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The Chartered Management Institute


The Chartered Management Institute is the only chartered professional body that is dedicated to management and leadership. We are committed to raising the performance of business by championing management.


We represent 71,000 individual managers and have 450 corporate members. Within the Institute there are also a number of distinct specialisms, including the Institute of Business Consulting and Women in Management Network.


We exist to help managers tackle the management challenges they face on a daily basis by raising the standard of management in the UK. We are here to help individuals become better managers and companies develop better managers.


We do this through a wide range of products and services, from practical management checklists to tailored training and qualifications. We produce research on the latest ‘hot’ management issues, provide a vast array of useful information through our online management information centre, as well as offering consultancy services and career information.


You can access these resources ‘off the shelf’ or we can provide solutions just for you. Our range of products and services is designed to ensure companies and managers develop their potential and excel. Whether you are at the start of your career or a proven performer in the boardroom, we have something for you.


We engage policy makers and opinion formers and, as the leading authority on management, we are regularly consulted on a range of management issues. Through our in-depth research and regular policy surveys of members, we have a deep understanding of the latest management trends.


For more information visit our website www.managers.org.uk or call us on 01536 207307.
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Chartered Manager




Transform the way you work


The Chartered Management Institute’s Chartered Manager award is the ultimate accolade for practising professional managers. Designed to transform the way you think about your work and how you add value to your organisation, it is based on demonstrating measurable impact.


This unique award proves your ability to make a real difference in the workplace.


Chartered Manager focuses on the six vital business skills of:


[image: images]  Leading people


[image: images]  Managing change


[image: images]  Meeting customer needs


[image: images]  Managing information and knowledge


[image: images]  Managing activities and resources


[image: images]  Managing yourself




Transform your organisation


There is a clear and well-established link between good management and improved organisational performance. Recognising this, the Chartered Manager scheme requires individuals to demonstrate how they are applying their leadership and change management skills to make significant impact within their organisation.




Transform your career


Whatever career stage a manager is at Chartered Manager will set them apart. Chartered Manager has proven to be a stimulus to career progression, either via recognition by their current employer or through the motivation to move on to more challenging roles with new employers.




But don’t take just our word for it …


Chartered Manager has transformed the careers and organisations of managers in all sectors.


[image: images]  ‘Being a Chartered Manager was one of the main contributing factors which led to my recent promotion.’


Lloyd Ross, Programme Delivery Manager, British Nuclear Fuels


[image: images]  ‘I am quite sure that a part of the reason for my success in achieving my appointment was due to my Chartered Manager award which provided excellent, independent evidence that I was a high quality manager.’


Donaree Marshall, Head of Programme Management Office, Water Service, Belfast


[image: images]  ‘The whole process has been very positive, giving me confidence in my strengths as a manager but also helping me to identify the areas of my skills that I want to develop. I am delighted and proud to have the accolade of Chartered Manager.’


Allen Hudson, School Support Services Manager, Dudley Metropolitan County Council


[image: images]  As we are in a time of profound change, I believe that I have, as a result of my change management skills, been able to provide leadership to my staff. Indeed, I took over three teams and carefully built an integrated team, which is beginning to perform really well. I believe that the process I went through to gain Chartered Manager status assisted me in achieving this and consequently was of considerable benefit to my organisation.’


George Smart, SPO and D/Head of Resettlement, HM Prison Swaleside




To find out more or to request further information please visit our website www.managers.org.uk/cmgr or call us on 01536 207429.
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Preface


What do we mean by presentation? Why is it so important to be effective when we present? Why on earth do we need a book to tell us how to be effective in our presentations anyway?









Presentations occur in every aspect of life and can cover a whole gamut of different situations. For most of my working life – be it as a radio or TV broadcaster, directing public relations activities, staging events, being a company director, simply seeking financial backing for a great idea, or even training others in presentational techniques – I have been involved with presenting in one form or another and it never ceases to amaze me how so many people think they can get away with just opening their mouths and hoping that whatever they have to say will make an impact on others.


This isn’t something that is unique or particular to one part of the world either. I have worked not only in the UK, but across Europe, the United States, and latterly in the Middle East. The problems and opportunities are the same. Of course, the customs change from country to country, but the underlying aspects of good presentational techniques remain constant.


