Be thoroughly familiar with the equipment.
e Try to have spares standing by (just in case).

e a number of things to
cnter must be awareof:

e

If you intend using

presentation Alds
173

Films used to be very popular
| wit
Emc_n_mam.inﬁgm—ﬁmn i r_ _E.EM.-. As the result of problems
heavy projectors around, we now o i om class 1o dass and carrying
| ds_:w millimetre film can be an extremely eff WAk ¥idoss.

N mally, these films are narrated by a well-known sctiee iy 46

EEnhnEwnnam%_»Emig personality or an expert
Projectors for 16 millimetre film aren't easy t

or an assistant must enter the training room well .F!m up and the presenter

for the screening. ng room well before the session to prepare
To use a film proj

mm.ci_.mgu these are |
o - houl

Riddhi Vijay
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174 Enmmuﬁngmm
mounted on portable wheeled frames, whjy,
aining room. This portability makes it 5,
mnamngm most organisations, They can
rmanent fixture or set up on a portab|s

Whiteboards are generally
allows us to have a portable tr
attractive proposition for the mana
also be mounted on walls as a pe

As with the use of most presentation aids,

to remember when using the whiteboard:
Have the whiteboard ﬁom_aoumn so that everyone can see it.
Write large enough for everyone to see it.

Write legibly (if you can't, practise).

Put the cap on the marker when you Ye not using it (they dry out very
quickly).

Use a variety of colours.

Use the eraser provided to erase with.

Plan your board layout before you start writing.

Don't put too much on the board.

Never talk to the board. Write, then turn and talk.

Practise drawing straight lines, circles and letters on the whiteboard

as ofren as possible.

frame.
there are a number of ::.bmw

‘e If you use the whiteboard as a projection screen, make sure that the
reflection off the screen is not directed at anyone in the group. ﬁgnw_

the back of the screen, it may have a matt projection finish.)

e Don't bang the tip of the whiteboard marker on the board, it pushes -

the tip back into the casing and makes it useless.

CHALKBOARDS

Em-nuﬁnon Alds

175
Chalkboards are not a very common
The principle here is to have MQE?&EM@M..W e s ..89.::&95 i
using a piece of chalk, Gone are the days of uuhunmsgﬁnun -
as we can now purchase dustless and squeakless Gm_.rn_w i
1 There are a few tricks you can use with a «
i detailed below:
Plan 3 ._BE. Hmwoﬁ_c&ﬁn you start w

Riddhi Vijay
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176 - Fresentation Aigy presentation Aids
_ . C BOARDS 17
e  eeur of steel, The boad e ——
o of steel. The hp : :
Magnetic _ugn_nm are Fmﬂ.ﬁ.ﬁw. a painted $ .mm ; unna.. Handouts are an ideal presentation aid
(hcmselves are not magneti bul the things We stick &4 mﬁm_ gyt | give your handouts to the participants at _Eum__nn_uaunﬁ e Oen sz, Dov)
you have a series of diagrams that you gy to preacl, .8 malter oy you want them 10 read the notes right away. If you w 9640 st i
sticking magnets on the back of your diagreriy Ewnum; ¢ the ones y work through the notes with you, tell tk ﬁqﬂwﬁhﬂ the participants to
are ideal and can now be purchageq for the handouts to be given at Euﬂ._a.u# _ .Enu. em oul. It is common

efrigerator doors
find that your whiteboard is also a magnetjc

use to hold notes on t
quite casily. Sometimes you may

board.

ﬂng%bﬂaa.&ﬁ%%Q%%aﬁg

CHARTS AND POSTERS

Prepared flip charts or posters can he used effectively. With prepared
Flip charts you may have a lot of standard information that would take
long to Write up on a board. With posters you may find that there is somethi
printed that directly relates to the specified subject. When you are finish
using these items, remove them before they become a distraction | ;

group.

