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Introduction

Do you:

[image: image]    panic about presenting?

[image: image]    suffer mind blanks mid-sentence?

[image: image]    avoid any speaking invitations?

[image: image]    wish that presentations weren’t part of your job?

[image: image]    dread interviews?

[image: image]    avoid networking events?

[image: image]    miss opportunities because you daren’t open your mouth?

[image: image]    need a new perspective on presenting?

If all or any of your answers is ‘Yes’, they won’t be by the end of this Bullet Guide. You will learn how to lessen your anxiety and increase your confidence, whether you are about to speak to an audience of one or one thousand. Then you can look forward to representing your business, your children, your charity or yourself on many different speaking occasions.

The more confidence you have in yourself, your material and your performance, the greater your success will be.

Bullet Guide to Presenting is a handy resource that takes you through all you need to know to take action and SPEAK. Speaking is something most of us do naturally all the time, and a presentation is simply a conversation between you and a number of other people. Consider how to:

[image: image]    create a sensational opening and memorable close

[image: image]    manage your nerves, refocus and use your adrenaline

[image: image]    make sure that all your speaking muscles are warmed and ready to go

[image: image]    design, structure and create a successful speech

[image: image]    embrace the power of preparation and practice

[image: image]    work out the point of PowerPoint

[image: image]    manage your state and emotions

[image: image]    feel and look the part

[image: image]    create confidence and enjoy speaking.

Look forward to sharing your stories, ideas and messages with rapturous audiences.


1 The basics

Have you:

[image: image]    something that you  want to say?

[image: image]    agreed  reluctantly to make a speech?

[image: image]    been told you’ll be speaking?

[image: image]    expectations of speaking at a social event?

[image: image]    a dread of speaking any time?

A presentation is simply a conversation with a number of people

[image: images]

These next pages will help you turn  presentations into something you can tolerate, at least, and  be delighted about, at best.

There are three things to aim at in public speaking: first, to get into your subject, then to get your subject into yourself, and lastly, to get your subject into the heart of your audience.
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