WELCOME delegates and INTRODUCE yourself with some background.
INTRODUCE course by explaining:
• Today is about learning new techniques and improving existing skills
• You may make mistakes along the way but this is part of the learning process
• We can learn from each other, pointing out that you, as trainer, has some development
areas too!
• Today is ‘workshop based’ in that there is an opportunity to hone their practice
presentations during the day. The plan is to allow at least 30 minutes preparation time prior
to delivering the presentations this afternoon
INTRODUCE the Knowledge/Skill checklist (K.S.C.) on page 3 of the delegate manual.

EXPLAIN why it is used (further evaluation of the course; a useful aid for them to work with
their line managers on an action plan for improvement) and how to complete.
ASK delegates to complete 1st column, reminding them to be honest . It’s not how they’d like
to be, it’s how they actually are. EXPLAIN that we will revisit the K.S.C. at the end of the day,
to re-score in the POST column. At that point , if they wish, they may revise any of their
original scores (up or down).
REFER to page 40: Personal Pledge Form in delegate manual and EXPLAIN that they should
capture any action planning thoughts on this form during and/or after the course.
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REVEAL above slide, mentioning some of the learning methods that will be employed.
EMPHASISE that they won’t be experts by the end of the day, however they will have all the
tools required to design and deliver an effective presentation and receive some detailed
feedback on their presentational style.

MENTION that the course is primarily aimed at ‘stand-up’ presentations. However, virtually all
of the messages today also apply to ‘presentations’ to a couple of people sitting down around
a laptop or feeding back updates at the monthly business meeting.
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Managing the Material

“I’m nervous that I’ll miss my place in my notes” becomes ”Let me use a highlighter pen on the
key points or key headings” or “It’s okay to glance down at my notes because it will only take a
couple of seconds and besides the audience needs short reflection time to fully absorb what I’ve
been saying to them”
Managing Yourself
“I’ll get tongue-tied and dry-mouthed during the presentation” becomes “I’ll make sure I take a
glass of water in with me”
“I am concerned that I won’t look professional” becomes “I’ll ask my friend about what I shall
wear and also treat myself to a haircut beforehand – that always makes me feel more
confident”
GO THROUGH their post its briefly to build up the 4 areas of control and IDENTIFY how they
can help overcome these feelings.
SUMMARISE by saying that by recognising their fears and identifying its category of control,
then one realises that it is within their own control, and therefore can work to overcome them.
ASK if anyone have a fear flying? Is it a fear of flying or fear of crashing?
Q. Do pilots have a fear of crashing?
A. No. Why?
Because they are in control. They are knowledgeable, prepared and confident. Overcoming the
fear of presenting is the same today we seek to give you that element of control.
POINT OUT that most people, no matter how experienced they are, get nervous before a
presentation. It ‘s ok to be nervous. In fact, we work to our optimum when we are a little
stressed.
MENTION:
• The company director who said : “If you’re nor nervous, start worrying”
• Many actors and comedians have admitted that they get very nervous (Tommy Cooper and
Stephen Fry are but two – who would have thought it looking at them on stage?)
• It’s a fact that most Presenter’s nerves do not show to the audience
SUMMARISE: In practice, most business people’s failings in presentations are lack of planning
and practice . They don’t allow enough time to prepare and therefore they increase their stress
levels as a result.
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EXPLAIN that we are going to spend some time in this section looking at the planning and
preparation stages of the presentation.
POINT OUT:
• Many presentation designers start with the PowerPoint slides. As we will see, there are lots
of issues about this approach if we don’t consider the fundamentals first. We will explore this
shortly
• Presentations are like ‘story telling’. They need to:
 Be introduced (scene setting)
 Flow logically and seamlessly
 Be closed off professionally
• The structural elements we discuss in this section will help give structure and flow to our
stories
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IMAGINE that you have been asked to deliver a presentation on buying a second hand car.
REFER to page 9 in the delegate manual: Planning: 6 key questions to ask.
Q. Before we consider getting into the fine detail of the content, what 6 questions should we
ask ourselves in planning the presentation?
A.
1.What is the aim/purpose of the presentation; what do we want to achieve?

Is it:
• The advertising methods (where do I look? Papers, internet, trade journals)?
• The actual process of buying a car (what type of garage?; how to negotiate the best price?;
how to get finance?)
• Selecting the best quality car for your money?
POINT OUT :
• The aim needs to be as specific as possible in our mind. We need to be clear about: “What
specifically do I want the audience to know or do as a result of my presentation?”
• It means you can be focused in achieving the aim when designing the content and avoid
designing material that will never be used
2. Who is the audience?
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EXPLAIN that we will now look at the overall structure of the presentation. The structure
should follow a very simple format.
Q. What do you think that format should be?
A. Beginning, Middle and End. It’s that simple.

