Presentation skills 


A recent survey showed that, when people were questioned on their most dreaded experience, the fear of speaking in public showed higher than more common fears like flying in aeroplanes, fear of spiders and insects, dread of heights. 

Yet presentation skills can be extremely useful in many normal business situations, and even some social ones. 

We take the view that presentational skills are one of the most valuable leadership skills you can acquire, and this workshop will focus throughout on building presentational skills in the delegates in as painless a fashion as possible. 

This section covers the whole area of making presentations and looks at the qualities required. 


Benefits of presentation skills 

The following are some of the benefits of competence in presentational skills 

• confidence in running (and chairing) practice meetings 
• better communication skills in everyday meetings 
• better explanations to patients 
• increased confidence (and success) in selling 
• ability to speak to local groups for promotional purposes 
• giving a vote of thanks in local groups 


Preparation and presentation 

The two most important things to remember in making presentations are: 

• Preparation: choose your material carefully, rehearse and build up your confidence. At the start give yourself plenty of time to make sure you know what you are talking about. 

• Presentation: the style of your presentation is the key to whether people remember it and you. It is less what you say and more how you say it. 




























Personal apprehensions 

Most people feel anxiety about given a presentation, which is largely based on the fear of failing. 

To combat these fears we need to identify exactly what our fear is. The first stage is to list what you consider are your worst fears. 

List below your fears. 
















How can all these fears be lessened or overcome? 




















Use of voice 


Volume 

Most people talk too quietly. Speak louder than you would for carrying on a conversation with the person in the back row. Speak UP to give an impression of authority and enthusiasm. 

Pitch 

A poor and nervous speaker will use a dreary monotone. Varying the pitch will add life to your talk. Emphasise points by sharp increases in volume, or by decreasing volume to invite careful listening. 

Speed 

There is a great tendency to talk too quickly, especially if you are quiet. Speak more slowly than you would in everyday conversation. It will give your audience valuable time to reflect on what you say. You will benefit by having more time to think - you will also feel more confident. 

Pause 

One of the most effective tools at your disposal. Pause to dramatise or emphasise the point you have just made - or are about to make. A good pause should be longer than you think necessary. 

Body language 


Appearance 

Be sure to dress appropriately for the occasion. Not conforming to your audience's expectations can disadvantage you. 

Hands 

Make use of your hands and arms, and make your gestures confident and bold. Whether you are sitting or standing, don’t fidget with hands or pencils. If your hands embarrass you, put them easily behind your back for the first few moments. When you have got into your stride, start using them to emphasise points. 





Posture 

Avoid shifting from foot to foot, swaying or walking about. 
It is better to stand, facing the audience, feet slightly apart, arms bent at the elbow. 


Mannerisms 

Avoid distracting mannerisms, such as adjusting your notes, fidgeting from one foot to the other, folding and unfolding your arms, running your hands through your hair, etc. 

Mannerisms are very obvious to the audience, not so obvious to yourself. 


Audience contact 

You will never gain the attention of the audience unless you look at them and into them. Don’t gaze up at the ceiling, down at the floor or out of the window. Don’t transfix one particular member of the audience - it will embarrass him however sympathetic he may be. Distribute your favours evenly, and let everyone feel you are talking to them personally. 

It is a sound idea to start a sentence looking specifically at one person or group, and finish looking at another as if you were making the point to that group. This applies whether you are standing or sitting. 


Nervousness 

All the points made above are affected by nerves. It is quite natural to be nervous, and this can improve your performance. However, the fear of making a fool of yourself can make you speak too quickly, can prevent you using the pause because it seems to last a lifetime, and prevent you exaggerating by using gestures or varying the tone. 


Gabbling 

Easily corrected once you know you are doing it. 


Catch phrases 

‘The fact is...’, ‘...and that sort of thing’, ‘...you know...’. These are harmless in themselves but, if used frequently, will distract the audience. 

Here are some hints in accepting nerves: 

• Prepare thoroughly 
• Beware of the self-fulfilling prophecy 
• Stand where you are going to speak 
• Breathe deeply 
• Do not worry about yourself 
• Prepare answers to anticipated questions 
• Learn your opening and closing statement off by heart 

Your main fear will probably be that of drying up. You will not do this if you have prepared properly. If you are lost for words, don’t worry, it will either come to you or a member of the audience will supply it. 


