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    FOREWORD




    Show Time! is a delightful read! As someone who’s been talking for a living for nearly 40 years, I learned far more from this book than I expected to. This is a book anyone, regardless of experience, who wants to learn to be more efficient, effective, and impactful in public presentations, should absolutely read.




    Before becoming a college dean 12 years ago, I was an economics professor for 25 years and have given hundreds of conference presentations, talks to the community, and more informal speeches at public events. I thought I fully “got it” when it comes to public speaking. What I didn't get was that there are so many aspects of preparing a presentation, not just giving it, you have to think about. Seemingly unimportant things, for example, like how you dress, rehearsing your presentation, how you prepare notes (Dr. Tierney has convinced me you must use notes), how you use your voice, how you plan for handling questions, even making sure you check out the mic in advance, are far more substantive in importance than you think.




    My most insightful takeaway from this book is that YOU are responsible for your audience – not them, not your host, only you. If you take responsibility for your audience, focusing on who they are, what they need, how they can warm to you, and how your presentation can make a difference in their lives, this is the key to a successful presentation.




    Dr. Tierney’s chapter on handling your nerves is also very valuable. We all get varying degrees of stage fright, and she provides some great tips on how to overcome cases of the nerves.




    From the President of the United States on down to a teen’s class presentation in junior high, Show Time! is the most comprehensive, practical, and fun-to-read book on public speaking I’ve ever seen.




    Örn Bodvarsson




    Dean of the Atkinson Graduate School of Management




    Willamette University, Salem, OR.


  




  

    Chapter 1




    INTRODUCTION




    

      “I often tell the story of the first time I gave a speech. I was so nervous that I kept my eyes closed through most of the monologue. I kept hoping that if I didn’t look at them, they would quietly go away. When I had finished, I opened my eyes and discovered that, unfortunately, my wish had been granted. There was only one person left in the audience. He was a bookish-looking fellow wearing a sour expression. Hoping to find some solace in this catastrophe, I asked him why he stayed. Still frowning, he replied, ‘I’m the next speaker.’”




      Victor Kiam, American businessman


    




    “I’ll be OK.”
 “I’ll be fine.”
 “It’ll be over soon.”




    These words may sound like the mutterings of a hospital patient who is being wheeled into the operating room. Actually, they are the same reassurances that you might give yourself when you are introduced as the next speaker at a meeting, or when you enter a room, stare at the empty lectern, or at the camera and realize that you are next – it’s show time!




    Then, the medical analogy falls apart. In the operating room, you lie on the table while skilled, competent professionals work on you. If you are speaking, however, you are doing the work; you are not anaesthetized; you are not prone. You are wide-awake and dependent on your own skills and competence, not on someone else’s. Like the poor unfortunate on the trolley, you are worried. And being nervous is normal. Standing before an audience can be a scary experience. How scary? Well, the results of a survey conducted some years ago indicated that public speaking was perceived to be the second most frightening experience in your life. What was number one, you ask? Dying!




    Why is making a presentation so terrifying? There are good reasons: you are alone, you are unprotected, you are vulnerable to attack, you are standing in front of other people who are looking at you and who expect something from you – great things. No matter how much ego you have, you are convinced that you will go blank, make a fool of yourself, and look bad in the eyes of your colleagues, friends, subordinates, prospective partners or superiors. The people in that audience will judge what you know and evaluate you. No wonder it is unnerving!




    While you are trying to reassure yourself like the hospital patient and failing to do so, you are also undermining what confidence you may have by asking yourself questions like: Will I sound stupid? Will I get the job? The client? The referral? The loan? The approval? Will I be promoted? Relegated? Thanked? Ignored? Humiliated? Such a barrage of questions produces anxiety. Remember this is self-inflicted. You are doing it to yourself. We do it to ourselves.




    Making a presentation need not be disquieting, daunting or terrifying. In fact, it can be exhilarating. The ideas and recommendations in this book are written to help you realize that although worrying is normal, you can get past the fear. Effective presentation is not a gift from the gods to a select few. It is not a mystery. It is a process and a product. With increased awareness and some simple techniques, anyone can learn to hold an audience’s attention.
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    Knowing these techniques will help develop your strengths and diminish your weaknesses as a speaker. If you understand and accept some underlying assumptions and recommendations, if you practice and seek feedback, if you ask key preliminary questions, you will be confident, polished and self-aware. You will be someone whose ideas are considered, whose recommendations are weighed and who will earn the plaudits of the audience. In time, nervous but not terrified, you may seek opportunities to speak in public rather than dreading them. You may even enjoy influencing people.