1 listen to a tape recording, but
n aid effectively. It doesn't

Riddhi Vijay
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178 : :
) e . ing it for so
s tapelof samenns speaking What SROU BERE 51 0und
gﬁﬁﬁ&ﬂwﬂnﬁ% If we are 1o give a presentation on Tchatkovsky,
bl (heruaps 1 oulg be used =5 dn pUOMUEHOn)

SLIDES

. Slide presentations can be kept up to date easily, or varied for different groups

A slide presentation can be used as an exc
Slides are easy to plan and keep up to d
room with a slide show, keep it brief. It
presentation. A recorded sound tape is use
series of slides. This allows the presenter to plug in, push the butt
enjoy the presentation or pass additional comments over the to
narrator. The slide/tape presentation
prepare and to playback.

ESSENTIALS FOR GOOD VISUAL AIDS

1. They need to be simple and easy to unders nd
2. They need to be brief aind concise. : _
3. They need to stress essential point
4. They need to be the correct size

5. They need to be interesting,
6. They should have the right colour

ellent break from the routine.

ate but as you do need a darkened
‘s also possible to use a slide/tape
d and is synchronised with a

does require special equipment t0

presentation Alds :
s H PR
*ADVANTAGES AND DISADVANTAGES OF PRESENTATION AIDS

Let's look briefly at some of the :
presentation aids discussed. advantages and disadvantages of the

OVERHEAD PROJECTOR

Advantages: L. Lets the speaker face .&ng!lg
2. Instant placement or removal of information

3. May be used in normal fighting conditions

Disadvantages: L. Costly to purchas A
2. Bulky to transpor
3. Requires extra prej

FILMS
Advantages:

Riddhi Vijay
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WHITEBOARDS

Advantages: 1. Generally portable V.

e 2. Consumables €3sy to obtain :
3. Canusea variety of colours

Disadvantages: L. Expensive (0 uﬁnum%._ _

2. Pens dry out quickly ae

3. slippery to write on (unless practised) -

_FELTBOARDS
Advantages: 1. Inexpensive to make
2. Easy to make portable
3, Can use existing artwork and can be reused
Disadvantages: 1. Nor common
off hoard

2. Wind can blow artwork
3, Some people think they are for children

MAGNETIC BOARDS

1. Relatively inexpensive

2. Able to use existing artwork and can be reused
3. Can improvise if needed (use a filing cabinet)

Disadvantages: 1. Not common
2. Magnets lose their magnetism

3, Some people think they are for children

Advantages: °*

CHARTS AND POSTERS

Advantages: 1. Improved colour and quality
2. Easy to carry around
3. Allows material to be pr

Disadvantages: 1. Tend to damage nmaE__ﬁ
2. May become a distraction
3. May require a lot of pre

HANDOUTS

Advantages:

presentation Aids

RO _ 181
pisadvantages: 1. May require a lot of prework % :
2. Can be a distraction if not timed properly

~ 3. May contradict what the speaker is saying

TAPE RECORDERS

Riddhi Vijay
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The presenter who [s always looking for new ways to communicate probably uses
presentation aids creatively

Possibly one of the best presentation aids we have is the individual
participant. We haven't discussed the possibility of using our audience
members as a presentation: aid. How do you think, you could use them
effectively?

USING A MICROPHONE

A microphone used correctly can be a great bonus to someone giving a
presentation to a large group of people. But one used badly can be a disaster.
A microphone is no guarantee of audibility. Think about the times you
have spent standing at railway stations trying to understand what's being
said through the dozens of speakers all linked together. Was that your tra
they just called or were they trying to find a missing child?
Faulty adjustment, weak batteries and poor use
unbearable. They can also get knocked over
cables. The microphone that slides slowly down
to bend over it ever lower and lower is well k
Most people have a fear of using mic
in giving s presentation when only half
When installed and used cor
valuable resource for m.mmawr
large group of people.

i

H

e =
presentation Aids

183

- microphone gives much more freedom of movement. It is
stand, and has no cable coming fromit,
your lapel, tie, shirt or dress. It allows
suit your own style. If you talk
feel comfortable using a hand-
er to use a standard-type unit or

d a lot while giving your presentations, a
ably won't suit you. You would probably prefer
d-held unit or a lapel microphone. If possible, youneed .
ch e which ¢ our style best.
bhone you are using, make certain
ition if you can. Sometimes this
metimes yours.
Iping you. Ask the other person to
hone with his or her usual voice
1need to do while walking around
em, and select the best place for the
PO ed, it it is fixed on a stand. Listen for any dead
W eakers if there are two or more being used. Also listen tor
yack. Feedback is the squealing noise given when the microphone

