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  Jerry Seinfeld once joked that most of us would rather attend a funeral in the casket than give the eulogy. Many of us would agree. A 2013 poll in the UK had glossophobia

  – the fear of speaking in public – as the second largest fear (after losing a family member). Fear of being buried alive – or just dying – came third and fourth,

  respectively.1 Why does the thought of standing up in front of a group make our knees knock and our voice tremble?




  Think about all the times you’ve drifted off in a meeting, or in a class. All the times you’ve listened to a speech and it has just failed to land. Most of us

  are guilty of reaching for our mobiles to send a message during a presentation, and of getting caught there for several minutes before turning back to the speaker. This is despite knowing how it

  feels to be on the reverse side of the podium. As speakers, we have all noticed people gazing out of the window or getting sucked into the black hole of their phone screens while our own mouths

  have been open, our carefully composed words pouring out.




  At the heart of this book is the idea that good communication is about building connections. This is true whether you’re a head girl giving a talk at school, a political candidate

  speaking to a crowded room, a CEO giving a conference speech, a graduate going for a first interview, a scientist giving a TED talk or anyone, anywhere, having a meeting.




  We all know what it is like when we have connected with someone, even just one-on-one. We can see the person we’re talking to smiling and nodding as we speak. We feel visible, memorable

  and in control of the impact we make.




  But what can happen when we feel in the spotlight, or when we need to deliver, is that the confident, comfortable and engaging person our friends recognize can drain away to leave a drier, less

  effective version of ourselves. We might disappear into a rabbit hole of detail. We might use thirty words when three would do. We might forget the point we are trying to make. We might just appear

  worried and nervous. This can have devastating effects on us. At best, our message may fail to land, leaving our audience unmoved. At worst, the audience may make negative judgements that impact on

  whether they buy into us as a speaker and a person.
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  We live in a world where everyone is short of time and attention.




  Yet, despite this, we all know those people who manage to command attention. People who speak with gravitas and authority. People who get listened to. People who charm, entertain or persuade

  with their words. People who get hired.




  How can you be compelling and get buy-in to both yourself and your ideas? To do so, it is vital that you are aware of your personal brand and style and in control of how others perceive

  you.




  What are the skills that enable you to develop solid relationships? What are the techniques that build rapport and win confidence and trust? How can you sell your ideas and products while

  letting your personality and warmth come through?




  This book will help you build your presence and profile, and explore techniques to help you present yourself, your personality and your message in a confident, personable and compelling way

  – wherever you are, and whomever you are talking to.




  We’ll look at the obvious but often overlooked qualities of effective communication and impact. By exploring the concepts of dynamic energy (to increase presence) and

  telling a story (to bring to life what you say and make it concise, accessible and memorable), we’ll work on putting you in control of your impact and content so that you come across as

  engaging, personable and authoritative. This is the foundation for real self-awareness and self-assurance.




  We believe that – just as everyone can learn to play a better game of tennis, or a musical instrument – everyone can learn to speak in public.




  This book tells you how.




  What you’ll learn from the following pages:




  

          • A heightened awareness of what effective and engaging communication looks and sounds like.




      • Practical techniques to take away and immediately put into practice, which will help you come across with more confidence and authority.




      • A practical methodology to help you prepare and structure your content and bring it to life.




      • How to control nerves.




      • How to make your communication resonate with your audience.


     




  The book is divided into chapters that address many of the public speaking opportunities in which you’ll find yourself in life, like job interviews, big speeches and business pitches. Feel

  free to dip in and out – but don’t skip Chapters 2 and 3, on ‘dynamic energy’ and ‘telling the story’. These concepts are at the heart of the book. The case

  studies come from real work we’ve done with real clients. There’s some science – not too hard core – in Chapters 4 and 8, which explains why our

  theories work and will show you why – if you make these techniques your own – you’ll be unstoppable. Or at least memorable and interesting, whenever you open your mouth.
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  DYNAMIC ENERGY




  This chapter is about what it takes to look and sound comfortable and confident, regardless of how you’re feeling

  inside.




  Why is it that when one person starts to speak, we sit up and listen – then, when another person speaks, we switch off and zone out? More often than not, we do the

  latter. Whether we are at school, at university or at work, we rarely find speakers who are truly engaging. Think about the teachers and lecturers you have known. I have copious memories of time in

  the classroom moving imperceptibly slowly, of listening to a dull monotone and watching an expressionless face. Consequently I doodled, wrote a shopping list, or – even worse – nodded

  off. But it was a subject I was passionately interested in! I had signed up to study it! So how could they make it so dull?




  In our business lives we are communicating all the time – on the phone, on conference calls, at internal meetings, pitching to a new client, speaking to the entire company, being

  interviewed for a new job. How often do we walk away from a meeting or presentation thinking ‘I really enjoyed that,’ or ‘Wow, that was interesting’? Not very often. In

  fact, we usually walk away thinking ‘That went on a bit,’ or ‘I thought he was never going to finish.’ This strikes me as a waste of everyone’s time. No one wants to

  be described as dull. No one wants to be described as ‘a bit of a bore’.




