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[bookmark: _Toc534923812]Introduction
Presenting information clearly, cohesively and coherently is a key skill you have to master in order to communicate effectively with your peers, clients, senior managers and other stakeholders. To present a complex data in a simple manner and build a story that informs and persuades your audience is not easy thing to do; thus in order to be good at presentations you have to invest time to learn how to make and deliver them effectively. 
Learning to prepare and deliver an effective business presentation, an informative summary, recommendation or proposal, will allow you to influence decision makers, and to impress people with your convincing business results. The ability to stay firm when speaking publicly and to convert complicated matters into a well-structured story is a useful skill in all areas of life, above and beyond the corporate world.  The further you proceed in your career the more effective your communication skills must be, whether it is presentation skills, business writing or public speaking. Therefore, the sooner you start mastering your presentation skills the better for your career. 
I’m assuming you’re looking at this book because you have realized that presentations are significant part of your job, thus, in order to build a successful career you have to deliver compelling presentations. I wrote this book for professionals who is looking for actionable ideas that immediately improve presentation skills. 
The purpose if this book is to equip you with the basics and know-how to make a compelling presentations. I did my best to include time-tested techniques, tips and frameworks that have helped me to deliver engaging, persuasive and effective presentations. I’m confident that they’ll work for you too. I encourage you to apply them in your next presentation whether it is short talk during informal event, in-class speech in front of your peers or formal business presentation for senior executives. 
Perhaps, you won’t become a confident and engaging presenter right after finishing this book, but you will definitely become a better presenter. Remember, presentation skills as any other skills requires practice, practice and practice; that’s why in order to become an expert in it, it’s important to invest time in both – learning how to do it and actually doing it.
How This Book Is Organized
This book has six chapters. Each chapter focuses on one specific aspect. The first chapter is about mental preparation. The second one is about audience analysis. The third and fourth describes how to fulfill your presentation with a meaningful content. The fifth and sixth contains delivery techniques that would help you to make the best impression.  
Why Do I Feel Qualified to Teach You about Presentation Skills
I’ve spent a lot of time perfecting my presentation skills and teaching people how to enhance theirs. I started when I was undergraduate student. When doing my bachelor degree, I was involved in many projects where presentation in front of the class was a requirement. I know that this isn’t something unique, but I did my best to learn how to do it in the most efficient and effective way. I’ve read books and watched videos to figure out the pattern behind best-in-class business presentations or public speeches. Later, I spent 7 years working in international corporations where presentations are the primary way of communicating ideas to senior management. In my role, I did up to five business presentations a week. I had a chance to present to global directors as well as to local senior managers. 
At some point in my career, I’ve started to teach people how to present effectively. At first, I’ve become a presentation skills coach for my colleagues; then, when doing my MBA in New York I’ve provided presentation skills workshops for students; today I train young entrepreneurs how to pitch their businesses ideas in front of investors. I’m enjoying working with startup companies and contribute to their success.  
Apply What Works For You
We all are different. What works for me might not work for you. Everything I put in the book I apply in my life. However, you may think that some techniques described here aren’t for you. That’s totally fine. Consider this book as the toolkit not the instructions. It can help you to improve your existing presentation skills or you may find here something new to incorporate into your next presentation. This book offers you a set of tools to encourage variety. Use the ones that are right for you and for presentation opportunity you’re facing. 




[bookmark: _Toc534923813]Chapter I: Fear and Anxiety 
Many of the greatest speakers you know today including movie stars, business gurus, actors, senior executives or politicians have dealt with fear of stage. In fact, Glossophobia (the fear of public speaking) is one of the most common phobias in the world. It’s absolutely normal if you are afraid of speaking in front of the audience, everybody does. You feel nervous not because something can bite you on stage, but you care about your long-term reputation. We are profoundly social animals, that’s why how others think of us matters hugely. We tend to believe that what happens on stage will affect the rest of our life. However, the first thing you should start doing right now is NOT thinking in the way I’ve just described. Don’t consider speaking in front of people as the worst thing that can happen to you. On the contrary, with certain mindset you can convert your fear into your superpower. 
In this chapter, I describe how you can develop the right mindset so you feel more comfortable and confident when you present in front of the audience. Also, I’ll reveal useful techniques that you may use to reduce your feeling of anxiety in order to minimize your fear and raise your confidence. The more confident we feel about how we present the more convincing the presentation is. 
[bookmark: _Toc534923814]Presentation is Not a Threat, it’s an Opportunity 
Unfortunately, many people consider presentations as a threat. I’ve seen professionals who tried to avoid delivering presentations though it was part of their job responsibilities. I remember how prior to regular monthly meeting, where different departments have to give short business updates to senior executives, one presenter told me: “Each month I have to present and hate doing that. This is the most stressful day for me; unfortunately, it occurs on a monthly basis. I hope nobody would care about my part today, so my presentation would go smooth, without questions at the end”. Sound familiar? I’m sure you know people who have the same attitude towards presentations or public speaking in general. However, to consider stage performance as a threat is a wrong mindset. 