Riddhi Vijay
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: i ...Em_ _ﬂ,HH. that has been done,

ﬂ em 0 check.
m mi vwepmm will vary but, as 3

the e.eﬁ_s:m mgan_. pe somewhere between 10
Q.ﬁ?nﬁﬂnﬂnm_ 5 res from your Eaﬁ& You will have tg
neriment with Ew ¢ microphone § should be just below your chin and
uoﬁﬁn slightly upwards. If you ar¢ one of several speakers you probably
won't have the chance of setting it up ﬁﬁ?&q for yourself beforehand, so
make sure you know oW the microphone adjustments work so that you
can alter the mic »hone to suit qoﬁmaﬁ as unobtrusively as possible.
" When testing the. aﬁouream don’t us se the old ‘testing, one, two, three’
the microphone as you would with your presentation, and

approach. Use

actually start Em E.nmmunmaab. Your assistant is then in a great position | to
tell s&ﬁwﬁ. he or . ghe can hear you, and _Buo:ma% Eamnmﬁnn what you're
mmﬁﬂm

TIPS FOR USE

‘Handle Bs_.owaobmm EE care, they are delicate and ax—unumzo.

.H.Emunmn cause anmm.u
e When testing a microphone use your mnn_#

will Jater on.

e When using a fixed or standard-type microphone ke
while giving your presentation. .

e With a fixed microphone have it m&ﬁﬂnn 0 yOur corT
stretch or bend, have it adjusted properly, Find out

before m:.wnum

Riddhi Vijay
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refuses to pay compensation for the dent in
him to pay for the damage, your vehicle’s body. Convinee

time to go till closing time. Persuade her 1o get your chegque encashed

CHAPTER TWENTY ONE
before she leaves.

Situational Presentation
and Getting Ready

w%gbws.unﬁ

intact.
5. Asenior colleague

appreciated in ti

: - Your friend
“It takes one hour of preparation for each minute of presentation 3 nd aud

time."
—Wayne Burgraff

INTRODUCTION

After reading this book you may be still hesitant, and nervous you need
practice and still more practice to be able to come up to an expected level.
Some situations and examples are provided in this chapter which will serve
as good points to begin with.

This chapter, in addition to the above, provides you with a number o___,
checklists that may be appropriate for you as a public speaker. Most of the
material being presented in this chapter is a summary ¢ Q. information ! E..:
has already been presented in previous chapters.

EXAMPLES OF SITUATIONAL PRESENTATION

Following are the eyimples and situations if
devise more and um:unﬁ the art om nm.a tive mﬁ

3. The bank teller is ready to close the counter though there is sl some

Riddhi Vijay
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ou have been assigned to requires help from a senior

13. The new project y
friendly with newcomers. Approach

colleague. He is not known to be

him for help.
14. A friend had borrowed a large amount of money from you six monthg

ago. Now he seems to have forgotten all abour returning it. Raise the |
issue with him.

15. A new recruit in the organization, you realize a senior colleague has
been withholding from you information that you would require tq
accomplish the assigned tasks. Talk with him about it.

16. You have hosted a party in a renowned restaurant, and the food turng

out to be substandard. Talk to the manager about this.

17. A friend has had a death in the family and seems to have withdrawn into
herself. Talk with her to move on in life. >

18. A pure vegetarian, you find a piece of bone in the vegetable Chow Mein
you had ordered at a restaurant. Talk to the manager.

19. A close friend has invited you to a party at his place. However,-you have
an examination the next day, and will be unable to Emwm it. Explain your

position to him.
20. The vegetable vendor at the local market has uunﬁmu% overcharged _

you for your regular supply. Talk to him about it.