  So, what is effective and engaging communication all about?




  In my fifteen years as a communication coach working with businesses, teachers and graduates all over the world, what I come across, again and again, is that the written word and the spoken word

  get muddled up. For me, the two are radically different.




  Dr Albert Mehrabian is Emeritus Professor of Psychology at UCLA, and is best known for his publications on the relative importance of verbal and non-verbal communications. In his studies,

  Mehrabian concludes2 that there are basically three elements to any face-to-face communication:




  

    • words




    • tone of voice




    • non-verbal behaviour (e.g. facial expression).


  




  For Mehrabian, the non-verbal elements are particularly important for communicating feelings and attitude. If the words disagree with the tone of voice and non-verbal behaviour, people tend to

  believe in the latter.




  Mehrabian is often quoted as saying that the meaning of a message is communicated by:




  

    • your words: 7 per cent




    • your tone of voice: 38 per cent




    • your body language: 55 per cent.


  




  There are recognized limitations to Mehrabian’s experiments and results. There has been debate and disagreement about his findings. However, there can be no doubt

  that how we speak and how we appear when we speak can have a significant impact on our ability to land messages and engage listeners.




  For example, if a CEO of a business addresses his or her employees with the claim, ‘I feel hugely confident about the success of this business,’ but delivers what he says with an

  anxious expression or in a dull monotone, then he or she is giving a mixed message. It is incongruent. How a speaker delivers their message, and how they come across when they are delivering their

  message, have a huge influence on how we, the audience, feel about them. Do we like them, do we feel confident about them, do we want to work with them? Are we going to be influenced by what they

  say?




  Similarly, anthropologist Ray Birdwhistell3 looked at non-verbal communication in his study of what he calls ‘kinesics’. He estimated that

  the average person actually speaks words for a total of ten or eleven minutes a day, and the average sentence takes about 2.5 seconds. Birdwhistell also estimated that we can make and recognize

  around 250,000 facial expressions.




  His findings were similar to those of Mehrabian:




  

    • The verbal part of a face-to-face conversation is less than 35 per cent.




    • Over 65 per cent of communication is non-verbal.


  




  Allen and Barbara Pease4 recorded thousands of sales interviews and negotiations in the 1970s and 1980s. They showed that in

  business meetings body language accounts for between 60 and 80 per cent of the impact made around a negotiating table. They also found that 60-80 per cent of a negotiator’s initial opinion

  about a new person in the room was formed in less than four minutes.




  So we don’t have long to grab people’s attention. Body language is important.




  How can we make our message land?
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  Good news: there is an ingredient that guarantees our message will land every time.




  I would much rather be described as a ‘warm radiator’ than a ‘cold pipe’. We have all experienced meeting a ‘cold pipe’ in a social situation or at work. They

  are dry. They are dull. They are to be avoided. What cold pipes lack in their communication style is dynamic energy. This is the magic ingredient.




  I love this idea of dynamic energy. It allows us to be interesting, engaging and, importantly, to have personality. Cold pipes have none of these qualities. In fact, they

  tend to sap the energy from other people.




  Thinking about all the different communication situations you find yourself in at work, what most affects your energy levels? The answer is how you feel. Tiredness makes the most

  obvious impact. Perhaps you have a new baby who is not sleeping through the night? Perhaps you have been out late the night before? Perhaps you haven’t been kick-started by your regular

  morning espresso? There might be other factors. How do you feel about the meeting? Perhaps you are bored by the content. Do you think this meeting is a waste of time? Are you nervous? Is your boss

  in the room, and is he or she always critical of your performance? Perhaps you are nervous because you have an opportunity to pitch to a new client and you don’t want to mess it up. Or

  perhaps you are nervous because you haven’t had enough time to prepare?




  All of these factors affect your energy levels. All of these factors affect your ability to be effective.




  Let’s imagine you are giving one of your clients a project update. Ideally, you would have liked more time to prepare. But you have done some homework and feel pretty confident about the

  meeting ahead. You begin with the client update and get off to a good start. The energy in the room is positive. Suddenly the most senior stakeholder interrupts by throwing you a challenging and

  unexpected question. You are surprised. You fumble for an answer, and eventually offer a long-winded and repetitive response. You can feel your energy levels drop. However, you take a deep breath

  and get back on track. It starts to go well again. The energy picks up. But then you catch sight of one of your clients tapping away on their phone. Clearly they have not

  registered your most recent and very interesting point. Why are they finding their phone more interesting than you? Why are they being so rude? Unsurprisingly, your energy levels take a

  nose-dive.




