

[image: Illustration]




Presenting
with Power


Captivate, Motivate,
Inspire and Persuade


Third edition


SHAY McCONNON


[image: Illustration]



 

 

 

	COPYRIGHT


	Published by Robinson


ISBN: 978-1-4721-4204-7


Copyright © Shay McConnon 2005


The moral right of the author has been asserted.


Cartoons © Colin Shelbourn, www.shelbourn.com



All rights reserved. No part of this publication may be reproduced, stored in a retrieval system, or transmitted, in any form or by any means, without the prior permission in writing of the publisher.

The publisher is not responsible for websites (or their content) that are not owned by the publisher.


Note: The material contained in this book is set out in good faith for general guidance and no liability can be accepted for loss or expense incurred as a result of relying in particular circumstances on statements made in the book. The laws and regulations are complex and liable to change, and readers should check the current position with the relevant authorities before making personal arrangements.



Robinson

Little, Brown Book Group

Carmelite House

50 Victoria Embankment

	London, EC4Y 0DZ


www.littlebrown.co.uk
	
 www.hachette.co.uk






Preface



 


Your ability to communicate is the single most important factor in your professional tool bag. People who make a difference, who inspire others, who get promoted are usually excellent communicators. They are able to present ideas clearly and convincingly, they are able to lead and excite, they motivate and persuade. Excellence in management is impossible without excellence in communication. The people who have shaped the course of history were all excellent communicators. They could move audiences, win minds and hearts and get people to take action.


The need to communicate is even greater in today’s fast-changing workplace where hierarchies are being dismantled and information sharing is becoming the task of the many and no longer the domain of the executives. Of all the ways you communicate (by letter, e-mail, telephone or one-to-one conversations), the one that gives you the greatest chance to make a powerful impact is the presentation.


MOST GREAT SPEAKERS WERE ONCE POOR SPEAKERS


John was a bright, warm, fun type of person. But this was not how he came across when he made a presentation. He was dry, serious, stiff and very nervous. What was going on? Where was his warmth? What happened to his likeable personality? It was as if when he stood up to speak his real personality could not show through. Instead, he became frightened, self-conscious and feared his mind would go blank. John is not unusual. In a recent survey of phobias, public speaking ranked second to rats but beat death into third place on the dread list. It appears that many people would prefer to die than make a presentation! Many of today’s great speakers were once poor speakers and they too suffered from anxiety and lacked confidence. They became great speakers by finding opportunities to speak, uncomfortable as it was for them. That’s how we become good at anything – by doing the uncomfortable with skilful guidance. To excel at driving, you need a car and a driving instructor. You, the reader, need to find the opportunities to present. This book can be your guide and coach, your speaking instructor, if you like.


This is no ordinary book on presentations. While it covers all you need to know about researching your material, structuring your message and designing your visual aids, it also shows you ways to develop confidence and gives tips on how to deliver. Few books deal with the psychology of communicating. This book will introduce you to personality types, and you will learn why some people will want you to be short and snappy, why others will want to ‘connect’ with you and why others will want precise, accurate information.


In this book I share with you the secrets that professional speakers use to impact dramatically on the audience and to make a memorable impression. I also include a section on how to appear quick-witted, spontaneous and professional when the unexpected happens (such as fire alarms going off or you drop something). Whether you are a novice speaker or a seasoned pro, this book will give you tips and techniques that will take you to the next level.


You will learn how to:




♦   captivate


♦   motivate


♦   inspire


♦   persuade


♦   and much more.





This is a practical, no nonsense, easy-to-read book that is full of help and advice for people who want to enjoy presenting powerfully.


Shay McConnon





Be sincere, be brief, be seated



(Franklin D. Roosevelt)


“Shay’s book is a refreshingly clear, concise and complete reference for anyone who wants to be successful at speaking.


You will learn how to set objectives; prepare persuasive content and visuals; overcome your nerves; and handle your material and audience with ease.


Presenting with Power is my essential guide whenever I need to speak with confidence, power and persuasion.”


Greg Whitear


Managing Director


Mindzone Consulting


“What a fabulous book. An easy read, full of practical, workable ideas. I am already using some of the ideas with great effect. A must-read for anyone who wants to present with impact.”


Murray Stephenson


National Sales Manager


Ferring Pharmaceuticals


“Shay McConnon has taken many of the secrets of professional speakers and made them available to a wider audience. All speakers will benefit from reading this excellent book.”


