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Successful Presenting In A Week


David Brown


The Teach Yourself series has been trusted around the world for over 60 years. This series of ‘In A Week’ business books is designed to help people at all levels and around the world to further their careers. Learn in a week, what the experts learn in a lifetime.




David Brown studied mechanical engineering at Loughborough University and secured a Diploma in Management Studies from the University of Aston.


David has over 30 years’ experience of presenting as a manager and as a seller. For 15 years he worked as a senior manager for Alcan and Alumax, two multinational North American mining and metal businesses. For the past 22 years he has run his own business, acting as a consultant and coach specialising in improving business performance. More recently he has secured a diploma in neuro-linguistic programming (NLP), which has given him added insight into behaviours associated with effective communicating and presenting. In this book he shares with you the secrets of successful presenting in its many forms. For more information visit www.scott-brown.co.uk
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Introduction


In an increasingly competitive world people are looking for something that makes a difference. This book is designed to help you to be perceived as making a difference – whether you operate within your own organization, or are generating business with a customer. When you pick up this book you might already consider yourself to be a success. You may be a competent presenter, but I hope you would accept that when it comes to communicating ideas to other people there is always room for improvement. Whether you are successful or competent, a beginner or an expert, there is something in this book that will help you achieve more in business through successfully communicating your messages. During the week I will offer you dozens of tips, some to do with strategy, some concerned with detail. All I promise you is that if you start with an attitude of mind that says, ‘I can continuously improve my performance when presenting,’ then at the end of the week you will feel it’s been time well spent.


In the first two chapters we will look at two ideas that underpin successful business and successful presenting. Sunday looks at the concept of ‘Start with the end goal in mind’; this is essential if you are to succeed as a businessperson and presenter. This approach is not easily switched on when you decide to present – it works best when all your business thinking is driven by what you want to finish up with. Monday, ‘Recognize when you are presenting’, is again a prerequisite to successful presenting; if you restrict your use of presentation skills to stand-up situations, you will be missing many other opportunities to use those skills to your advantage. Your skills should be second nature to you, and used in a wide variety of situations as you go about your daily business.


With your thinking underpinned by this solid foundation, during the rest of the week we will address the specific business of delivering effective presentations.


As a coach I am often approached to run workshops in ‘advanced presenting’. I don’t believe there is such a subject. Presenting is not that complicated – some presenters are simply better than others at using techniques that apply as much to the expert as to the novice. Many ‘advanced presenters’ that I coach already consider themselves to be expert. They might talk well; they might look flashy; but often they don’t achieve their presentation objectives. However, if you are able to apply the tips in this book, you will present with confidence and be perceived as an effective and successful presenter.
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You may have an unhelpful picture in your head of presenting being about someone standing in front of a group, supported by PowerPoint slides, sounding impressive and using big words.


I aim to show you that such an image could represent poor presenting, and many missed opportunities to use your presenting skills. I am going to show you that you present more often than you think you do. Most importantly, your success is governed by what you hope to achieve – the end that you have in mind. As a young manager, I thought that getting things done was important. It is, but it is not as important as doing the right things. In practice, this means not being driven by what is in your email inbox, but by remembering what you want to finish up with – your objective.


So, ‘Start with the end goal in mind’ is the most important concept in this book. It is infinitely more important than any tip or technique. That’s why it’s our first chapter.





What would prove that you are a good presenter? Surely, one of the most important criteria is that you should achieve your chosen goals, aims, objectives or outputs. (In the interests of variety we will use these terms as if they are freely interchangeable, much as the people you work with do.) So, let’s have a look at one of the leading authorities on success, Stephen Covey, and the sorts of situations in which you need to present ideas in order to secure your goals.


Stephen Covey’s book The 7 Habits of Highly Effective People is essential reading for anyone seeking to succeed more often. It’s his habit no. 2 that I want to work with in this chapter – ‘Begin with the end in mind’. When we present anything, if we focus on what we want to finish up with at the end, we are more likely to do appropriate things at the start! This is about putting less emphasis on what you do than on where you want to finish up. I have seen so many presenters obsessed with what they must do – use a slide, use PowerPoint, include a particular story, stand in a particular place, etc. However, the effective presenter constantly bears in mind the outputs required, and works flexibly with their audience to secure those outputs.


This is our first chapter because ‘starting with the end in mind’ should be your mentality in business whatever you are doing. Covey didn’t just have presenting in mind when he came up with his seven habits. He feels (and I see this every day) that business success is much easier to achieve if the end goals are clear. Too often people become consumed by the task, and run around like headless chickens, especially in these pressurized, challenging times. Whatever activity you are engaged in, a regular reappraisal of what your ultimate goals are will make your priorities clearer, eliminate irrelevant activity and make success more likely.


Visualize success


If you start to question your ability to make a difference, think of positive things and remember the words of Mahatma Ghandi, ‘If you think you are too small to make a difference, try spending the night with a mosquito.’


One of the best ways of managing your nerves and increasing your confidence is to visualize success. In a sense it’s another way of starting with the end in mind. Top golfers don’t just warm up on the range – they picture themselves hitting specific shots with specific clubs, and visualize a successful trajectory and a successful outcome. This is a key idea in neuro-linguistic programming (NLP) – we will return to this idea as part of your continuous improvement on Saturday.
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If I said to you, ‘Whatever you do, don’t think of Mickey Mouse’, what sort of image will you have in your mind? Correct. Mickey Mouse! If I say to you, ‘Whatever you do when you present, don’t get nervous,’ then if you weren’t nervous to start with, you will be now. The trick is to think positive things and picture positive images. So:




	Picture yourself standing tall in front of your audience.