Preparation 


Collection of information 

Think all round the subject, and note down on a large sheet of paper, preferably in pattern form, everything that comes into your head on the subject of your talk. By and large our brains do not work logically; the advantage of a patterned form is that it aids rather than fights the way our brain operates. 


Selection and rejection 

Ask yourself these four simple questions: 

• Who are my audience? 
• How much do they already know? 
• What do I want to tell them? 
• How much time am I allowed? 


Clarify your aim. Then reject anything that is irrelevant from your initial notes. Now decide on your headings and subheadings, and put them into logical order. The structure of the talk begins to take shape. 

Remember you will not have time to say all you know about the subject. Use only what is relevant and what can be dealt with in the time at your disposal. This may very well involve ruthless rejection. 


Notes 

For these use only postcards. They help with timing as well. Cards must be numbered and attached. An idea is to punch a hole and use a treasury tag. That way if you drop them, they won’t scatter everywhere. If visual aids are being used during the talk then a reminder can be marked on the card. 

If you have prepared your ideas, the words will look after themselves. 



Structure 

A well-constructed talk always falls into three main sections. 



Beginning/Introduction 
Middle/Main Body 
Ending/Summing Up 

• ‘Tell ‘em what you are going to tell ‘em’, 
• tell ‘em 
• then tell ‘em you’ve told ‘em!’ 

Pay as much attention to your beginning and ending as you do to the middle themes. 


Why is preparation so important? 

Presentations usually work on a 90/10 rule. At least 90% of the time is spent in preparation, with only 10% on delivery. 

The consequences of not planning a presentation tend to be: 

• the presenter is unsure of the material 
• the presentation doesn’t fit its allotted time 
• there is no logical order to the presentation 
• the material is confused and hard to understand 
• relevant material is missed out/irrelevant material is brought in 
• the presenter looks and sounds unconvincing. 

The benefits of planning tend to be: 

• the presenter looks calm and in control 
• the presentation runs to the allocated time 
• the material flows logically and is easy to follow 
• the points covered are complete and relevant 
• the presenter is seen as a credible expert. 

One method of collecting information is by using a technique known as ‘mapping’. Using this technique helps you build a complete picture of your presentation topic. Additionally, it also provides a means whereby you can ‘plug’ any knowledge gaps at an early stage. 

The objective of mapping is to generate as many ideas as possible, no matter how obscure they may be. But remember they must be relevant to the objective of the audience. 

Once the mapping exercise is completed the thoughts then need to be organised into logical groupings. These groupings should then form the main stages of the presentation. As mapping involves essentially a ‘mind dump’ some elements may prove to be irrelevant. To judge irrelevance the question to ask is Does the element help towards achieving the presentation’s aim? 






Beginning/Introduction 

Begin with a bang, if you can - or with some particularly interesting aspect of your subject. Avoid beginning with a question - it may get an unexpected answer! 

Let your audience know as early as possible what you are going to talk to them about. You should give signposts to the themes you intend to cover in the middle. Also you should indicate how long you will take, and whether you will be using visual aids or handing out notes. 

As a guide consider the following mnemonic to structure your introduction. Each element should come into your opening. 

I Interest 
N Audience Need 
T Title of the presentation 
R Related information 
O Overview of the presentation 

Therefore, going through the introduction stage you should: 

1. Establish your credentials and role 
2. State the timings for the presentation 
3. Clearly state your perception of the audience’s need and interest 
4. Use the overview to link into the first topic element 

Middle/Main Body 

Throughout your talk, give signposts, i.e. let the audience know when you’ve finished with one theme and are moving onto another. The sequence of ideas within a theme should be logical, of course. After each theme, it may well be appropriate to deal with any questions. 


Ending/Summing Up 

The ending can take the form of summing up (not a repetition of your whole speech) or may be merely a neat rounding off for the presentation. Make it clear to the audience that you have reached the end – don’t just peter out in an apologetic anticlimax. Remind the audience briefly of the signposts you have used. Finally, thank them for listening. 






Summary 

A good summary should achieve three objectives: 

• bring the presentation to a close 
• reiterate and reinforce the key points 
• leave the audience with a positive and lasting impression. 


Feedback 

No communication system can work without feedback. The strength of live presentation is that it can be modified in response to audience feedback. 

Here are some techniques to enable you to pick up and use feedback from the audience: 

• Establish an early and friendly rapport, so that everyone can relax. 

• Prepare your notes in a very accessible way so that you spend the minimum time out of eye contact with the audience. 