Molly Harvey


Vice President of the Professional Speakers Association
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Planning Your Presentation


 


Preparation is fundamental for a successful presentation. Decide on your primary and secondary objectives, create a take-home message and research your audience. Learn practical ways to generate and organise your ideas.
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In this chapter:




♦   preparing in stages


♦   setting your objectives


♦   creating a take-home message


♦   researching your audience


♦   generating ideas


♦   planning your presentation mind map.





The deadline approaches and you finally sit down to prepare your talk, unable to find any more excuses for putting it off. You search for inspiration and desperately seek an opening line. You struggle. Nothing seems appropriate. You try three or four openings and they all end up in the waste-paper bin.


Eventually inspiration comes and you begin writing. ‘Good morning, everyone. When Terry asked me to present I thought...’ and off you go. Is this a good way to start? Probably not. You are running with what comes off the top of your head. This is likely to be haphazard, lack structure and may not be related to your audience’s needs.


The place to start preparing a presentation is not your opening – although that is the start when you finally deliver. You need to start with why you are delivering and what you want to achieve.






TIPS FROM PROFESSIONALS





Know your purpose. Why are you there? To inspire? educate? enlighten? change perspective? enliven? Stick to your purpose.


Marie Mosely, keynote speaker, facilitator, business psychologist





What is required is a route or map that shows where you want to go and how you want to get there, and of course you must know why you want to go there.


Before you start ask yourself these questions:




♦   Why am I speaking?


♦   Whom am I speaking to?


♦   What do they need from me?


♦   What do I say?


♦   How do I construct my message?


♦   How do I deliver it?





PREPARATION IS KEY


The casual, seemingly effortless presentation is likely to be the result of a great deal of planning, research and hard work. If you fail to prepare, you are preparing to fail. In the same way as you build a house in stages, so you can develop your presentation in a structured, layered way.


The planning and research phase is like laying the foundation. Although never seen, the final product stands, cracks or falls because of it. On this foundation you lay the bricks for your presentation by generating ideas and structuring what you are going to say. The rooms can be your key ideas. And, of course, you need to decorate the rooms – the visual aids, anecdotes and supporting evidence.


You might pay particular attention to the front view people get of your house ... how you open your presentation. And finally add those finishing touches, which come from your unique personality and style.



PREPARING IN STAGES


Don’t expect to sit down and write your presentation in one sitting. Before you write your presentation, you will need to clarify your objectives, understand your audience and research your topic. Only then will you be in a position to structure your message, decide on your key points, put an opening and a closing together and add supplementary material for impact. After that you need to prepare yourself as the speaker, practise delivery and get yourself into a confident state to present.


SETTING YOUR OBJECTIVES


It will be easier for you to decide what to say in your presentation if you know:




♦   your primary objectives;


♦   your secondary objectives;


♦   your take-home message; and


♦   something about your audience.





Your primary objective


The most fundamental thing in preparing your presentation is to have a clear objective. Unless you know where you are going, how can you begin the journey? It is essential that you are clear about what you want to achieve. What is your goal? Why are you presenting? If your objective is unclear, you are likely to end up where you don’t want to be. Like any good navigator, once you are clear about your destination, you can more easily identify the route to that powerful presentation.


In clarifying your primary objective, think in terms of your listeners and how you want to impact on them. After your audience have listened to you, how do you want them to:




♦   think


♦   feel


♦   do?





The more specific you are with your answers, the more helpful your objectives are likely to be.


These are not objectives:




♦   ‘I’m speaking because it’s the annual sales conference.’


♦   ‘I’m speaking because I am the regional sales manager.’





You may wish to think ahead to your next presentation by writing your objectives in the box below.




What I want my audience:


To think ......................................................................................


To feel ........................................................................................


To do ..........................................................................................





Your secondary objectives


Your primary objective might be to get the Board to agree next year’s sales figures. However, other things may also be important to you. For example, you may wish to project a highly professional image of the sales team.


Here are some examples of secondary objectives:




♦   inform


♦   entertain


♦   persuade


♦   explore


♦   sell


♦   get support


♦   influence behaviouru


♦   communicate an image


♦   provoke feelings


♦   motivate


♦   stimulate new ideas and approaches


♦   reassure


♦   challenge


♦   arouse curiosity.





You may wish to think ahead to your next presentation by writing your secondary objectives in the box below.
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