	Imagine yourself handling questions with confidence.


	Picture your audience smiling at you and nodding in agreement.


	Picture everything that will contribute to you succeeding and you will be well on your way.





Where you might want to finish up


What sort of outcomes do you want from the various business situations in which you might find yourself presenting?



1   In a meeting, you might want to:




	Enable others to understand your future plans.


	Fully explain one of your decisions.


	Gather opinions.


	Change the way others feel about something; change them from state A to state B.


	Agree action.


	Sell products or services.


	Seek to persuade others. (My favourite definition of selling is ‘persuading a prospect to make a decision in your favour’.)


	Sell an idea.






2   When meeting with your boss, you could surely seek to do all of the above. Read the list in number 1 again, and consider a few more things you may want to persuade your boss to do:




	Give you a pay rise.


	Release you to a new project.


	Appraise your performance.


	Support your personal development plans.






3   In a one-on-one meeting with a fellow team member, you may do the following instinctively, without even realizing that you are doing them:




	Agree how to approach another department.


	Overcome some differences between the two of you.


	Decide how to present an idea to your boss.


	Develop a mutual understanding.






4   At a retirement presentation, whether it is you or someone else doing the presenting, it is necessary to:




	Have everybody remember what a contribution the retiree has made.


	Help everyone visualize all the good things that you have done together.


	Generate a spirit that involves the whole gathering wishing the individual a healthy and happy retirement.
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You are presenting more often than you realize


I have given you just four different scenarios. You are involved in dozens more as you go about your business. The common link in all these business situations is that you seek to achieve a specific output. You are presenting your ideas. People are presenting ideas back to you. You might not always use PowerPoint – sometimes you might show someone an article in a journal to support your point. You might not be standing; you might be sitting down. You might have two hours, or you might have 30 seconds. One thing is sure: as you go about your everyday business you are using presentational skills in myriad different ways to ensure that you succeed in business. You are ‘presenting’ more often than you realize.


This book is crammed with tips on how to present successfully. Your job is to become comfortable with all these possibilities, but first to realize when you are presenting. Only then will you be able to pick and choose the right options and the right style to suit each situation in which you find yourself presenting.









	Summary


	  






	Far too many people are preoccupied with action – what they have to do. This is true of making effective presentations, but is also an important idea for all aspects of business life. We will regularly return to the question of how important your audience is, but you will only succeed with them if you follow the advice of Stephen Covey: always ‘start with the end in mind’. Think outputs! This will help you understand the big picture, help you avoid being preoccupied with the subject, and help you think strategically. This in turn will increase your chances of being successful with each presentation and each business initiative.




	  






	Now try some multiple-choice questions. For some of these questions, there is more than one correct answer, but the most powerful response, the one that will help you succeed, is given in the answers at the end of the book.


	  






Questions



1.    If your presentation is to succeed, you should be driven by:





	
a)    eye-catching visuals
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b)    a sophisticated projection system
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c)    the audience being impressed by you
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d)    what you want to achieve – the end you have in mind.
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2.    The most important element of your presentation is:





	
a)    clarity about the outputs you seek
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b)    the beginning

	[image: image]





	
c)    the middle
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d)    the end.
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3.    At the end of your presentation, you want your audience to be impressed by:





	
a)    you
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b)    your language
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c)    your material
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d)    what you want them to do, feel or know.
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4.    What style should you adopt?





	
a)    One that suits you personally, whether that is formal or informal.
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b)    One that suits your final goal.

	[image: image]





	
c)    One that suits your audience.
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d)    One that is most used by presenters within the organization that you are presenting to.
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5.    You will be perceived as a good presenter if you:





	
a)    achieve your chosen goals

	[image: image]





	
b)    look good
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c)    talk well
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d)    use fancy kit.
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6.    What should all your presentations have in common?





	
a)    A clear purpose which you never lose sight of.
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b)    They should be short.
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c)    They should be lengthy.
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d)    They should be of a flexible duration.
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7.    How often do you present?





	
a)    Only when you are asked to.
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b)    Only when you stand up.
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c)    Only when you are in front of two or more people.
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d)    More often than you realize!
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8.    How long do you have to ‘present’?





	
a)    60 seconds
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b)    one hour
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c)    ten minutes
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d)    Any of the above – you must be prepared to be flexible.

	[image: image]







9.    The best way to achieve your objectives is to:





	
a)    be super energetic
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b)    flatter your audience
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c)    tell them what they want to hear
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d)    make sure they understand where you are heading – the end goal.
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10.  How will you realize when you need to use your presentation skills?





	
a)    Your boss will tell you to make a presentation.
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b)    Someone will invite you to make a presentation.
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c)    You are asked to use PowerPoint.
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d)    By spotting that you are with a particular person, or people, that allow you to achieve clearly defined business objectives.
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In this chapter I will define presenting, and continue with the theme that you are presenting more often than you realize, and sometimes presenting when you are not conscious of it. Armed with a definition you will move on to become even more aware of the many different situations in which you present, plus a few where you are being presented to.


After today, the rest of the week is about the attitude, skills and knowledge you need to present effectively, but before diving into such tips I want you to study the table of practical examples that follows. These, and dozens more situations like them, could apply to you as you go about your business and your personal life. As a result of appreciating the sort of communications you are involved in, you will be better able to realize when you are presenting. Then you will see how you can put to good use the tips in the rest of the book as you communicate on a one-to-one basis or with large groups, and how skilled presenting can become second nature to you.
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