Therefore, the first thing you have to do is to change your mindset. Think about presentations as Opportunities not Threats. I encourage you to repeat these words at least 50 times right now: “Presentation is an Opportunity”! Indeed, presentations is an opportunity to impress your bosses with your results, to attract new clients, to persuade investors to invest into your project, to reveal ideas you’re authentically passionate about and etc. Moreover, when you become a more persuasive presenter you gain the power to impact people, and this skill will eventually boost your career.
Presentation is your opportunity to demonstrate the best of you. Presentation is an opportunity to impress your audience and benefit from it. All you have to do is to equip yourself with tools and confidence needed to prepare and deliver persuasive presentations.
[bookmark: _Toc534923815]You’re the Best Speaker 
I would like to ask you a question: “If you could be anybody when you get up in front of a group who do you most want to be like?”, “Who, based on your opinion is the most confident, the most persuasive presenter and speaker?”. You may start thinking about famous public speakers, politicians or celebrities who regularly perform in front of thousands of people getting long rounds of applause from the audience. However, in reality, there is only one answer and that is “You”! The person that people come to see is You. I ask you to say it 50 times right now: “I am the best speaker”
Some people think that in order to become an impressive speaker it is necessary to copy someone’s style and act on a stage like famous presentation gurus. I disagree. I believe that in any situation we should remain ourselves, particularly when we talk about presentation skills. If you’re not the one who was born with natural charisma, than don’t try to pretend to be the one. Pretending to be somebody who you’re not wouldn’t work out in this case – you would look unnatural and lose trust from the audience. For example, if you have an accent, no need to remove it. Keep it. It’s yours. It is part of you and your personality. Moreover, we all have an accent, whether we think so or not. As long as your audience can understand what you’re saying, your accent adds value and colors to your presentation.  Remember, being a great speaker is learning how to be comfortable being you. It is being sincere and honest with the audience while remaining yourself and not pretending to be someone else. 
[bookmark: _Toc534923816]Proactively Familiarize Yourself with the Stage 
In fact, where you stand and how you move may positively or negatively affect the delivery of your message. We will cover aspects of nonverbal communication with the audience later, but, in order to build this communication effectively you should proactively familiarize yourself with the stage on which you will present. If you’re at the beginning of your career, probably your presentations will be done in small and big conference rooms. Regardless of size of the room and stage, I encourage you proactively “check the territory” -  go to the room, walk around it, memorize where the audience will sit and where you will stand, get yourself familiar with all technological aspects of this room including screen, microphone, projector, sound control and etc. The more you’re familiar with upcoming physical conditions the more confident you will feel yourself within it. When walking around the stage don’t forget to visualize how successfully you will present there. 
[bookmark: _Toc534923817]Visualize Your Success 
When I know that in the nearest future, I will present in front of senior executives I start envisioning myself delivering a successful presentation. Practically, I close my eyes and draw a very clear picture of what will happen during my performance. Like experienced movie director I create scenes, one by one, but instead of drawing them on paper, I develop them in my mind. I try to be as detailed as possible, so I focus on everything starting from the minutes prior the presentation to my feelings after it finishes. Usually I split my scenario into three parts: 1. Minutes prior to presentation; 2. Execution; 3. Minutes after presentation.
In the first part, I envision how I enter the conference room 15 minutes before the meeting in order to check that all technological aspects work properly. I see how I set up a laptop, go through slides and check my clicker - everything works well without unexpected surprises. I visualize how I would feel myself – nervous, excited or a bit shaky. However, in my visualization, regardless of anxiety I feel confident and ready to deliver an outstanding presentation. 
In the second part, I focus on execution.  I imagine how senior managers are entering the room, how they’re dressed, where they sit and how we exchange with “Hellos” before I begin. After they sit down, I take a deep breath in, slowly release my breath and start presenting. I picture myself standing at the center of the stage and building a very effective communication with my audience. Everything goes perfectly – my gestures are aligned with my message, my voice is strong, I’m speaking at the right pace and the audience easily follows the message track. 
In the third part, I focus my mind on emotions rather than execution. I visualize how I would feel relieved, confident and empowered when my presentation is over. I imagine myself succeeding and achieving my goal. My performance was good and my audience is satisfied with the content and delivery of my presentation. 
I encourage you to try this technique for your next presentation. In fact, visualization trains your mind to remember a certain order of movements; therefore, it helps to build muscle memory too. As a result, your body and mind prepares itself for the performance and when time comes you will feel less nervous and more confident because your mind would think that it had this experience already (even though you hadn’t), thus there is nothing bad that may happen to you.
