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Chapter 9
Making Effective Presentations
Developing and Organizing the Presentation

· Speaking to an audience is a fact of life.
· Types of Presentations
· Briefing and informational announcements
· Orientation sessions
· Training programs
· Research and technical reports
· Progress reports
· Civic and social presentations
· Convention and conference presentations
· Television and radio interviews
· Introductions
· Sales Presentations
· Project and policy proposals
· Seeking resources
· Ceremonial occasions
· Some business and professional presentations are formal, full-dress performances; most are comparatively informal talks to a few people or even a single person.  
· The quality of your presentation may determine whether anyone ever reads your documents.  
· The highly public nature of presentations means your reputation depends on how you handle yourself in front of an audience.  
· Eventually people find their effectiveness and success depend on their ability to organize their ideas and present them effectively.  
· Delivering your message personally provides immediate feedback that helps you clarify points and answer questions.  
· Oral presentations are often more persuasive as well.  
·  A speaker’s knowledge, enthusiasm and apparent confidence can influence people to accept or reject an idea in a way that a written document cannot.  
· Very rarely will you get approval for an important idea without explaining it personally.  
· Toastmasters International, a group dedicated to helping businesspeople present their ideas effectively, has over 270,000 in 13,000 clubs in 116 countries.  

Analyzing the Situation

· Before you plan even one sentence of the actual presentation, you have to think about the situation in which you’ll speak.  
· You can make sure your approach is on target by considering three factors:  the audience, yourself as the speaker, and the occasion.  
Analyzing your audience

· Having good ideas is not enough.  
· You have to present those ideas in a way your listeners will understand and appreciate.  
· Asking yourself a number of questions about your listeners will shape the way you adapt your material to fit their interests, needs, and backgrounds.
· Who are the key audience members?
· Not all audience members are equally important.
· Sometimes one of two listeners have the power to approve or reject your appeal.  
· Whoever are the decision makers are, you need to identify their interests, needs, attitudes, and prejudices and then focus your appeal toward them.  
· There are times in which you will need to do some pre-speaking investigation to identify the opinion leaders and decision makers in your audience.
· How much do they know?
· A group of experts doesn’t need the background information that less informed audiences would require.  
· It is also important to ask yourself what your listeners do not know.
· Uninformed people or no experts will be mystified (as well as bored and resentful) unless you give them background information.  
· What do they want to know?
· People will listen to you if you address their interests, not yours. 
· The most important key to effective selling is identifying the prospect’s needs and showing how the product can satisfy them.  
· Your listener’s job titles can give you clues about what they want to know.  
· “Just give me a quick description, a schedule, and the dollar figures” is a common managerial attitude.  
· What are their personal preferences?
· Your listeners’ personal idiosyncrasies can make all the difference in how your message is received.  
· Does your audience prefer a presentation to be formal or casual?
· Humorous or straitlaced?
· Fast paced or leisurely?
· Knowing these preferences can make the difference between a presentation’s success and failure.  
· Which demographic characteristics are significant?
· Gender – what is the distribution of men and women>
· Age – 
· Cultural background – example: you would use a different approach with blue-collar workers than with white-collar workers
· Ethnic mix might affect your remarks – points you make, examples you use, and even the language you speak.
· Economic status – 
· Religious backgrounds – 
· Attitudes toward a topic – 
· What size is the group?
· How many copies of the handout to bring?
· How large must you visuals be so everyone can see them?
· How much time should you plan for questions and answers?
· What are the listener’s attitudes?
· Consider two types of attitudes
· First, is your audience’s attitude toward you as the speaker
· Second, your audience’s attitude toward your topic
· One way to discover your audience’s attitudes and to gain the audience’s approval of your idea is to meet with listeners before your presentation.  
· Analyzing Yourself as the Speaker
· One of the biggest mistakes you can make it to try to be a carbon copy of some other effective speaker.  
· Your Goal
· Why are you speaking?
· Are you interested in reaching one person or one subgroup in the audience?
· What do you want your key listeners to think or do after hearing you?
· How will you know if you succeeded?
· Your knowledge
· It’s best to speak on a subject about which you have considerable knowledge.
· You may need to do some research on the topic to make is current.
· It is better to over-prepare than to look like a fool later.
· Your feelings about the topic
· Research show that sincerity is one of the greatest assets a speaker can have.  
· When you are excited about a topic, your delivery improves.
· Your voice becomes expressive, your movements are more natural and your face reflects your enthusiasm.  
· If you are not interested in the topic, your audience will know.  
· A good test for your enthusiasm and sincerity is to ask yourself if you really care whether your audience understands or believes what you have to say.  
· Analyzing the Occasion
· Facilities
· Figure 9.1  - Page 255 - 
· shows how you can adapt the layout of a room to suit the speaking situation.  
· Will there be enough seating for all the listeners?
· What type of equipment is available for you to use?
· Will there be distracting background noise?
· Know if there are easels, electrical outlets, doorways
· Good speakers check out the facilities for themselves in advance.
· Time
· Time of day you will be speaking
· Length of time you will be speaking
· Usually, factors in the situation suggest how long it’s wise to speak.  
· Context
· The context of your presentation also influences what you say or how you say it.  
· Previous speakers set the tone for your speech; you may have to adjust it.
· Current events could also affect what you say or how your say it.  