• Move the audience’s attention away from you at intervals by use of visual aids. It will give you a chance to gauge the group’s response and interest. 

• Scan the whole group regularly; don’t just feed off the friendly few in the front. 

• Break the isolation of presentation by establishing ground rules as to when you’ll take questions and get into dialogue with the audience, where appropriate. 

• Use as many methods as are suitable to involve the group in participative learning activities within the structure of your presentation. 


A presentation summary 

Remember, a summary should: 

• Be delivered in a positive way. 

• Reiterate the main points covered 

• Include a recommendation or proposal 

• Suggest on going action 

• Include positive benefits statements 

• Thank the audience for their time 

• Invite questions 



It should not 

• Introduce new information 

• Contact anything previously stated 


Questions 

If there is to be a question and answer session, always tell the audience at the beginning. The audience is now taking a different role. They have to participate. The speaker must control question time and not overrun with it. If the speaker does not know the answer to a question he must admit this. Alternatively, the question can be put back to the originator or the group as whole. 


Answering 

Remember T-R-A-C-T 

T Thank the questioner for his question/say it is a good one 
R Rephrase the question to show the questioner you have understood it, and to enable everyone else to hear what was asked 
A Answer the question, to the group - not just the questioner 
C Check with the questioner that you have answered the question to their satisfaction 
T Thank the questioner again for having asked the question in the first place 

Can’t answer it? 

Either admit you can’t - people respect others who admit they do not have all the answers, but say you will find out afterwards and will tell them. 

Alternatively, get someone else in the group to answer it. 


Interruptions 

These can be tricky, but can be handled professionally. At all costs, do not get annoyed or become antagonistic towards the person concerned. 

Either tell him that you will be handling questions at the end, or answer his point following TRACT. 

If someone is being negative or obstructive, pass the point to someone else in the group to comment. If your eye contact has been good, you will already know who your friends are in the room. If they handle their interrupting colleague, this will avoid any one-to-one battles developing between speaker and his ‘adversary’. 








Language 

‘Jargon appeals to the illiterate, plain English to the wise.’ 

Any fool can make things sound complicated. It’s a clever speaker whose audience all understand the presentation. Be yourself and avoid pomposity. 

Use a short word rather than a long one if the meaning is the same. Use precise words rather than woolly ones. As a general guideline, if you use words that you yourself use in everyday conversation, you won’t go far wrong. 

Do not use technical jargon without explaining it, unless you are 100% sure that 100% of your audience understand its meaning. You may have grown up with jargon without realising it is peculiar to your occupation. 


Case presentation - persuading others 

When presenting a case which involves spending money or changing policy (or both), take special care to prepare it thoroughly and present it in the right way. 

This could cover the situation, for instance, where you are trying to persuade a person or a group to accept a line of action which you want them to follow. It covers everything from selling life insurance to one man to selling a pension scheme to a board. The sequence of themes in your talk should follow the ‘selling stepping stones’. 




Developing confidence 

‘STAGE FRIGHT’ is less apparent to the audience than to the speaker. Most accomplished speakers admit to stage fright but use it to increase their effectiveness. The single most important factor in overcoming stage fright is PRACTICE. 


PREPARE 

i. Concentrate on ideas not words 
ii. Never memorise a presentation word for word 
iii. Brood over your topic - note thoughts and ideas 
iv. Develop a structure 
v. Finalise your notes 

PRACTISE 

i. Mentally rehearse 
ii. Practice, using your friends as the audience 

THINK POSITIVELY 

i. Predetermine your mind to success 
ii. Cast negative and harmful thoughts from your mind 

ACT CONFIDENTLY 

i. Breathe deeply before you start 
ii. Maintain good posture 
iii. Maintain eye contact 
iv. Be natural 
v. Look the part 


Conclusion 

Making presentations is often the hardest skill to master in preparing yourself for managing and running a business. Most managers rarely see a need for this particular skill -- partly because they are afraid of their own ability and scared of trying to put it into practice. 

They could not be more wrong. The person with the confidence to make a presentation anywhere and any time is the person with the confidence to do what needs to be done to achieve their objectives. 

It is amazing how much extra confidence you get when you are no longer afraid of giving presentations and how much it shows. Meetings with the staff, making a presentation to a patient, preparing for a talk to help promote the practice and many other occasions all become so much easier when you are no longer afraid of speaking in public.

