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Preface

“You can speak well if your tongue can deliver the message of your heart.”
– John Ford

 

 

The best of skills and competency levels will not help if one is unable to present or communicate effectively. 

In recent studies conducted in organizations, it was established that more than 60% of an executive’s time was spent in communicating and presenting ideas, and in the case of top-level executives, it even exceeded 80% of the daily working time.

One may have great knowledge of their field, excellent skills and enormous potential, but the world will know about these only if one can properly present themselves along with the qualities they have. The most successful employees are the ones who can communicate well.  People with effective presentation skills know how to speak with confidence, conveying information in a clear, crisp and concise manner. 

Business leaders are often expected to present new ideas, new developments, new innovations, company policies and changes to staff, clients, partners, or even the public.  Lots of money, time, planning, efforts and pressure can go into these presentations.  Therefore organizations are constantly on the lookout for such ones who have strong presentation skills to take the lead on these kinds of projects. People who possess these skills will be more likely to get noticed by their superiors and climb their way up the corporate ladder faster. So whether you are a high-level manager or just an assistant, developing your presentation skills is one sure way to climb up the corporate ladder.

Being a good presenter contributes a lot to individual growth, especially for those in the field of sales and marketing. This is because your presentation skills can help play a vital role in how well you are able to convince your audience. Further, being a good communicator gives you a chance to connect with people, thus enabling you to easily convey your ideas in the meeting room. And most times, it’s your presentation that can actually help bag projects. For businessmen and entrepreneurs, a powerful presentation can mean funding for their startup or convincing stakeholders. For employees and freelancers, a great presentation means retaining a client or securing a new project. But many people think of presentation skills as only the delivery part. However, creating a great presentation requires much more than just public speaking skills. Being able to create and deliver a great presentation is something that most people need to know as it’s an important way to express ideas and persuade audiences.  One example is the understanding of your audience, which is an important trait of a good presenter. You need to be able to research properly, structure your ideas, write the presentation in an orderly flow, add visuals and design elements, and then only you get to present it.

 

Presentation skills are therefore most vital for individual growth as well as the success of an organization on the whole and this book: “Professional Presentation Skills- A Handbook & Quick Reference Guide” will help you do just that, covering all that you would need to prepare and deliver an impactful presentation. You will find that the book has been laid out in a very unique manner, under 20 headings each beginning with a ‘P’ and include subjects such as:


		Why this topic for you?

		Types of presentations

		Objective of a presentation

		Knowing and analyzing Your audience

		Preparing for a presentation 

		Structuring a presentation 

		Overcoming fear and stage fright 

		Keeping your audience interested 

		Using visuals and how every part of YOU communicates!

		What goes into a power point presentation

		Other visual aids and how and when to use them 

		Understanding the behavior pattern and body language of others 

		Managing questions/Crisis/ Dos and Don’ts

		Evaluating yourself …and much more! 



 

I am confident that this little, but powerful book will certainly help equip you or your team with the best of skills to mark your presence and help you move forward and upward, wherever you go.

 

So keep soaring high!

 

 

 

 

 

 

 

 


Purpose

(The Importance of a Professional Presentation, Various Types of Presentations and having an Objective for every Presentation)

 

 

 

So why learn and train in Presentation Skills?

Reaping the rewards of such training

Presentation and speech training will help you in many ways. Just like the realm of athletics that can help you in other areas of life, presentation skills training can do many things for you:


		It can help you grow in self-confidence.

		It can help you overcome fear in other areas.

		It can help you to become more organized or logical in the presentation of your ideas.

		It can help you to be more successful in most fields of endeavor.

		It can help you to remove distractions that hinder others from receiving your messages in day-to-day life.

		It can help you be a better communicator, by getting your message across effectively.

		Likeability comes through interesting communication. 



 

Here are two surveys that convey the importance of this Skill! 

Survey-1

It is interesting to see what came about from a recent study conducted on the top 500 CEO’s worldwide. The survey asked each of these top 500 CEO’s the following question: “If you are to retire or to step down and if you had to look for a person to take your place, what are some of the traits that you would look for in the new CEO?” Well, several different traits came out in that list, but I want to share just the top 3. Any guesses as to what they could be?

Right on to top of the list as number 1, was ‘integrity’. And this should not come as a surprise, as if this ingredient is missing in the top man, you could imagine the state of the rest in the organization. What followed as number 2 was ‘communication and presentation skills’, with ‘Inter-personal skills’ (the ability to get along with others, in a team, or as a team leader etc) ranking as number 3. 

Now just for the purpose of proving a point, assuming all of us have that very first ingredient ‘integrity’, as this is in our blood, then what do you think ranks as number 1, if we are to move integrity out of this survey! You are right! It’s ‘Communication and Presentation Skills! 

Most certainly this is one of the most essential skills, especially as you keep moving up the ladder. The higher you go up, the more crucial this skill becomes. 