21. On a hiking trip, ask for a lift from a passing car on the highway.

22. Lodge, a complaint with the complaint cell of a local department store,
for defective goods. 7

23. The quality of food in the mess is not up to standard. As the uE%Em
mess coordinator, speak with the mess uzuﬁsaa._anmﬁeuh_ ringl
about improvements.

24 Your colleague has asked you for help with a pr
but you will not be able to help her due to lack
wc:.w,msﬁn.

25. There is a party to celebrate the successful
by your team. As the team leader
onnmmmon

!

mv. 7&@23 zﬁc:mr a
medical nwnnw%w

)

S =2 Y
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28, The tailor has messed up the suit you
no extra cost. Y uﬂﬁnﬁnPEEE 10 alter it, at
29, Visualize yourself at-a hill station on a winter
_ m
Eummné of the g&nanamnr orning. Build up an

Riddhi Vijay
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42. Your boss is a coercive type of manager iwc_n,_pamu tlisten to any jdey -
at all. You have some ideas, which when implemented, would definitely
ﬁﬁanma Em,vnonunaﬁz ‘How do you convince your boss 50 that he

implements your ideas? 4

43. You are known to be empathetic and a good listener. Most of your time
in office is spent in listening to the problems of other people. How woulg
you correct this situation so that you have ample time to concentrate g |
'your job?

44. An ambitious project has been assigned to your company. You spring
on the opportunity and take full responsibility for it. Later you realize
that you cannot do full justice to it because of some serious family
‘problem. Your Boss is banking on you to deliver the results and the
..nmmnﬁum in fast %ﬁuownﬂﬁm ‘How would you communicate your mability
to deliver the goods on time?

45. Your boss has given an interview in the newspaper where he has made a
‘complete fool of himself. How do you explain to him that he is in dire
need of a proper public relations officer? :

46. You have a colleague who has an ego problem. He is not receptive to
the ideas of others and tries to impose his viewpoint on the group,

You have to persuade him to act not as a team leader but as a team
member. : .

47. You are a project manager in an IT m—.E. You are
«SE. Eo%mnaﬁ clients. He is demandi

48, nousnnn «sﬁ mﬂﬂnnon Eﬁ
s..E.w

mn:ubw u&n HS F
50. Your client is te

Riddhi Vijay
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CHECKLIST 2

Situational Presentation and QE

SESSION CHECKLIST

SESSION TITLE

SESSION DATES

Are my session notes legible?

Are my session objectives clear?

Do I know who the group is?

Do I have a motivator for the group?
Am 1 building on previous knowledge?
Is the session content the right size?
Do I have the right number of points?
Is the sequence of points logical?
Are the presentation aids relevant?
Are the handouts clear?

Are the presentation aids appropriate?
Are the presentation aids all operational?
Is there plenty of participant activity?
Have I planned to link forward?

Have I included a session summary?

Is my session evaluation suitable?
Have 1 rehearsed my session?

——————
—————
————
—————
————————
——————
————————
—————
——————————
lllllll o
e ———
—————————
———————————
—————————
————— e
——————————

e e g

How many principles used? —R?
—A?
A — M?
—P?
=27
—F
— A?
—M?
-
CHECKLIST 3
THE DAY BEFORE CHECKLIST
COURSE TITLE
COURSE DATES
Is the training room ready?
Do I have extra markets, etc?
Is the equipment set up?

Is the seating arranged as requir
Is all of my equipment

Can everyone see

Am [ still familj
Do I know

s e e e

Riddhi Vijay
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CHECKLIST 7

COMMUNICATION CHECKLIST

COURSE TITLE _ - =

COURSE DATES _

Did I speak to the participants?
Did the participants speak to me?
Did the participants speak to each other?

e e e

. Focus these various desires by working them into three or four wrirten

CHECKLIST 8

NERVES CHECKLIST

COURSE TITLE

COURSE DATES _

Did I breathe deeply?

Did I mentally rehearse before going in?
Did I arrive early?

Did I look professional?

Did I try to anticipate questions?

Did I check all of my equipment?

Did I establish my credibility?

Did [ use my session notes?

Did I motivate the group?
Did I move around?