[bookmark: _Toc534923818]Recall Positive Memories
This technique works well when you have essential luggage of successful presentations. However, even if you’re not an experienced presenter, I’m sure you have achievements that make you feel proud of yourself. It is similar to visualization, but in this case, the idea it to focus mind on past positive experiences and how they made you feel. For instance, when I’m nervous before my presentation I recall from my memory how I felt the last time I delivered a successful presentation. It helps me to develop a winning attitude, which, in fact, is a very powerful weapon against stress and anxiety. I encourage you to try this method for your next presentation. 
[bookmark: _Toc534923819]Acknowledge Your Anxiety
	In the initial minutes prior to public speaking many people, if not all, begin to feel anxiety symptoms – heart rate increases, legs begin to shake, stomach makes gurgling noises, plus trouble breathing. I’m sure you have experienced those symptoms, I did hundreds times. Why does it happen to us? The answer is that the body releases the hormone adrenaline, which in the face of fear wants us to ran away from a danger as quickly as possible. It is called “fight or flight” – one of the body’s most basic reactions that we inherited from ages ago. Unfortunately, the body considers public speaking as a threat; therefore, it reacts accordingly, making us feel very nervous. The feeling of anxiety can be so strong that we may start panic and thinking: “Oh no, I’m nervous! They will notice I’m nervous! I will fail my presentation! There’re zero chances I can make it!” and we start losing control of ourselves. However, simply by greeting your anxiety and acknowledging it, you can stem the tide of that anxiety going out of control. 
	Next time you feel nervous, just take a deep breath and say to yourself: “Hey, that’s normal to feel in this way. It’s me feeling nervous. These are natural and normal symptoms but I’m capable to do something with consequences”. Acknowledging the anxiety not necessarily is going to eliminate your symptoms, but it may help to reduce a level of fear you have in the initial minutes prior to speaking.
[bookmark: _Toc534923820]Focus on Present not Future 
 	In the time before your presentation, you may start worry about future consequences. For example, if it’s a business presentation, you may worry about not getting the approval from decision makers; or if you’re a student and present your project you may worry about not getting the right grade. In fact, projection of negative future consequences causes anxiety and you will start feeling nervous. Instead of expecting a failure, refocus your mind and let it think about something else rather than your presentation. In other words, bring yourself into the present moment, rather than being worried about the future outcomes. In fact, if you bring yourself into the present moment, you’re not going to be too much concerned about future consequences, therefore you can actually be less nervous.  
	There’re a lot of ways to become present oriented. I’m sure you’ve noticed that some athletes, when getting ready to do their event, they listen to music. They do it in order to take their minds away from negative thoughts that occur in their heads. When they focus their mind on a song, they don’t think about future consequences, thus they feel less nervous. 
There are other ways how to get ourselves at the present moment. I personally prefer to walk around the office building prior to my presentation and say a tongue twister. This activity allows me to release my stress via physical activity, warm up my voice and forces my mind to focus on saying a tongue twister right rather than worry about my upcoming performance. I encourage you to try this technique because it allows your mind and body something to work on, while simultaneously warming up your articulators. 
Summary of Chapter I
So far you have learned how to deal with your stage freight. I hope you got an idea that your attitude towards public speaking highly affects your emotional landscape – before, during and after your presentation. I would like to highlight key statements I made in this chapter: 
· Consider presentations as Opportunities not Threats. Presentation is your opportunity to impress your audience, demonstrate the best of you and benefit from it. 
· Being a great speaker is learning how to be comfortable being you. Be yourself. Keep your personality. No need to pretend to be someone else. 
· Proactively familiarize yourself with the stage on which you will present. Make sure that everything you need inside the room works properly (especially technology).  
· Envision yourself delivering a successful presentation. The more confident and successful you’re in your mind the greater are your chances to succeed in real life. 
· Acknowledge your anxiety. There’s nothing wrong to feel nervous before or during your presentation. When you admit the fact that it is normal and natural to feel symptoms of anxiety, your level of fear in the initial minutes prior to speaking will go down. 
· Before you begin to speak, bring yourself into the present moment. Give your mind something to focus on other than your presentation. Walk around the building and say a tongue twister. 
Short Exercise
I have a short task for you. It will take only 1 minute to execute, but please take a moment to perform the following test. 
Follow these steps:
1. Take a stopwatch, pen and a piece of paper. 
2. On a piece of paper write down number of jumps, you think you are capable to do within 1 minute on one leg only.  
3. Ask somebody to track time so you don’t see a stopwatch.
4. Ready?…Go! Jump on one leg only.
5. Check your actual results with the one you had written on a piece of paper. Surprised? I’m sure you oveperformed your initial expectations.