Setting your goal and developing the Thesis

· An absolutely essential step in planning any presentation is to define your goal – what you want to accomplish.
· General and Specific Goals
· General Goal – is a broad indication of what you’re trying to accomplish.
· To inform, persuade and entertain
· While one type of goal may be primary, a speaker often attempts to accomplish more than one.  
· Informative presentation is to either to expand your listener’s knowledge or to help them acquire a specific skill.
· Persuasive presentation focus on trying to change what an audience thinks or does. Selling is a good example
· Entertain – getting the audience to relax and look forward to the coming events.  
· Specific goal – describes the outcome you are seeking.  
· Stating the specific goal tells you what you will have accomplished when you have arrived.  
· Describes whom you want to influence; what you want them to think or do; how, when, and where you want them to do it.  
· Describe the reaction you are seeking
· Your goal should be worded in terms of desired outcome: the reaction you want from your audience
· Be as specific as possible
· A good goal statement identifies the who, what, how, when and where of your goal as precisely as possible.  
· The best goal statements describe your goals in measurable terms
· Knowing exactly what you want to accomplish dramatically increases the chances you will reach your goal.  
· Developing your thesis
· The thesis statement – sometimes called the central idea or key idea – is a single sentence that summarizes your message.
· Some communication coaches even advise boiling down your thesis to two words.  
· Presentations without a clear thesis leave the audience asking, What’s this person getting at?  
· The thesis is so important you will repeat it several times during your presentation: at least once in the introduction, probably several times during the body, and again in the conclusion.  
· Organizing the Body
· The body is the place to start organizing, even though it doesn’t come first in a presentation.
· Organizing the body of a talk consists of two steps:  identifying the key points that support your thesis and deciding what organizational plan best develop those points.  
· Deciding what organizational plan best develops those points.  
· Brainstorming
· Once you have figured out your thesis, start gathering research to support your presentation.  
· First, pull together a list of all the information you might want to include.  
· Your brainstorming and research will produce a list of material from which you will build your presentation.  
· Once you have assembled what seems like enough raw materials, you are ready to organize.  
· Basic Organizational Plan
· A substantial body of research indicates that organizing y our remarks clearly can make your message more understandable, keep your audience happy and boost your image as a speaker.  
· Problems presentations suffer from:
· Talking too long to get to the point
· Including irrelevant material
· Leaving out necessary information
· Getting ideas mixed up.  
· Pattern for putting together your presentation
· First, tell them what you’re going to tell them, then, tell them what you told them
· Introduction
· Attention-getter
· Thesis
· Preview
· Body (two to five main points)
· Conclusion
· Review
· Closing Statement
· Identify Main Points and Subpoints
· Your notes contain more information than you will use in your presentation. 
· Decide which key points best support your thesis and help you achieve your purpose.  
· What you determine, as your main points may not be listed on your brainstorming list but emerge from the themes on the list.  
· How do you identify your main points?