 

Survey-2

According to survey findings on ‘Primary factors in Achieving Success’ the following was the outcome:

10. Emotional Maturity                     16%

9. Ambition                                 25%

8. Formal Education                           29%

7. Risk taking attitude                     35%

6. Self-esteem/confidence                     37%

5. Enthusiasm, positive attitude               46%

4. Experience                           50%

3. Integrity                                 54%

2. Intelligence                           64%

1. Communication /Presentation Skills  71%

 

(According to Lamalle Report on Top executives polled as annual incomes in excess of $250,000) 

 

What are the various types of presentations?

Think of a wonderful piece of music! Just as there are different kinds of music, so there are different types of presentations. A good speech or talk no matter how long or short, is just like that. Some are soothing and quiet, some grand, some exciting, but all engage the emotions and intellect, leaving the listener or audience with a feeling of satisfaction. 

There are four principle methods of presentation.

a. Impromptu: An impromptu speech is a speech that is composed on the spur of the moment with no advance preparation (on the spot!)

b. Extemporaneous: An extemporaneous speech is a speech that is not memorized but has been thoroughly prepared and practiced in such a way as to be able to be delivered without the use of notes.

c. Memorized: A memorized speech is a speech that has been written out in full and is memorized word for word. The delivery is a word for word recitation of the text without the use of notes.

d. Manuscript/Outline: Manuscript speaking is when the speaker uses a prepared text or outline to assist him or her in the delivery of the speech. The speech is either read or the main points are read and then expounded.

 

Types of Presentations

a. Informative: conveys or communicates information

b. Sales: Outlines the features, the benefits and /or the value of a product/ service; gives listeners a reason to buy

c. Explanatory or Product Demonstration: Provides an understanding or shows how something works

d. Persuasive: Provides reason to support an idea: convinces the audience to our way of thinking and into taking action 

e. Status Report: Details the progress of a project, a task force or specific task or program

f. Business Plan or Strategy: Details what an organization plans to do next or articulates the company’s goals

 

Having an Objective before you start anything is KEY!

Good Presenters hold the Audience’s attention…But,

Great Presenters inspire the Audience to Act!

 

So the key here is: What do you want the audience to do- what do you want to achieve at the end of your presentation?

The objective helps you stay focused and not drift. It is the desired ‘Outcome’ you want to achieve: Persuasion, Discussion, Buy-in, Feedback or a Sale!

The objective should drive the movement and direction of the presentation and should begin by asking these questions:


		Do I want to Inform, Persuade or Sell?

		Do I want the audience to Understand, Learn or take Action?

		Do I want a Commitment from the Audience?



Think of the Goals as hooks for your Audience- what is that will attract their interest to follow you through the entire presentation.

 

The Objective also helps determine:


		Whether to give the Presentation at all (or using any other mode of communication)

		What to say, when and how to say it

		What the follow-up needs to be

		Possible Questions/ Objections



  

Your objective needs to be 


		Clear 

		Specific

		Measurable

		Achievable in the time available 

		Realistic

		Challenging

		Worthwhile

		Participative



 

 

 

 

 

 

 

 

 

 

 

 

 

 


Projection and Presence-The ‘Prim and Proper’ you!

 

 

 

There are four ways, and only four ways, in which we have contact with the world. 

We are evaluated and classified by these four contacts: 

What we do, 

How we look, 

What we say…and

How we say it.                                             

(According to Dale Carnegie (1888-1955) American Educator)

 

 

Sell yourself before you sell anything else!

A very important part that we would be touching on now is that of how we communicate or the impressions we create even before we could open our mouths.

In a study carried out that I am about to share with you now, you will notice that people place more emphasis on what they SEE rather than on what they HEAR.

So this only tells us that we need to be very careful with our body language and what we are projecting.

According to studies carried out, communication takes place in 3 forms:

Your Words

Your Tone and

Your Body Language.

Where 55% has to do with your BODY LANGUAGE or what others SEE 

7 % has to do with WHAT you say or your words 

Whilst 38% has to do with HOW those words are said, which is your Tone or voice modulation

With people going by what they SEE first rather than what they HEAR, it makes it very important for us to therefore project the RIGHT image upfront. That’s the impression that has been formed-good or bad! If it is good, then very good for you, but if it is bad, then so sad! Because…now you have double work to undo the wrong impression that has already gone into the mind and to now replace it with the right impression. 

They say 90% of lasting impressions are created in the first 90 seconds. That can be really dangerous, but surprisingly that is true! So we have to be very careful, with what are we projecting as soon as someone sees us, because that’s what they will remember.

It is also a reason why we tend to remember a song seen on a television set better than when heard through a radio. The same logic applies at a job interview with your resume and the presentation of it! Then at the interview-the interviewer has made up his mind to a great extent as you walk in, even before you have opened your mouth. Your bio-profile or the interview process is only a confirmation of the decision already made in the mind of the interviewer.  

So as seen, with people going by what they SEE first rather than what they HEAR, it makes it so very important for us to therefore project the RIGHT image upfront. It basically involves Selling Yourself First! 