The idea of this test is to show you that you have greater physical capacity than you think you do. I’ve asked around 100 people to do this exercise and all participants overdelivered their initial expectations. The same applies to presentations and public speaking. We are afraid of speaking in front of others, but with the right level of motivation and regular practice, we become capable to overcome our fear to deliver best-in-class presentations. You’re on your way to more impactful presenting. Believe in yourself, develop a winning attitude and apply techniques and tools you’ll learn from this book in your next presentation. 









[bookmark: _Toc534923821]Chapter II: Audience
Imagine the following situation: You’re a software developer who invented a mobile application that would help households to plan, analyze and forecast their family budget. The idea is very simple, but software itself is very technologically advanced, has many features and attributes. You believe that this mobile application will be widely used by masses, so you’ve decided to expose this idea to venture capitalists who may invest into your project. They want you to deliver a 15 minutes presentation based on which they will make a decision whether to give you funding or not. You think, that in order to persuade entrepreneurs to invest into your idea, it is necessary to demonstrate all attributes of this application including technical aspects, cyber security, data privacy, interface, as well as financial feasibility of the project as a whole. You put all slides together, step back, and says “It is a good, holistic presentation”. Based on your opinion, your presentation flows well and the audience will love it. However, in reality it may not go as well as you planned. 
In fact, when preparing a presentation we tend to do it as if we are preparing it for ourselves. The same applies to actual presenting - people present as if they are presenting to themselves. It’s a very common mistake. In above scenario, you, as a speaker would like to reveal in-depth details, but entrepreneurs might be not interested in technological landscape behind the app, they need a “top-line” report about monetarization of the startup rather than its technological capabilities.    
The problem is that the audience is not the speaker. Our listeners may have different experience, education, knowledge, perceptions, and level of awareness about the subject. Moreover, their attitude towards presented idea could be the opposite from speaker’s one. 
In this chapter, I reveal how to analyze the audience so that during your content creation process, you address needs and wants of your listeners, and when time comes you will hold attention of them and succeed as a communicator.  
[bookmark: _Toc534923822]Get Familiar with Your Audience
Audience analysis is imperative in any types of public speaking, particularly important in business presentations, where in many cases, the ultimate objective of the presentation is to persuade influential people to make a decision in your favor. The more you know about your audience the better you prepare and deliver your message that will address their needs and meet their expectations. If you don’t know whom are you speaking to, how do you know what will persuade them?! Therefore, as a presenter before you think about developing your content, slides’ design, animations you want to include in PowerPoint, or supporting handouts you would like to distribute, you must consider your audience. The following series of questions would help you to understand your audience for better delivery of your message. 	
· Audience’s Knowledge
- What do they know about my topic? 
- What do they know about me?
- What is their level of seniority – senior level positions or junior ones? 
- Are they all familiar with acronyms and insider jargon I included in my presentation? 
- Have they listened similar presentations from previous speakers?
If you can’t answer these questions by yourself, than ask the meeting coordinator or anybody who is capable to help you understand the audience’s level of awareness about your topic. 
· Audience’s Expectations
- What will best address their needs and their wants?
- What is meaningful to them?
- What they want to hear?
- What do they expect from me? Do they expect informative or persuasive presentation?
In order to answer above questions you need to put yourself in the shoes of your listeners and ask yourself “If I were one of listeners what would I like to hear? What would be important to me? What would attract and hold my attention?”
If you already know who will be your audience and how well they are familiar with your topic, you can imagine what they want to hear from you. Considering your audience’s mindset will help you to build and deliver a content that matters most to them. As a result, you will be awarded with impressed listeners who would highly appreciate your presentation.
· Audience’s Attitude:  
- Are they helpful and supportive or hostile and fearful?
- What is there attitude towards my topic? 
- What is there attitude towards me? 
It is important to consider emotional landscape of your audience, because it affects how you develop and deliver the content of your presentation. For instance, if your reputation had better days, than you should put extra efforts to present yourself as knowledgeable expert in your field. 
[bookmark: _Toc534923823]Address Needs and Wants of Your Audience
I once consulted a young entrepreneur who tried to raise funding for his startup via crowdfunding platforms. His business was in the field of informational technology. He asked me to listen his presentation and provide feedback on it. That was a perfect example of a speaker who speaks to himself instead of his audience. I listened to his presentation and could barely understand it. It was full of acronyms, very technical terminology and complicated charts, so I felt like I was sitting in an advanced IT class. 
When he finished, I asked him about his audience he would be speaking to. Did they have IT background? No they didn’t. They were all entrepreneurs with a solid experience in equity investments who are looking for a new profitable opportunity. 