Q Where did we start the planning?
A In the Middle - the ‘tell ‘em’ phase
Q .So what are we really doing in the Beginning and End?
A. REVEAL above slide to illustrate a memorable way of illustrating the structure.
POINT OUT:
• A business presentation is like the 10 o’clock news on television. The newsreader tells you
the highlights at the start of the programme; they then go on to the detailed brief around the
highlight; they then summarise at the end of the programme
• There is a bit more to cover in the ‘Beginning’ and the ‘End’ than illustrated on the slide. The
next section will cover the ‘ideal’ elements
• There is a key issue about timing here. Taking the presentation on inspecting a second hand
car discussed earlier, we thought we had 10 minutes to deliver the presentation. However we
need to allow up to a minute each for the beginning and the end, and possibly add in
behavioural examples/ case studies etc. We also want to aim to get the audience away slightly
early. You may end up culling some more content!
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TELL the delegates:
• We have concentrated on the planning and preparation ( the what of the presentation).
Now we will look at the delivery of the presentation (the how of the presentation)
• One of the most important areas of delivery is body language
Q. What is body language?

A. Non verbal communication. Everything we use to convey a message which is not the words
themselves e.g. use of hands; posture; facial expressions; position of body; position of feet.
Q. In presentations, what sort of image does positive body language portray?
A.Confidence; knowledgeable; control; professionalism
DISCUSS the power of interpretation through observing body language by referring to a very
busy pub scene and analysing the body language clues given out by certain types of people in
the pub. For example:
• The drunk : swaying; invading people’s body space; the mouth giving away slurring speech;
beady eyes as if they are trying to focus
• The bored, married couple: sitting in the corner with body positioning facing away from
each other; picking up the beer mat looking for something interesting to say; both sets of eyes
turn to the door to see who is arriving
• The lovers: sitting in the corner; close physical presence; mirroring of gestures; bodies
facing each other
• The lone female: sitting out of main thoroughfares in sight of the door (for comfort being
able to see the exit is and to see the late-running companion); crossed legs; shrinking down
(avoids attracting attention); fervently looking at her mobile phone and avoiding gaze across
the bar)
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Q. What factors of the voice are important
Power, Pace, Pause, Pitch, Pronunciation
REVEAL above slide and review:
Power. This means the volume of the voice.
DISCUSS issues around:
• Too quiet a voice (lack of confidence; not assertive; not in control)
• Too loud (aggressive; threatening; ‘wouldn’t want to do business with him/ her ‘. The
audience concentrates on how loud you’re saying it as opposed to what you’re saying)
Q. How do you get the right level?
A. Check in practice with a colleague, or ask the audience at the start.
Pace & Pause. This means the speed of voice
DISCUSS issues around:
• Too quick (sign of nerves; audience needs time to reflect on what you are saying, so need ‘to
catch up’; audience concentrates on how quickly you are speaking, not on what you’re saying)
• Too slow (boring; audience switches off)
EMPHASISE the importance of varying pace of voice:
• Quicker pace to emphasise excitement and enthusiasm for a particular point
• Slowly to reinforce the importance of a point (especially combined with use of hands)
• Put pauses in at the end of each slide or main point. It gives the audience a chance to catch
up mentally. It also gives you chance for a deep breath and to glance down at your notes
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EMPHASISE:
• Lots of people develop mannerisms, habits and characteristics of speech when under stress,
such as when delivering a presentation. This short section explores this in more detail and
suggests a 4-stage awareness technique to help understand/ overcome the issue
• These aspects are not a problem unless they become a distractor for the audience, because
of their frequency or the exaggeration of the gesture
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SHOW above slide.
EXPLAIN that in this section we will review the visual aids side of our presentations – why we
have them and how they can be used effectively to assist the delivery of the message.
Q. Why do we use visual aids?
A.

REVIEW responses to include:
• They add variety
• They are our aid to memoire
• They guide the audience through the story
• It takes the pressure off us as people look at the screen rather than us at times
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SHOW above slide.
EXPLAIN:
• Just by changing the bullet point character from a ‘dot’ to ‘up or down’ arrows helps to
maintain interest and takes no extra time to insert
• The above slide avoids the display of the raw figures that lead to the percentage
increases/decreases. Again the raw figures could be regarded as ‘clutter’ for the audience. It is
the percentage values that are the most important to remember
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SHOW slide.
EXPLAIN that the last theory section of the course is a short coverage on handling questions
and answers.
COVER OFF the following points and REFER to page 33 in delegate manual: Handling
Questions and Answers:
• Listen intently to the question. Use neutral facial expression i.e. do not grimace or frown as
you are listening
• Always acknowledge the question for example:
 “ You’re absolutely right on that point, which is why ……
 “I can see that you feel very passionate about this. We also feel that ……
 During a presentation: “I understand what you’re saying, however we have strayed
away from the original point. Can we pick it up again at the end of the presentation?”
• Avoid the politician’s approach of answering a different question
• If you have to concede a point made by a questioner then so be it. However repeat your
‘selling ‘ point again and perhaps reinforce with a new statistic or example
• Buy a little thinking time by summarising the question back to the questioner before
answering, or deflect the question to someone else (who may be more experienced than you)
to answer
Understand that you’re only human and that it is okay to acknowledge a question that you
don’t know the answer to by saying that you will get back to them with an answer to an
agreed timescale. For example, your response could be: “That s a very good question - thanks
for that. I’d like to double-check my facts so if you can allow me some time, say by lunch time
tomorrow, I’ll get you an answer. Is that okay?”
MENTION the ‘Car Park’ where a flipchart is utilised with a heading of ‘Car Park’ to capture
any important questions or points that don’t have direct relevance to the presentation topic.
In this way, audience members are reassured that it won’t be forgotten.
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