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Effective communication is a reflection of your professional identity. If you want to set yourself apart as a leader and open doors to new opportunities, you need to hone your ability to communicate so you influence, persuade and inspire.
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Effective writing is crucial for career success. It’s your voice in the world and the vehicle for your influence. Power in Precision offers practical strategies to refine your writing, express your ideas more clearly and elevate your career.
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Power in Perception: A Guide to Effective Data Visualization

Power in Perception shows how to create clear and persuasive data visualizations that transform complex data into actionable insights, resulting in thoughtful decisions and better outcomes.
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Power in Persuasion teaches professionals how to turn ideas into powerful, persuasive messages in the form of compelling presentations, stories and speeches that will resonate with myriad audiences.
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​Introduction: Elevate Your Professional Conversations Through Presence



Your skill in conversations can set you apart as a leader and communicator, whether you're leading a team meeting, pitching an idea to a senior executive or handling a difficult discussion. Your attentiveness, your ability to hear what’s being said and to add your own ideas in the right way and at the right point—in a word, your presence—can make all the difference.

Being present in conversations means more than just showing up physically; it’s about being fully engaged, aware and attuned to the dynamics of the moment. Your focus, body language and tone all contribute to how your message is received and how others perceive you. In an era of constant distractions, the ability to be fully present is a powerful advantage. It builds trust, creates stronger professional relationships and influences outcomes.

Mastering the art of conversation is about knowing when to listen, when to speak and how to adapt your approach based on the situation. A master of conversation fosters an environment in which everyone feels heard and valued, leading to a more positive work environment and ultimately to more positive outcomes.

Power in Presence is designed to guide you through the nuances of effective business conversations. It outlines the foundations of effective communication and offers tips to master advanced techniques. You will learn to manage challenging interactions with confidence and develop the skills to communicate in a way that resonates with diverse audiences, all while showing up as your genuine self. Each section of the book is packed with practical strategies that will equip you to handle any conversational scenario with clarity and poise.

As you progress through Power in Presence, remember that the goal is to improve your ability to converse and truly connect with others. By being present, listening actively and speaking with intention, you can transform your conversations into powerful tools that inform, persuade and inspire.

The book is structured as follows:

[image: ]Part 1: Foundations of Conversations: This section lays the groundwork for successful business interactions by exploring the core elements of effective communication: authenticity and presence. It emphasizes the importance of showing up as your true self, understanding your communication style and harnessing your strengths. The focus is on building relationships through genuine dialogue, setting the stage for more meaningful conversations.

[image: ]Part 2: Meeting Management: This part offers a comprehensive guide to preparing, leading and following up on meetings to maximize productive outcomes. It includes practical strategies for organizing agendas, managing time effectively and creating an inclusive environment where everyone’s voice is heard. By mastering these skills, you’ll transform meetings from routine obligations into powerful forums that drive collaboration and decision making.

​[image: ]Part 3: Advanced Conversational Techniques: Delving deeper into the art of communication, this section covers the nuances of body language, questioning techniques, active listening and storytelling, as well as how to build trust by being self-aware and how to deal with conflict. It provides insights into how to read the room, engage others with empathy and tell compelling stories that resonate. These advanced skills will refine your ability to transform everyday interactions into engaging, productive conversations that offer opportunities for influence and connection.

[image: ]Part 4: Fine-Tuning Your Communication: This part focuses on activities that will further hone your communication skills, such as keeping up with the news and being aware of topics of interest to your colleagues, as well as guidance on inclusive language and sensitivity to cultural differences regarding personal remarks and swearing, all of which are important in today’s interconnected and multicultural workplace.

[image: ]Part 5: Feedback and Career Conversations: The final section is dedicated to mastering the delicate art of giving and receiving feedback, guiding career discussions and advocating for your professional growth. It offers practical tips on building credibility when offering feedback, engaging in constructive career conversations and taking charge of your professional development. This part emphasizes creating a culture of continuous improvement and self-advocacy, empowering you and your colleagues to reach your full potential.

Let this book be your guide to mastering the art of presence in business conversations. By committing to full engagement and authenticity, you will unlock new levels of influence and inspire those around you to reach their highest potential. Power in Presence offers more than just new skills—it promotes a mindset that can transform the way you lead, connect and succeed in your career.
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​In Part 1:

◾Appreciate the role of conversations in business.

◾Use conversations to share knowledge, collaborate and make decisions.

◾Be genuine and authentic.

◾Know how to tell your backstory.