My immediate feedback was to make his presentation appropriate to listeners’ background and profiles and rebuild it accordingly. As a listener, I was persuaded that he is an expert in this filed and did a lot of hard work. However, from his presentation, I didn’t get how his business may help me if I were his client, what benefits it brings and problem solves. Again, the problem was not a lack of hard work. The problem was that he automatically assumed that what impressed him would impress all. 
His understanding of the subject was highly advanced, but his audience would be exposed to it for the first time. Were these people dumb ones? Of course not. They were smart enough to run multiple business entities, but they simply were not technology gurus.  
The bottom line is to prepare a presentation that your audience would easily understand and appreciate. If you start only with your language, your concepts, your assumptions and your values, you will lose attention of your listeners. Instead, when creating your content switch your mindset from “What I need to say” (which is your need) to “What my audience need to hear” (which is your audience’s need). As communicator, your job is to be in service of your audience. If you don’t understand what your audience needs you can’t persuade them to make a decision in your favor. Make sure you address needs and wants of your audience and reflect this approach in your presentation accordingly. 
[bookmark: _Toc534923824]Speak on Your Audience’s Language, Not Yours. 
My next recommendation to this young entrepreneur was to use language of his audience. I asked him to eliminate all technical acronyms that may be unfamiliar to his listeners, or at least explain them. Nothing would frustrate his audience more than to hear a 3 minute speech about CIDR when they have no idea what CIDR stands for. If, they don’t understand his technologically enhanced language, so their needs wouldn’t be met.
In fact, if people don’t understand what you’re talking about, they are simply switch off. As a presenter, you have to avoid it by any means. I’m not saying that obvious acronyms such as GDP or DNA should be explained, but to make your presentation understandable, use the language of your audience, not yours. 
[bookmark: _Toc534923825]Be Ready to Answer Questions 
Think about what questions you can get from the audience members. Obviously, you can’t predict all possible questions, but you can make some pretty rational guesses. The bigger your list of potential questions the better you’ll be prepared to answer them. 
In addition to questions, think about people who most likely will challenge you. For example, when I used to present a monthly business update in front of the repetitive audience each month, I knew very well who is the most active in terms of challenging me via questions. After a few embarrassing moments when I couldn’t answer immediately and just said “I’ll check after the meeting and come back to you”, I’ve started to make a list of questions that’s going to be asked from this particular person. I noticed that in most cases some individuals regularly ask the same questions, therefore, it isn’t difficult to equip myself with strong responds. When preparing for questions, consider your listeners’ profiles and personality – it may help you to predict what concerns they would have and how they would ask you about it. 
Summary of Chapter II
Remember, every piece of communication begins with understanding your audience. The content of this chapter shows how important is to consider your audience when preparing your presentation.  The more you’re aware of your audience’s knowledge, expectations, background, attitude, the more successful your presentation will be. Use the list of questions I’ve covered at the beginning of this chapter to analyze your presentation attendees. Try to be as detailed and specific as possible. I would like to highlight key statements I made in this chapter:
· Put yourself in the shoes of your audience and ask yourself “If I were one of listeners what would I like to hear? What would be important to me? What would attract and hold my attention?”
· In your presentation, address needs and wants of your audience. Make it understandable for your listeners. 
· Use language of your audience. Avoid or explain acronyms, jargon or any terminology that your audience is unfamiliar with. 
· Brainstorm possible questions you might be asked. Consider your presentation attendees’ personality when preparing a list of questions. 
























[bookmark: _Toc534923826]Chapter III: Content
I hope that from previous chapters you’ve learned how not to afraid of public speaking, manage anxiety and analyze the audience. It’s time to start working on your presentation’s content. In this chapter, we will learn how to fulfill your presentation with a persuasive content. Moreover, I will provide you with the most prevalent and useful structure you can use to create a compelling presentation. 
[bookmark: _Toc534923827]Formulate the Primary Goal of Your Presentation 
In fact, the first step toward crating your content is to formulate the primary goal of your presentation. In most cases, there are only one out of two reasons why you’re presenting: 1. You want to inform your audience about something. For example, give them a short update about last month sales. In this case, you don’t ask them to make a decision, because this presentation is FYI (For Your Information) only. 2. You want to persuade the audience to make a decision or do something with the information you give them. For example, you present a new product and ask them for a budget approval in order to start distributing the product on the market. In this case you ask for action and decision, it is FYA (For Your Action) presentation. Regardless of what type of presentation you’re preparing, first of all ask yourself “What is the primary goal of my presentation?” The answer should be as specific as possible, for example “I want  to inform them about unfavorable market conditions due to XYZ factors” or “I want to persuade them to invest $X amount into XYZ project”.  The primary goal identifies what you want your audience to do after they listen and understand what you got to say. 