  Your tankful of energy turns out to have a leak. As we’ve seen, it is other people who affect our energy levels. It’s the client who asks tough questions. It’s the partner

  looking out of the window. It’s the person in the audience looking at you with a completely blank expression. In fact, it turns out that the most stressful audience is one that gives nothing

  back. Professor Marianne LaFrance of Yale University calls this ‘standing in social quicksand’. I’ve heard these kinds of audiences (or clients, or meeting participants) called

  ‘mood-Hoovers’. I personally like to call them ‘energy vampires’, because they just suck the confidence and energy right out of you.
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  Let’s have a think about what is happening to your listeners during this meeting.




  If you aren’t in control of your energy, and the energy level is dropping, what happens to the listener? What are they thinking and feeling?




  The first thing that happens is that they switch off and zone out. We all do this all the time. Think back to sitting in a lecture hall with ineffective teachers or university

  lecturers. Suddenly we’re miles away, thinking about what we want for lunch or what to buy for our daughter’s birthday, wondering about our next meeting.




  The second thing that happens is more dangerous. When we are not being engaged, we often start to make judgements and assumptions about the speaker. ‘She looks rather uncomfortable.’

  ‘Why is he taking such a long time to make this minor point?’ ‘She’s on the longlist for promotion this year, but I’m not sure she’s ready.’ Unfortunately

  our profile, image and brand are being assessed every time we communicate – in a meeting, on a call or during a presentation.




  We have to be in control of what we project.




  Our energy levels can be reactive and erratic during a meeting. They can be inconsistent and unpredictable, too. Yet it is clearly not helpful for us to be perceived as inconsistent or erratic.

  So, in order to come across as consistent and in control, we need to change our energy levels. We need to take them up. We need more power.




  Over the years my clients have come up with wonderful synonyms for this concept of extra energy or power. ‘Oomph’, ‘gusto’, ‘pizzazz’ and

  ‘dynamic’ are some of my favourites. Having ‘oomph’ allows us to lead and steer the energy levels in the meeting room. Human beings mirror one

  another: we mirror each other as energy vampires, and we mirror each other when we are using dynamic energy.




  I asked Olivier Oullier, Professor of Behavioural and Brain Sciences at Aix-Marseille University in France, why this is. He told me about his work on what he calls ‘social coordination

  dynamics’.5 He and his colleagues placed pairs of people in front of one another and asked them to make a series of movements. It was up to them

  which movements they chose. First they performed their movements with their eyes closed. When they could not see each other, their movements were not influenced by each other. But when Professor

  Oullier asked his pairs to open their eyes while performing their movements, their actions started to mirror each other. In Oullier’s scientific world, this is called ‘spontaneous

  interpersonal synchronization’. We can settle on ‘mirroring’.




  What is intriguing about Oullier’s work is that the behaviour of each individual remained influenced by the social encounter even after the information exchange had been removed. It became

  what he calls a kind of social memory. When asked to perform their action again, there were ‘remnants and echoes’ of the other person’s movements. This suggests that if you are

  dynamic, or full of energy in your speech, your audience can become more energetic and actively engaged in what you are saying.




  We’ve all experienced the moment when someone yawns, and we yawn back (in fact, we only have to see a picture of someone yawning to trigger the yawn impulse in ourselves). Equally, when

  someone smiles at us, we tend to smile back. This is because our brain mirrors what others do, and encourages us to do the same.




  Taking responsibility and consciously upping our energy levels means that our listeners start, unconsciously, to increase their own energy. The negative cycle begins to turn positive.




  How high do our energy levels have to be?




  The short answer to this is: higher than you think. In order to be engaging and compelling, we have to switch something on. The good news is that this is something we are used

  to doing. Think about the last time you had a party: in host/hostess mode, you instinctively have more energy and vibrancy than anyone else in the room. Think about a first date: you are

  hyper-aware of how irresistible, attractive and witty you want to appear. In such situations, your energy levels shoot up without your knowing it. But at work, when you are speaking in public or

  during an important meeting, you have to learn how to consciously switch on your energy.




  What does dynamic energy look and sound like?




  I have had some wonderful responses to this in the training room:




  

    

      

        

          	

            • alive


          



          	

            • animated


          

        




        

          	

            • pleased to be there


          



          	

            • enjoying ourselves


          

        




        

          	

            • comfortable


          



          	

            • confident


          

        




        

          	

            • relaxed


          



          	

            • effortless


          

        




        

          	

            • authoritative


          



          	

            • calm


          

        




        

          	

            • composed


          



          	

            • charismatic


          

        




        

          	

            • powerful


          



          	

            • present


          

        


      


    


  




  How can we be perceived when we don’t have dynamic energy?




  

    

      

        

          

            	

              • nervous


            



            	

              • self-conscious


            

          




          

            	

              • bored


            



            	

              • dull


            

          




          

            	

              • bland


            



            	

              • fidgety


            

          




          

            	

              • uncomfortable


            



            	

              • low status


            

          




          

            	

              • unhappy


            



            	

              • wanting to get it over with


            

          




          

            	

              • tense


            



            	

              • wooden


            

          




          

            	

              • awkward


            



            	

              • unmemorable
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