◾Know your personality profile, but don’t be a hostage to it.






​​Appreciate the roles of conversations in business



Conversations are the foundation of success in any business. They are where relationships are built, ideas are exchanged and decisions are made. Conversations go beyond mere information sharing; they provide opportunities to connect, align and create understanding. Appreciating their variety and the roles different types of conversation play is the first step in becoming skilled at them.

​Know the various types of business conversations

Conversations in business come in many forms: some are formal while others are casual; some have a narrow focus while others are more wide ranging. Recognizing the different types is a prerequisite for adopting an approach that fits the situation. Knowing how to handle each type is the mark of an effective communicator, one who builds strong relationships and collaborates in clear decisions that result in productive outcomes.

[image: ]Informal conversations: These are the spontaneous chats that happen in hallways, during coffee breaks or at casual team gatherings. Informal conversations are crucial in building rapport, creating a sense of camaraderie and strengthening professional relationships. The key is to be approachable, be present and genuinely show interest in the people with whom you interact.

[image: ]Formal meetings: Meetings are formalized conversations: those present at a meeting make presentations, ask questions and engage in exchanges over the topics that occasioned the meeting. During meetings, strategies are developed and business decisions are made. Unlike informal conversations, meetings typically are aiming for a particular outcome and require preparation. At the most basic, there are two types of meeting:

oSmall group discussions: These are intimate, focused conversations that typically involve two to five participants. They provide an opportunity to focus on specific issues or goals in depth and can be used for detailed brainstorming or personalized feedback. Because they have fewer participants, small group discussions allow for more candid exchanges than are typical in larger gatherings. It is important to keep these conversations productive, inclusive and targeted toward the desired outcomes.

oLarger group meetings: These involve a broader audience, often including multiple departments or stakeholders, and usually have a higher degree of formality. They require a structured agenda, clear roles and a focus on maintaining engagement across the group. If you are the convener of a larger meeting, it is important to encourage participation from all attendees. As with smaller meetings, large-group meetings should not lose track of their purpose and objectives.

​[image: ]Remote and virtual conversations: We have over a century of experience with one form of remote conversation in business—namely, telephone conversations. Virtual meetings via video technology, which experienced exponential growth during the COVID-19 pandemic and afterward, are newer, but have become thoroughly embedded in business life. These types of conversation pose distinct challenges because they lack many of the in-person cues we rely on in conversation, such as body language and, in the case of telephone (or video, if the camera is off), facial expressions. To participate in and manage these discussions effectively, you must adapt your communication style, use the technology to your advantage and promote active engagement.

[image: ]Feedback conversations: Feedback enables personal and professional growth, but delivering and receiving it effectively takes practice. Feedback conversations require tact, empathy and honesty to be constructive. When done well, these interactions build trust, encourage development and motivate the feedback receiver to improve. If you are receiving feedback, being present means listening actively and taking to heart what the feedback giver is attempting to communicate. If you are giving feedback, being present means keeping in mind the receiver’s perspective and delivering your message in a way that’s respectful and direct.

[image: ]Career and performance discussions: These conversations focus on career growth, setting expectations, evaluating performance or discussing future opportunities. The key to these conversations is to approach them with clarity about your own objectives while being open to feedback and realistic about the opportunities for advancement.

​Know how to converse your way to stronger relationships

Strong relationships are built through meaningful, consistent conversations. Whether with clients or colleagues, these interactions form the basis of long-lasting professional connections. It’s not just—or even mainly—about speaking: listening and striving to understand the entire message behind what’s being said is equally important. We all want to share our own ideas, but you should also aim to listen and demonstrate that you value others’ perspectives:

[image: ]Show genuine interest in others: Ask thoughtful questions and truly listen to responses. People appreciate it when someone remembers small details from previous conversations and checks in on them later. It shows you value the relationship beyond surface-level interactions. When you are present and listening, you pick up on these details and are able to respond in a way that builds deeper connections.

[image: ]Communicate clearly and respectfully: Use simple, concise language that avoids jargon. This shows respect for others’ time and intelligence. Be direct without being abrupt, balancing brevity with a friendly tone. When you’re present and paying attention to others’ reactions, you’ll be aware of when the conversation needs more clarity and when lighten the mood to keep things comfortable.

[image: ]Tailor your style to the person: Not everyone communicates the same way. Pay attention to others’ communication styles and adjust yours accordingly. This might mean taking a more formal tone with some, while using a relaxed, conversational approach with others. Attention to the person you’re talking to helps you pick up on these cues and adjust your approach in real time.

