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INCREASE YOUR RESPECT & CREDIBILITY
BY GIVING OUTSTANDING PRESENTATIONS

At work, at home, and in the community, we are making presentations, or speeches, all
the time. What we may not realize is that asking for a raise is a presentation.
Expressing an opinion to the PTA is a presentation. So is talking to the City Council or
the Sunday morning congregation. We can be more effective in these areas by using
simple techniques to organize our thoughts and add punch to our delivery.

One place we see the biggest impact in making professional and powerful presentations
is, of course, at work. The rewards for being a confident and competent speaker are
many. One way to gain visibility in your company is to deliver impressive presentations.
You can make a good impression on supervisor and subordinates alike by being a
skilled communicator. You can earn a position on a desirable high-profile project by
demonstrating your ability to speak. You can even put yourself in a better position for
the next promotion. And in hard times, when it comes down to who to keep and who to
let go, you will be more of an asset to the company if you have superior communication
ability.

This skill is more important than all the others if you are in a leadership position. If you
lead people, you need to communicate good news, bad news and every type of
message in between. The ability to speak clearly and persuasively can make the
difference between your team’s success, and its failure. And that team includes you.

So when it comes to your career, if you want to be successful, becoming a powerful
presenter can be a huge stepping-stone to getting you there. Even when it comes to
everyday life, getting your opinions and ideas heard is a satisfying experience.

The power of being a great communicator has the power to make you great. Apply the
techniques, apply yourself, and reap the rewards.
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YStick to Subjects You’'re Passionate

If there is a golden rule when it comes to giving speeches, this is it. A dull, emotionless
presentation is as much a bore for the audience as it is a failure for the speaker.

Passion can help you overcome nervousness for two reasons. First, when you’re
passionate about your subject, you're probably also very knowledgeable. As a result,
your confidence will soar.

Second, when you speak with passion, your emotion and excitement flow naturally. It's
very easy to forget about your nervousness once you get caught up in your own
excitement.

A
CRC)

% Structure is Your Best Friend

When it comes to speech organization there is one simple rule you should follow without
fail:
Tell them what youdbdre going to t
Tell them what you told them.

It may seem a bit repetitious at first glance, but when used properly, it is a very powerful
technique.

In your introduction let your listeners know what’s coming — tell them what you’re going
to tell them. (Your statement of purpose will help you here.) If you fail to tell them
what’s coming, they'll try to figure it out on their own instead of giving you their full
attention.

In the body of your speech, give them the information you want them to know — tell
them.

Finally, in your conclusion, summarize your main points — tell them what you told them.
Once you experience how powerful this technique is, you will use it every time.

©2005 Eagle Vision Leadership Development Group www.dawnfrail.com

Ak



Presenting With Impact; Ten Secrets to Becoming a Star Presenter 4

¥ Get Their Attention With the First Sentence
You have only once chance to make a good first impression, and according to the latest
set of experts you have about three seconds to make it. You may think that in three

seconds you barely have time to smile and say, “Hello,” let alone make an impression.

However, your first sentence has to grab their attention and make them want to hear
more. You should also make use of vocal variety and visual impact.

Try any one of these popular methods in order to start you off on the right foot:

1 Ask a question 1 Tell a personal story
i1 Give an appropriate quote 1 Give an anecdote
1 Give a startling fact or statistic 1 Say or do something
humourous
1 Demonstrate something 1 Show a unique prop
/ ~_
a9

Y Memorize Your Introduction

For anyone who experiences nervousness when speaking, the time you feel most
nervous is, without a doubt, the first two minutes. Once you get past this point, the rest
of the presentation usually flows smoothly. But first you have to get through the first two
minutes.

Write out your entire introduction word for word, and then commit it to memory.
Introductions are often short and therefore not difficult to memorize. Once you get past
his point, you'll find you have probably calmed down considerably, and you will

ultimately cruise through the remainder of the presentation.

By memorizing your introduction, you’ll be able to fly on “autopilot” right through the
worst part.
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>r Make Eye Contact With as Many People as Possible

People enjoy a presentation and feel good about the speaker when they have
‘connected.” This is that all-important rapport that must be built between speaker and
listener. One of the best ways to accomplish this is by the use of eye contact. The
more people with whom you can make eye contact, the more people will feel connected.

The most important aspect of eye contact is to hold it long enough for the audience to
feel the contact. Eye contact seems much longer to the speaker than it does to the
audience, so it is important to hold eye contact with each person longer than seems
necessary. About three to five seconds is a good average, which is about the length of
a short sentence.