[bookmark: _Toc534923828]Make Your Content Persuasive
We all know that a good salesperson can sell anything to anybody, even if a buyer doesn’t really need an item. How do they do it? The answer is simple. A skillful salesperson persuades by focusing on benefits rather than features. For example, instead of saying “This car consumes less gas” they would say “This car saves you money and time because it consumes less gas”. They know they have better chances to make you buy a product if they highlight what benefits this product will bring you. I encourage you to apply this technique when working on the content of your presentation in order to make it persuasive. 
I meet with people who are not in sales, but their responsibilities require them to be persuasive. They need to persuade their managers to increase the budget or get permission to hire extra employees and etc. Because they deliver presentations where they describe their need, they don’t receive the desired response form decision makers. They fail because they reveal facts without showing what benefits it will bring to their audience. When preparing your content, make sure you include and highlight benefits that are valuable to your presentation attendees, not benefits that are more important to you. Your audience want to hear how your proposal, recommendation, idea or plan will improve their lives or their business, not yours. Always keep in mind this idea and persuasiveness of your presentation will increase significantly. 
[bookmark: _Toc534923829]Structure
In fact, structure is a very important aspect when preparing a presentation, because people recall information better when it is delivered in a structured and coherent way. It increases the effectiveness of our abilities to process information. Moreover, it gives you control over your content and helps to communicate a message coherently and cohesively, so that the audience maintain their attention throughout the entire presentation.  
There’re many structures available, but I would like to discuss Problem-Solution-Benefits structure. This is a very simple and easy to use structure, which you may apply for your business presentations as well as for short pitches or even spontaneous speaking. In my experience, I could apply Problem-Solution-Benefits structure to almost all business and non-business related presentations I’ve done so far. 
In short, the idea is simple – you start presenting the issue (Problem), then you talk about a way of solving it (Solutions) and finally you show the positive outcomes it may bring (Benefits). Or, if your presentation about capturing an opportunity rather than dealing with a problem, than substitute Problem with Opportunity, so the structure becomes Opportunity – Solution (steps to achieve it) – Benefits. 
	Full version of the structure is the flowing: 

I. Introduction
· Attention getter
· Primary goal
· Agenda
II. Main Body: 
· Problem
· Solution 
· Benefits 
· Proofs: Proof 1. Proof 2. Proof 3
III. Conclusion:
· Summary
· Call to action
· Questions
	
In the following paragraphs I will show you how to fulfill each section of this structure with a persuasive content that your audience will appreciate. Let’s first examine the components of the introduction of your presentation.
· Attention getter
Opening statement is one of the most important parts of your presentation because it will make the impression the audience has of you.  As saying goes: “You never have a second chance to make a good first impression”. Attention getter is your first 30 seconds to catch attention of the audience.  Moreover, it lets your audience know that you’re now in charge of the meeting. 
How should you begin your presentation? Below I provide options of effective attention getters that may help you to grab attention of your listeners. Choose the one you think fits best. In addition, I provide examples of how you shouldn’t start. 
Attention getter examples: 
· Ask a question. It can be relevant to your topic but also can be something general. For example, you can start by asking “Did you see the football game yesterday?” or you can display a visual on a screen and ask: “When you look at this picture, what is the first thought that comes in your mind?” 
· Tell a fact that shocks. Again, it can be something about your presentation, for example “Within the next 20 minutes I will show you how to double sales”; or general statement such as “If everyone lived as densely as they do in Alaska, we would need 108 Earths to fit us all”.  
· You can also poll the audience. For example, you may start like this “How many of you have a chance to try our new product?” Of course, when people raise hands, you have to process the results of your poll and link it to your presentation. 
· Share a quote or inspirational statement. This is good one, especially when you need to cheer up your audience members. When I do my presentations on Fridays, I start with a quote about Friday or upcoming weekends, the good one is “Make each day of the week like Friday and your life will take on new enthusiasm” (Lauren Oliver). 
· You can also begin by telling a short story. For example, start your next presentation anecdotally “I’d like to start out by telling you about a meeting I recently had with our major customer”. We will learn about power of effective storytelling in Chapter IV.
How you shouldn’t start:
· “Thank you all very much for coming; I really appreciate you being here. Special thanks to Mr…. and Ms… for providing me this opportunity. Also I would like to take a moment to thank technical support…guys you’re the best and etc”. Business presentation isn’t Oscar ceremony, thus there is no need to start your presentation by giving a long “thank you” speech. 
· “Does the screen work? Ohh..ok. Is my mic on? Oh.. I see. Do you guys see the screen? Oh..ok, good”. As I mentioned in the Chapter 1, all technological aspects must be checked proactively, so you don’t worry about them during your presentation. If you start your speech by checking devices, you will look very unprofessionally and start feeling nervous. 