[image: ]Follow up to keep relationships alive: After an important conversation, it’s never amiss to follow up with a quick note or a brief conversation. This helps solidify the connection and shows that you’re invested in maintaining the relationship. Presence in conversations helps you recognize the key moments that deserve follow-up, so relationships don’t fizzle out after a single exchange.





“Choose to focus your time, energy and conversation around people who inspire you, support you and help you to grow you into your happiest, strongest, wisest self.” — Karen Salmansohn, behavioral change expert and author





​​Use conversations to share knowledge, collaborate and make decisions



Understanding how conversations are used in spreading knowledge, working together and making decisions will help you improve how you approach dialogue for all three purposes.

[image: ]Share knowledge without overwhelming: When sharing insights or expertise, focus on what’s most relevant. For example, if you’re sharing findings of a new survey, focus on the major themes or changes over time using the most striking data, rather than getting sidetracked with every survey finding under each theme. Break complex ideas into digestible pieces and make space for others to ask questions, offer feedback or share related insights. Being present allows you to gauge when you’ve shared enough or when more clarification is needed.

[image: ]Encourage open collaboration: For collaboration to work, everyone needs to feel comfortable contributing. Let others voice their ideas and actively listen (for example, by reflecting back your understanding of what you’re hearing). Demonstrate your engagement during these conversations by giving speakers your full attention. When people see that you’re truly listening, they feel more inclined to collaborate.

[image: ]Drive conversations toward outcomes: Business meetings can easily meander if there’s no clear objective. Keep the conversation focused on outcomes by regularly checking in with questions like, “What are the key takeaways here?” or “What decisions need to be made today?” Presence is key here—staying focused on the goals of the meeting so discussions don’t drift aimlessly.

[image: ]When making decisions, balance assertiveness with flexibility: Conversations involving decisions often require a delicate balance. If everyone in the room has equal power regarding the decision, be assertive expressing your opinion but understand that others may come with the same degree of commitment to a different solution. Of necessity, you must be flexible regarding the outcome. People will be more likely to collaborate with you if they see you are open to different perspectives.





“Good communication is as stimulating as black coffee, and just as hard to sleep after.” — Anne Morrow Lindbergh, aviator and writer





​Be genuine and authentic



Authenticity is at the heart of effective communication. Being yourself in conversations builds trust, fosters genuine connections and encourages open dialogue. When you show up as your true self, without masks or pretenses, you invite others to do the same. This truth is well recognized: business books, leadership workshops and executive MBA courses preach the importance of being genuine and provide tools and strategies to make it happen. The irony is that the minute you start using an overly prescribed method to display your authenticity, you’re no longer being authentic. It’s a performance, and eventually people see through it. Worse, maintaining that act is exhausting, and it can create more stress than it’s worth.





“Authenticity is a collection of choices that we have to make every day. It’s about the choice to show up and be real. The choice to be honest. The choice to let out true selves be seen.” — Brené Brown, philosopher and public speaker





Authenticity is about showing up as the real you—in your personal life and in the workplace. It’s not about performing yourself as a role, much less pretending to be something you’re not or putting on a mask that you think fits a corporate mold. Keep the following in mind for interacting naturally as the person you really are:

[image: ]Be yourself even when it’s not easy: It’s easy to be yourself when you meet no resistance, but being authentic means staying true to who you are, even when you encounter pressure to change. Take a simple, common work example: small talk about sports. If you’re not interested in sports, don’t feel obliged to fake enthusiasm just to fit in with a conversation at the office. If the ​group has energy in discussing sports, it’s fine to be more of a listener, especially if seeking to change the topic to one you favor may halt the discussion too abruptly. However, if there’s room to redirect, it’s okay to say, “Actually, I’m not really into sports, but did I hear you like camping, too? I’d love to hear about spots around here that are good for camping.” Or, if you don’t know much about the person, you can volunteer a topic that you’re interested in: “How do you feel about movies? Have you seen any good ones recently?” This makes it possible to create a more genuine connection, saves you from faking an interest for years to come and teaches by example a way of negotiating a shift in topic.

[image: ]Be authentic regardless of the people you’re interacting with: You shouldn’t just turn on authenticity when it’s convenient or when you think it will make you look good. Being genuine means bringing the same level of honesty and openness to all interactions, whether you’re talking to a junior team member, a client or your boss. Naturally, you’ll adapt your behavior based on who you’re speaking to, but true authenticity means you don’t change your core self to suit different audiences.
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