    By the end of this chapter, you will have read four recommendations underlying successful presentations; subsequent chapters will address specific strategies and techniques, Although each topic is dealt with separately for analytical purposes, each is an integral part of talking to a group.




    Each chapter focuses on an aspect of presentation, from a brief review of the communication process, organizing your speech, using your voice, non-verbal language, notes and visuals to handling your nerves and questions. And recognizing the seismic shift in work brought about by the Covid-19 pandemic, we also consider online presentations. This book is designed to help you become a more comfortable, believable speaker, online or in person, not an unethical or deceitful one. As we know, taken to an extreme, effective speaking and image management can hide or distort the truth.




    Before we begin, let’s examine some more concerns about speaking, because airing them is healthy. You may recognize yourself in some of the worries I have heard expressed in workshops, and you may feel better knowing that you are not the only one who has these self-doubts. Even public figures and other people accustomed to speaking feel uneasy when they are facing an audience. I have spoken before audiences for years and still I worry.




    So, what are we so anxious about? Sounding stupid? Convinced that the audience knows more about the subject than we do? Boring people to death? Forgetting what we planned to say? Freezing? Muddling up the content? All of the above? This self-talk undermines our confidence, whether we are part of a webinar, at a dinner, an interview, a class, at a board, department, a virtual sales meeting or pitching an idea to community leaders or bank officers.




    Behind those nagging questions lurks the real issue. In our hearts, we know that it is not just our talk that is being judged. We are. Somehow, we think we will be found wanting: our names, our funding, our opportunity for advancement, our reputation, or our credibility is at stake. With that baggage, no wonder that surgery appears to be more pleasant than speaking. At least with a general or local anesthetic, we could sleep through the proceedings, or minimize the pain.




    Speakers often reveal their discomfort by what they say when they are finished: ‘‘What a relief!” “Well, I am glad that’s over” or “I survived.” Notice, not “great!” or “excited” or “That went well.” Rather than settle for survival, I urge you to turn the experience around and focus on the positive implications of giving a talk, the opportunities it affords you and your audience.




    This book is written to assist you in being more at ease with the process and with yourself and – forgive me, Michael Porter – to give you a competitive advantage. You will interview better, run meetings smoothly, talk to clients effectively, give after-dinner speeches comfortably and sell your ideas convincingly.




    Technology is invaluable and problematic. We rely on it and are exhausted by it. Despite our ever-increasing dependence, we still should be able to communicate face-to-face, individually and in groups, in person or remotely. The more at ease you are as a speaker, the more opportunities you create for yourself or for your organization and the more influential you can be.




    What is written here is based on years of coaching teachers, trainers, students and businesspeople, as well as on my own experience as a speaker, trainer, and lecturer. It is based on the mistakes I have made and the lessons I have learned and continue to learn.




    For one, I will never forget that dark day when one of my own dreaded fears was realized: I took one look at the lens of the camera in front of me and, despite my planning, remembered nothing. My mind was a complete blank. I froze.




    I also remember the occasion when I paused during a speech and sensed the power to influence as the audience waited for my next words.




    I have learned from attending meetings and conferences and from observing speakers, and from watching the audience’s reactions to those speakers. I have seen individuals nod off, stare out the window or scroll through messages on their phones. I have also noted the eager looks of people who are engaged in what they are hearing.




    To repeat, these pages are written with the conviction that you can learn to be a good presenter, to be less nervous, to have greater impact on the people listening to you and thus, affect your own growth and aid you in achieving goals for yourself and your organization.




    My Four Recommendations




    Let’s begin by looking at four recommendations that apply to all presentations. They are:




    1. Be responsible to the audience.




    2. Make conscious decisions about what you are presenting rather than relying only on your intuition.




    3. Make decisions before, during and after you speak.




    4. Become aware of your own strengths and weaknesses as a presenter and practice using techniques that will enhance your talk.