Another way to make eye contact powerful is to combine it with a genuine smile. If you
get a smile in return, or a knowing nod, you’ll know you've been successful in making
contact and building rapport.

¥ Use Visual Aids to Enhance

A common mistake often occurs when using visual aids. The aid — be it an overhead,
flipchart, slides, video, etc. — tends to become the main attraction. In fact, without the
aid, one wonders if there would be any presentation at all.

This is the result of building your speech around your visual aids, instead of using them
properly to emphasize your point. To prevent this from happening to you, develop your
presentation first, then choose the best visual aid to emphasize the point that needs it.

Visual aids should be used for clarification, emphasis, and in some cases, for interest.
But they should be kept to a minimum to ensure they don’t dominate.

Once you’ve made your choice and built it into your presentation, ensure that you show
it only when appropriate. Resist the temptation to have your visuals on display at all
times. This will help to keep the focus where it should be -- on you.
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¥¢ Make Your Ending Memorable

The last impression you leave is just as important as the first impression you make.
Your conclusion has to be effective in summarizing your main points and it must include
your call to action. In order for you to leave a powerful impression, the last thing you
say must be loud, forceful, and commanding. Occasionally people will end on a soft
note, often with a questioning tone. Although this may seem like the natural thing to do,
you rob yourself of a powerful opportunity. If you do decide to end softly, make sure
you have a very solid reason for doing so.

Choose your last sentence carefully. Make certain it says what you want people to
remember — and then be sure to practice it over and over and over. In an attempt to be
loud and forceful, we can sometimes end up yelling at our audience. Ending a speech
this way is not always natural, so be sure to practice until the inflection and emphasis
reflect the best way to make the powerful impression you want to make.

¥¢ Take a Deep Breath

When faced with a stressful situation, our bodies instinctively take over. Often our
breathing becomes very shallow and our lungs don'’t fully inflate with fresh air. As a
result, toxins accumulate and that can contribute to many of the physiological effects
that we often experience when we’re nervous.

In order to get the bad air [toxins] out, we need to put the good air [fresh oxygen] in.
Take a few very deep breaths, and then remain aware of your breathing pattern. In
particular, do this while you’re being introduced. It simply makes you feel better and no
one needs to be any the wiser.

An added benefit to having nice, full lungs is that you will have the air you need to let
you voice carry clearly. You will also have plenty of strength left in your voice to ensure
your sentences don'’t trail off.
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wPause.. Pause.. Pause..

A pause is truly your best friend because it adds power, and that benefits both the
audience, and you.

It benefits you because it gives you time to breathe. It benefits the audience in many
ways. A pause gives the audience time to process your idea, information or opinion. A
pause allows time for laughter or applause to subside so everyone can hear your next
words. A pause can add emotional qualities — like anticipation — to your talk.

The good news about pauses is that you can rarely ever go wrong using them. They
add variety and energy and help to make the presentation more conversational.

The bad news about pauses is that they feel excruciatingly long to the speaker but
tremendously short to the listener. In response to our nervousness we tend rush and
make them even shorter.

Master the art of pausing and you will be well on your way to mastering the art of
presenting.

¥ Smile

Remembering to smile throughout your presentation is very important. Even as you
walk to the front of the room after your introduction, all eyes are on you, judging you.
You can begin to make a good fist impression if you have a nice, big smile. Then keep
smiling throughout your presentation, even as you go back to your seat after your
conclusion. The more you smile, the more professional you appear.

Smiling during your presentation is more important than many people realize. If you
present your information with a frown or solemn face, you are more likely to encounter
criticism or opposition. Unfortunately, however, smiling and talking is easier said than
done for many people. It is something that requires practice, but the payoff is certainly
worth the effort. Even when your subject is of a serious nature, a small smile can make
the world of difference.

¥ P.O.D. [Presentation Outline Design]
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Use this work area to design your next presentation. ﬂ
CRC)

Purpose:

Attention grabbing opening:

Point #1.:

Supporting evidence:

Point #2:

Supporting evidence:

Action-oriented closing:

Visit us at www.DawnFrail.com
Eagle Vision Leadership Development Group
¢ 435 - 75 First Street ¢ Oranaeville ¢ Ontario ¢ L 9W 5B6 ¢ 519.927.1730

©2005 Eagle Vision Leadership Development Group www.dawnfrail.com