· “Hello. On the first slide you see the agenda. I will start from talking about…, then I will discuss… and finally conclude with…”. I’ve seen many times how speakers, at the very beginning of their presentation, spend up to 3-4 minutes introducing agenda of their presentation. This is a big turn off for the audience. Usually, when it happens, audience members start looking at their handheld devices or ask a presenter to move on to the next slide. 
In case you fail your attention getter, don’t panic. First of all, 30 seconds are not all of your presentation, you still have time to recover and finish with a strong conclusion. Secondly, failure is the best teacher, learn from this experience and do better next time. Last but not least, there is no single recipe of impressive opening statement, what is well accepted by one audience might have less success with another one. The bottom line is – if beginning of your presentation didn’t met your expectations, don’t stress out; instead, stay calm and continue speaking with full confidence. 
· Primary goal
The following step is to highlight your primary goal to your audience. You’re very well familiar with the ultimate objective of your presentation but your attendees don’t. Therefore, at the beginning, you have to articulate clearly what is the primary goal of your presentation, so that your audience know why they’re in the room and what, as a presenter, you’re trying to achieve. As mentioned before in this chapter, when communicating your primary goal, make a specific and clear statement. Below are a few examples of primary goals for informative (FYI) and persuasive presentations (FYA) that are taken from my personal experience.
FYI:
- To inform about budget utilization and emphasize key reasons behind its under or over spending.
- To inform about marketing activities of competitors for the last six months. 
- To inform about sales performance and present key reasons behind its increase (or decrease). 
FYA:
- To present a marketing strategy for product X and ask for resources (e.g budget, people) to launch the project. 
- To propose price increase on product X and ask for approval to execute it. 
· Agenda
After articulating your primary goal, the next step is to outline the agenda. By briefly outlining the agenda, you help yourself to maintain attention of the audience throughout the presentation. In fact, there’s no need to give away every single topic you’re going to reveal. By highlighting agenda, your goal is to give your audience a structured, top line overview of what you’ll be covering in your presentation. 
Moreover, in this section you may set fundamental rules for your audience. For example, you may let them know if you want to take questions after or during the presentation. In addition, it’s a good time to announce duration of your presentation, number of breaks, or other important logistics’ details they should know.
Remember, it’s your responsibility to set a tone at the very beginning and make sure your audience stays tuned while you’re delivering your presentation.
After you finish with agenda, you move to main body. In this part, you should follow the structure Problem – Solution – Benefits; or, if your presentation is about opportunities than Opportunity – Solution – Benefits. As mentioned earlier, this is a helpful structure for all types of presentations whether it’s a long business one with slides or short pitch without any visuals. 
· Problem – Solution – Benefits 
When fulfilling this structure with the content, it is important to link it with  the primary goal you had articulated earlier. Let me provide an example to demonstrate you how to use Problem  - Solution – Benefits structure and make it consistent with primary goal of the presentation. 
Primary Goal: To present pricing strategy for product “X” and ask for approval to execute it.
Problems: Revenue isn’t growing. Key competitors increased prices. Inflation is going up.
Solution: Increase prices by x% on Product “X” to grow revenue and stay competitive.
Benefits: Increase in Revenue by y% this year. Competitive pricing.
Above is a short summary that can be thoroughly presented, supporting each point by slides, tables, charts and graphs. However, in order to make your presentation persuasive you need to provide proofs that are strong enough to back up your proposal or recommendation. As saying goes “Numbers don’t lie”, therefore in the next paragraph I will reveal how to present a complex data in the most effective way. 
· Proofs: Proof 1, Proof 2, Proof 3   
After you finish presenting benefits, it’s time to support them by showing data, arguments, facts and statistics that would add rationalism to your presentation and make it more persuasive. By providing proofs after benefits, you fills up your presentation with a narrative flow the audience can easily follow. However, if you decide not to include Proofs, your listeners may challenge you by asking you to provide facts to support your arguments. Ideally, you should provide 3 proofs to support your recommendation.
In this section, you should show charts, graphs and tables with data that proves that your recommendation, analysis or proposal will bring benefits to the audience you’re presenting. This part is mostly technical and usually is fulfilled with a lot of numbers but it’s important to include them in your presentation and display it effectively.
The ultimate rule here is to make sure that whatever data you present will be clear and understandable for all people sitting in the room. To do so, there’re a few tips that I would like to share with you:
1) Compare data with competitors, past periods or future forecast. 