    Let’s look at each these recommendations in more depth.




    Be Responsible to the Audience




    Speaking is about the audience. Frequently, as speakers, we are so self-absorbed that we forget about the people in front of us. We behave like primary school students who have been told to memorize a poem to recite in class. Remember how each student got up and raced through the poem, eyes glued to the floor, unaware of books falling, doors slamming, or classmates tittering?




    Have you ever heard a presenter use the phrase, “Thank you for listening”? To me it is a revealing expression because it suggests that the audience made the effort when, in fact, the speaker was working on their behalf. If you do all the essential preparation and assume responsibility for being interesting, motivating, challenging, articulate, and/or entertaining, then the audience will listen and express their gratitude to you, thanking you for the effort you made for them. They will listen to you, if you are clear, sensitive, and analytical and seek to determine what will work for that unique group in front of you. As you know, time is a valuable resource, and the audience is devoting part of theirs to hearing what you have to say. Speaking is not about you; it is about the audience.
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    Make Conscious Decisions




    Make conscious decisions about what you are doing when you speak and avoid relying solely on your intuition. In other words, as important as your gut instincts are, use your head as well to advise you what to do. To be effective, think about every aspect of the talk, from what you are wearing, where and how you stand, how best to use your voice and if and how to use technology. Ask yourself if you are using PowerPoint because other speakers do. Are you wearing a blue tie because it was the first one you saw in the closet? Is your choice of virtual background appropriate? Do you stand behind the table or lectern, simply because it happens to be in the room? Are you being reactive or proactive?




    Instead, I encourage you to ask yourself if the blue tie is right for this occasion, or is it too pastel or too bold? Are slides necessary? If so, what for and why? Should you stand behind the lectern, or should you have it moved or removed so you appear more accessible and open? Is the image of palm trees or spaceships behind you appropriate? In other words, consciously decide what is best to do on each separate occasion.




    Make Decisions Before, During and After




    This recommendation is also about your decision-making. I urge you to make decisions before, during and after you speak. No, not just about your choice of tie, the number of slides or the use of the lectern.




    For example, suppose you have 30 minutes to speak. You should decide beforehand what information to include and what to exclude to fit within that time frame.




    Then, during your speech, you may notice several audience members nodding off. If you accept my earlier recommendation, to assume responsibility for the audience, you know that you should re-engage those tired folks. What you do now requires immediate decisions, whether it is lowering your voice, raising it, cutting part of your talk, pounding on a table, or pausing. In that moment, you make a change.




    When the talk is over, reflect on how your audience received your speech, how you felt, any questions you were asked, and any feedback you received. Weigh what you might have done differently, what you might have forgotten and analyze what worked. In that way you decide what to incorporate or exclude for the next talk.




    Be Aware of Your Strengths and Weaknesses




    Get to know your own strengths and weaknesses as a speaker and find opportunities to practice techniques that enhance your own presentation style. Ballet dancers, poets, athletes, and painters have talent; we forget that developing their art required learning and practicing techniques to enhance those gifts. It takes more than passion on the day to win an Olympic Gold or World Cup Final.




    Actors and musicians need more than enthusiasm for their art to muster the energy for the 100th performance. Performers have a job to do, and they have years of experience and techniques to sustain them. While we may not be Grammy or Oscar winners, as presenters we need to understand that there are approaches that will enhance and support us. Discover what you are good at and what needs to be developed. Do you have a beautiful voice but speak too quickly? Do you avoid eye contact? Do you tend to speak off the cuff? Subsequent chapters will help you to identify your own strengths and weaknesses.




    In Summary




    While it is normal to be nervous before making a presentation, you should not be so terrified that you hurt yourself personally and professionally. To gain confidence, weigh the four recommendations that can make a difference in the quality of your work:




    1. Be responsible to the audience.




    2. Make conscious decisions about what you are presenting rather than relying only on your intuition.




    3. Make decisions, before, during and after you speak.




    4. Become aware of your own strengths and weaknesses as a presenter and practice using techniques that will enhance your talk.




    You are on the way to being a more credible, clear and confident speaker. Before examining specific techniques that we have alluded to, let’s step back and remind ourselves about the communication process itself.
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