To see the way some businesses are run, you’d think that the last thing they really want to do is to communicate with their customers. Customers, as we all know, are tyrants, and life would be so much easier without having to try to pander to their every whim! Unfortunately though, it is a fundamental fact of business that without customers there would be no revenues and therefore, by definition, no business.


But even outside the heady realms of big business, being able to present effectively is one of life’s skills that can play a large part in our personal development, in our relationships with other people, and, of course, in how successful we are – however we decide to define that word ‘success’.


To misquote the ‘old bard’:









Some people are born presenters; some are able to achieve presentational competence while others have presentations thrust upon them.









This book pulls together many of the techniques I have learned throughout my career, and is also a distillation of much that I teach on my training courses. I have used a number of examples taken from my days in broadcasting, not only in the BBC, but more recently within the Middle East.


Although, in the main, the protagonists remain anonymous within the pages of this book, I would, all the same, like to say a big thank you to them all for giving me inspiration over the years.


In particular, thanks must go to Veronica Manoukian, my mentor par-excellence from those heady BBC days in the 1970s; to John Tusa with whom I was privileged to work when he broadcast regularly on the BBC World Service before moving on to even greater heights; to my ex-colleagues in Saudi Arabian Television – especially Huda Zariwala, Cyma Aziz, Ghalya Al-Attar and Hassan Sheikh; to Anna-Denise loannou in Qatar, Zeena Zalamea in Dubai and Miam Medrano in Hong Kong; and to all my family, friends and other work colleagues who, despite putting up with my foibles over the years, have taught me a great deal of what I know today.









And finally a big thank you to you, the reader, for choosing this book. I hope you will find its contents useful and that you will find something within its pages that will make a difference to your life.









Brian Salter
Abu Dhabi
2009




01


Why should I need to learn presentation skills?


It seems to come as a surprise to many that giving an effective presentation or speech is one of the key ingredients for a successful career. For many, also, it is one of the most terrifying.


Are you one of those people for whom presenting is a necessary evil? Or even someone who will make any excuse simply to get out of it? If so, you’re in good company. Millions of people the world over are willing to give it a go just so long as it is to team members or people they can call friends. As often as not, the presentation will go well, but it doesn’t seem to get any easier. For many people, simply standing out from the crowd and speaking in public makes them uncomfortable, embarrassed or insecure.


But the good news is that this fear can be overcome. It’s not that difficult either, and becoming a competent presenter will lead to many new opportunities, both at work and in one’s private life too.


Now, just think about that for a minute. A key skill that anyone, serious about making it big at work or in business, needs to possess is the art of being able to give a presentation. Can that really be true?


Communication is at the heart of good leadership


One way in which individuals are evaluated for leadership roles is by assessing their ability to communicate effectively and clearly to an audience. This is because a leader or manager has constantly to communicate to his team the bigger picture, the tasks at hand, the challenges that are being faced; and the inability of a leader to convey clearly and effectively a certain message could be the difference between meeting goals and targets and not being able to do so.


So it’s not an option. It’s an essential professional skill that should be learned by each and every manager. Even so, some might argue that our fears are exacerbated as we become more and more used to the faceless communications of the twenty-first century. But it is something everyone can learn to love. Anyone who wants to be able to present his or her ideas to a large body of people, or simply to a room full of people, and to influence them needs to be able to face an audience and to engage with those people.


Presentation skills are not a one-size-fits-all technique


Of course, the giving of formal presentations is only part of the picture. Presentations come in many other ‘flavours’ as well. Simply holding meetings, or pitching to customers or potential clients – even motivating a team – requires these essential skills. Many business people spend a great deal of their working day attending one meeting after another and their ability to present their ideas is a crucial element of their success – or lack to it!


Being able to present well and to hold an audience is also a crucial factor in the way other people see you as a leader. Someone who cannot engage their audiences is unlikely to inspire those who have to follow them, however good their ideas are. If you are in line for a company promotion and there is someone else trying for the same position, whom do you think the selection committee will choose? Someone who has good ideas but finds it difficult to communicate, or someone who is comfortable inspiring others to agree with what he has to say?
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