· Apply the “one week later” – ask yourself what main points you want people to remember one week after the presentation.  
· Since the group will only remember a few points – emphasized them during your talk
· Choose the Best Organizational Pattern
· Chronological – arranges your points according to their sequence in time
· Steps in a process
· Spatial – organizes material according to how it is put together or where is it is physically located.  
· Topical – groups your ideas around some logical these or division in your subject. 
· Sometimes termed a catchall approach because people occasionally describe a list of points as topical if they can’t think of another pattern that will work.  
· A genuine topical approach has elements logically related according to some scheme an audience can easily recognize.  
· Cause-Effect – shows that certain events have happened or will happen as a result of certain circumstances.  
· Problem-Solution - is the simplest persuasive scheme.  
· You begin by showing the audience something is wrong with the present situation and then suggest how to remedy it.  
· This plan works especially will when your audience doesn’t feel a strong need to change from the status quo.  
· Criteria Satisfaction – organizational strategy sets up criteria the audience will accept and then shows how your idea or product meets them.  
· Comparative Advantages – organizational plan puts several alternatives side-by-side to sow why yours is the best.  
· This strategy is especially useful when the audience is considering an idea that competes with the one you are advocating.  
· Motivated Sequence – organizational plan is a five-step scheme designed to boost the audience’s involvement and interest.
· Attention – capture the audience’s attention by introducing the problem in an interesting manner
· Need – explain the problem clearly and completely.  Use a variety of supporting material to back up your claim, proving the problem is serious.  Make your listeners feel the problem affects them in some way.
· Satisfaction – present y our solution to the problem.  Provide enough support to prove the solution is workable and that it will, indeed, solve the problem.  
· Visualization – describe clearly what will happen if your proposal is adopted so the audience has a clear mental picture of how your proposal will solve the problem.  
· You may also paint a verbal picture of what will happen if your proposal is not adopted.
· Action – call for a response from your audience.  Explain what listeners can do to solve the problem.  
· The motivated sequence approach works best when the problem you present and the solution you propose are easy to visualize.  
· Introduction
· Attention
· Body
· Need
· Satisfaction
· Visualization
· Conclusion
· Actions
· Rule for Main Points
· Main Points should be stated as claims
· A claim is a statement asserting a fact or belief.  
· If you start you claims in full, grammatical sentence, they will probably satisfy the one-week later test and be remembered by your listener.  
· All points should develop the thesis.  
· A presentation should contain no more than five main points.  
· Your main points are what your listeners to remember and people have difficulty recalling more than five pieces of information presented orally.  
· It is imperative that your presentation contains no more than 5 main points.  
· David Dempsey
· Make three points that stick, rather than 10 quick points that leave no lasting impression.  
· Main Points should be parallel in structure whenever possible.  
· Parallel wording can reflect your organization and dramatize your points.  
· Each main point should contain only one idea
· Combining ideas or overlapping them will confuse audiences.  