Did I practise my presentatic
Did I know what |
Did I use the se

e

e

s e e

-
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CHECKLIST 6 = CETTING READY FOR MAKING PRESENTATION
QUESTION AND ANSWER CHECKLIST == In summary, following points must be considered while making a
COURSE TITLE e ] i E.amnus._._onu :
COURSE DATES _____-—— oo 1. The funneling process simplifies the presentation process because
——— = information is funneled down through the following steps:
R I
w“ w Hmmﬁ“.mm w_“_n%mﬂw TR e e L A. Determine the action you want your audience fo take. You will be
‘Do I practise the correct response?  —emmem—eeeee trying to change an attitude and impart some knowledge 1o your
Do I use eye contact to involve the group? st i 3G listeners. .
Do I repeat the question so it is heard? e Define your audience. Know your audience well by understanding
Do I repeat the mwwwzou for clarification? ~  —emceeeeo -~ mp,_m mEHW. _.Boiwnnmu and attitudes. Everyone in your audience is a
Do I listen carefully? R uman being and wants to belong, be respected, be liked, be safe, to
Do I allow other participants to answer?  ———ocoeees succeed, to find romance and to be inspired.
" Brainstorm to determine your needs, your audience’s needs and any
third-party needs.

your presentation. For
i E der of importance,

28
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E Keep your pace fast and your ideas simple.

F. Identify and secure the best tools your budget will allow.

G. Brainstorm and review your material with other developers if possible,

5. Effective rehearsal means making the best of your preparation time to
become comfortable, relaxed and in control, both mentally and physically.
It also means anticipating and avoiding troubles before they happen.

6. Walk through each step of your presentation, imagine your successful
introduction of each step and point, and g0 through to the end each
rime.

> Write three to seven key phrases on each 3X5 card. Organize the cards
in the chronology of your presentation. This allows you to form a mental
picture of the cards. Practice as often and in front of as many as you can.

8. Use video tape if you can. Note how well the words and transition flows,
how comfortable you appear with the materials, your posture,
pronunciation and word speed and how you can make it all better.

9. Rehearse with the equipment you will use (flip chart, overheads, etc.).

10. Before the presentation, try to get into the actual room to get acquainted
with it.

11. Nervousness comes from the fear of the unknown. Clarify the sources
of your nervousness and you can conauer it. The following are steps to
go from nervous to natural:

A. Know what you're talking about. Be prepared.

B. Be yourself. Don't try to be someone you're not.

C. Psyche yourself up - use positive self-talk. You
wants you to succeed.

D. Work with your body’s physical reaction to nerves (stretch, deep
breathes).

E. Bond with your audience, Keep them on your side. Get there early
and greet your audience. Start off by grabbing their attention. Let
the audience know what's in it for them. Make eye contact with a few
friendly faces. |

12. The first three minutes are different from the rest of your presentation
because your audience’s attention is naturally high. Most audiences spend
the first three minutes sizing up the presenter. You've got just one chance
to make a good first impression, and your first impressions are lasting
impressions. &

13. Show respect and build rapport. Make your audience
their time, show you're prepared. Empathize
as many attendees as possible. _

14. Grab the audience’s attention and run-)
grabber. Know and use the different ty
humorous, pictorial, anecdotal, per

re audience really

1
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u can kill your opening if you apologize, use an unrelared or
riate anccdote, use a long- or slow-moving statement, or start

15. YO
fnapprop

H h.b late, ; . i
¢ words and gestures to get the audience commitmnt 1o

16. Use appropriat

stay involved. 3

17. A few years ago, UCLA did a study and found that the success of a

 public presentation depends about 7 percent on the words that are

actually spoken, about 38 percent on the tone in which it is delivered,

and 55 percent on body lariguage. In other words, about 93% of a good
presentation is something other th. the words the speaker chooses.