Planning the Introduction and Conclusion

· Your introduction should take between 10 and 15% of the speaking time.  
· During this short time – less than 1 minute of 5-minute talk – your listeners form their initial impression of you and your topic.  
· Functions of the Introduction
· Capture the Listener’s attention – begin by focusing attention on you and your topic if there any chance listener’s minds are elsewhere.
· Give your Audience a reason to listen – the best way to grab and hold your listener’s attention is to convince them your message will be important or interesting to them.  
· Set the proper tone for the topic and setting – Your remarks should put them in a good mood.  It should establish rapport with your listeners.  
· Establish Your Qualifications – You need to demonstrate your competence quickly so the listeners will take your remarks seriously
· Introduce your thesis and preview your presentation – 
· You need to state y our main idea clearly at the beginning of your remarks so your listeners know exactly what you are trying to say.  
· Types of Opening Statements
· You have to be interesting
· You have to establish the right one
· Your remarks have to relate to the topic being discussed.  
· The opening statement has to feel right for you.  
· Ask a question 	
· Asking the right question is a good way to involve your listeners in your topic and establish its importance to them.  
· Many speakers try to capture attention by asking the audience a rhetorical question:  one with an obvious answer and one that does not really call for a response.  
· Rhetorical questions work well when you can be sure the audience’s reaction is the one you want.  
· Tell a story
· Because most people enjoy a good story, beginning with one can be an effective way to get the audience’s attention, set the tone, and lead into the topic.  
· Keep it brief
· Establish a clear connection between the story and our topic.  Even though the connection may be clear to you, make sure you describe to your listeners why your story is relevant.  
· Present a quotation
· Quotations have two advantages:  
· First, someone else has probably already said what you want to say in a very clever way.
· Second, quotations let you use a source with high credibility to back up your message.  
· Not every quote has to come from a distinguished person.  
· Making a startling statement
· An excellent way to listeners’ attention is to surprise them.
· This approach will work only if your startling statement bears a clear relationship to your topic.  
· Refer to the Audience
· Mentioning your listener’s needs, concerns, or interests clarifies the relevance of your topic immediately and shows you understand your listener.  
· Refer to the Occasion
· Sometimes the event itself provided a good starting point.
· Sometimes you can begin by referring to some other aspect of the situation.  
· Use Humor
· The right joke can be an effective way to get attention, make a point, and increase our audience’s liking for you.  
· You can make an amusing remark that will set the tone perfectly for your message.  
· Your jokes should also be appropriate for our audience.  
· Jokes that are off-color or in any way make light of sexism, racism, or disabilities are likely to offend or embarrass someone in your audience.  
· Think twice about using humor cross culturally as jokes rarely translate.  
Functions of the Conclusion

· Resist the temptation to close quickly and weakly.  
· The conclusion of your presentation should even shorter than the introduction: not much more than 5% of your total speaking time.  
· The Review
· Your review should contain a restatement of your thesis and a summary of your main points.  
· The closing statement
· A strong closing will help your listeners to remember you favorably; a weak ending can nullify many of your previous gains.  
· The closing statement will give your remarks a sense of completion.  
· Types of Closing Statements
· Return to the theme of your opening statement
· Coming back to where you started gives a sense of completeness to your presentation.  
· You should refer to your opening statement but add a new insight, further details or a different ending.  
· One way to capture your audience’s attention is to split your story – Start, but don’t finish it in your introduction.  
· Appeal for Action
· When your goal involves getting the audience to act in a certain way, you can sometimes close your presentation by asking for your desired result.  
· End with a challenge
· Whereas an appeal asks for some action, a challenge almost demands it.  

Adding Transitions

· Transitions are words or sentences that connect the segments of a presentation.  They work like bridges between the major parts of your remarks and tell your listeners how these parts are related.  
· Transitions should occur between the introduction and the body, between the main points within the body and between the body and the conclusion.  
· Functions of Transitions
· They promote clarity – 
· They emphasize important ideas – transitions within presentations highlight important information they way italics and bold type emphasis in print.  
· They keep listeners interested – give momentum to a presentation.  They make listeners want to find out what comes next.  
Characteristics of effective transitions

· By referring to what you just said and to what you’ll say next, you are showing the logical relationship among those ideas.  
· If you have trouble planning a transition that links preceding and upcoming material smoothly, the reason may be that the idea aren’t logically related or the organizational plan you’ve chosen is flawed.  
· The next important
· Another reason we want to make the change
· Finally, we need to consider
· To wrap things up….
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