18. Make sure your posture is not at odds with your message. Stand up

straight, ook participantsin the eye, be relaxéd, use appropriate gestures,

‘member feels and work to ease

ves you. Create a
> exciling, entertaining,
ud. Less enjoyable
ormal., slow, wordy, showy,

Riddhi Vijay
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27. Alot of little things are really big things, such as eye contact, word choi
body language, appearance, Openness, Thumour, enthusiasm, m b
breaks and activities. 1 Tausic,

28. Quality audiences love conversational, open, accessible, knowledgeable
confident, entertaining, funny, excited to be there, and humility. o

29. Quality audiences hate lecture-oriented, reserved, aloof, a show-off, ;
braggart, dull, rude or insulting, perfunctory (I've done this all bef o5

and arrogance. ore),

remain flexible. Most audiences don't expect much flexibility from
presenters. Surprise them by being the kind of person who can meet
them halfway.

entertainment to wake them up -
the presentation to keep them

business entertainment crowd

30. “No matter how busy you are, you must take time to make the other breaks, and frechies:
person feel important!” Mary Kay Ash. between five and seven
31. Have a conversation with even the largest of groups. Try to talk with .o_nho words E Bumnﬁn
. een 600 and 800 words per

not at, your audience. Use everyday conversational language; avoid big
words. Ask questions inmediately and listen to the answers, Get the
audience involyed, even if it means having them stand and shake each
other's hands. Place nothing between and your audience - avoid lecterns
podiums, and risers when possible, Mingle with aia actually walk T
the audience. Use participants' names whenever possible. Smile, use
humour and tell stories.

32. Avoid words that leave no room for dissent such as always, never,
certainly, at no time, forever, and positively. Instead, use often, usually,
seldom, likely, rarely, once in a while, and most likely. L

33. An offended or alienated audience member is not an inspired one. Avoid
stereotypes. Don't describe people by their looks, age, race, ethnicity, or
clothing. Don't say girl when you mean woman. Try to use examples
that equally employ both genders. Avoid tired old expressions that carry
a negative connotation like old-wives tale. Don't assume certain jobs go
with a certain gender business man, salesman, etc.

34. "“When we do more than we are paid to do, eventually we will be paid
more for what we do."” Zig Ziglar.

35. Become known as a presenter who delivers that little something extra.
Give value - do more than is expected. Know your audiencs vants,
needs and desires. Establish expectations early in the presentation
what the presentation is and isn'L cunnu.ﬁuowwmm Qver-
winning opportunities for your audience. Always holt
reserve, and have several aces in the hole to Urpris: 1

3G. When using name tags, print the first name in 13 “
name smaller. Never misspell a namet _
william, don't call him Will or Bill.

37. There are two levels to creat
A. Level one is those mo S < latn Statistcs: Srank _
moments you createé A . Gl o : o&% M. graphs, examples, comparisons,

i plenty of time to race

g enhanced by:

it, unified, colorful. Usc
pictures, symbols and
ubject matter. i

ur presentation, not replace it.
oints and five words per uoﬁ._ﬂ
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48.

49.

50.
od

51.

o2.

a3.

_you'll keep your audience focused by letting them know
_You will increase your audience’s r ":tex;ﬁoﬁ rate by summs

6. You'll heighten the audience’s interes
. The key to effective summarization

Learn to use Verbal Surveying and Targeted Polling for obtaining honest,
usable audience feedback. Audiences are full of information that 1
help you manage your presentation.
Continually build excitement from one section to the other. |
transitions between all important ideas you present. Use transitio
introduce new ideas or topics. Keep them short and sweet. Sum:
moving on. :

Stick to your schedule but remain flexible.

Give clear concise directions. Break instructions into clear, brie

steps. Anything more than five steps will confuse the audien:
Verbal surveyingis amethod that makes sure the entire room
from the presentation. Cover such topics as your audience
the quality of your content, the pace of the presentation, wk
are being entertained, and whether they are retaining the
being presented.

Targeted polling is where you select a few individuals &
questions throughout the presentation. Take notes on how
to your material.

Managing your audience means seeing things from their p
A confused audience is difficult to manage. When you as
something, make sure you've given them clear directions. B

handler of questions.
been and where they are headed.

what'’s important about what you've told them.

to summarize throughout the dc
discuss them, recap key points, |

points.

_The Vary Important Points

a booklet called a VIP no.
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Riddhi Vijay