It’s difficult to understand the scope of the issue if there’s no comparison. Therefore, make sure you compare numbers with a relevant base to make your numbers insightful and meaningful. For example, when presenting sales, compare it with previous periods (months, quarters, years) or with future forecasts. If you’re capable to put your numbers side by side with competitors or industry leaders, this would add credits to your presentation and demonstrate your ability to be external focused. 
2) When presenting complex data use simple but impressive ratios. 
For example, instead of saying: “We sell one billion units of product A per year” say “Every seventh person living today is using product A”, or “We sell more than 100’000 units per hour”  The idea here is to make it sound meaningful and impressive. 
3) Visualize data by using objects.  
Similar to the previous point, this technique is useful when you want to convert raw numbers into perspective and emphasize the meaning of them. Instead of using ratios, use objects that are familiar to your audience and are massive enough to impress them. Let’s continue with sales example. You can say: “We sell one billion units of product A per year, if we put all units in one line, the length of this line is enough to go to the Moon and come back to the Earth”, or you can say: “The number of units we sell per year is enough to fulfill 100’000 Empire State Buildings”. Of course, all statements you decide to make must be mathematically correct.
In fact, presenting a complex data in a manner that everyone sitting in the room understands isn’t a simple task to do - it takes time to master this skill, but this skill is essential and will open doors for endless opportunities, above and beyond presentation skills. 
It’s time to learn how to finish your presentation. 
· Summary 
Now, you have a great opportunity to recap your presentation and reinforce your key message. Remind the audience about the reason you’re there – primary goal of your presentation. After that, in one sentence, summarize the issue (or opportunity), your recommendation (or proposal) and benefits it will bring. 
· Call to action
You don’t want your audience just say “Cool, thank you”; instead, you want them to make a decision in your favor. Therefore, at the end of your presentation, ask them for actions. 
Moreover, in this part, you have a chance to leave a good impression. People tend to remember first and last impressions, therefore strong conclusion is as important as strong beginning. Think about a statement that delivers what you want remembered most. Make this statement short but impressive. Think about it as if your audience members are asked what your presentation was all about, your closing statement will be the first sentence that comes to mind. 
· Questions
Let your listeners ask questions. I prefer to take questions from the audience at the end of the presentation. This approach provides a better control over the audience members and eliminates interruptions that may occur if your listeners are allowed to ask questions during the presentation. 
Hopefully, you proactively brainstormed questions and is confident to answer any challenging ones. However, if you face with an unexpected question, don’t panic. Instead, take a pause, clarify the question and start answering it. In fact, pause is a good tool to let your brain to gather thoughts and put them in the right order; while by clarifying the question you’re making sure you understand it correctly. Remember, Q&A session is very important part of your presentation, because it is engaging conversation with your audience where you have a chance to leave a positive impression. 
Summary of Chapter III
In short, this chapter is about how to develop a content and deliver it in a structured way. Below are key points I’ve discussed in this chapter: 
· Identify your primary goal and build the rest of your presentation based on it. 
· When creating your content make it persuasive. Your audience want to hear how your proposal, recommendation, idea or plan will improve their lives or their business, not yours.
· Use structure (Problem-Solution-Benefits or Opportunity-Solution-Benefits) to make your presentation coherent and cohesive. Don’t forget to include:
- An attention getter to take hold of your listeners
- A section with primary goal
- A brief outline of agenda
- Main body where you emphasize the problem, provide solution and reveal benefits
- Three proofs to support your recommendation or proposal
- Summary to recap a key message and points you made
- Call to action to let your audience make a decision 
- Q&A session 
· Don’t forget, the beginning and end of the presentation are remembered most. Make sure you have a strong beginning and the end. 
[bookmark: _Toc534923830]Chapter IV: Storytelling 
Take a moment and think about any speech you heard back to a year ago. My guess is that whatever speech you recall from memory, you remember it because it touched your feelings. These feelings could be positive or negative, but you remember it, because it made you feel differently. Indeed, emotions reach people’s hearts while numbers and facts might not and the best way to touch feelings of listeners is to share a story. 
Storytelling is such an effective communication skill that you, as presenter, has to learn how to leverage it effectively. If you’re capable to tie information to a story, you’ll connect with your audience emotionally, that in return makes your presentation more memorable; and they’ll be more likely to make a decision in your favor. Moreover, by connecting emotionally, you build trust between you and your listeners - that is a great asset for you as a speaker.  
Good news is that effective storytelling is a skill you can learn. This chapter explains how and where to incorporate stories into your presentation to build that important connection with your audience members. 
[bookmark: _Toc534923831]	Keep Your Stories Short
Business presentations aren’t a campfire experience, where you’re sitting and sharing stories for hours. In business presentations, stories don’t have to be long. It can be a 30-second up to 2-minute story or anecdote that perfectly fits in your presentation. Think about it as a component of your presentation that is short in length but effectively communicates the essence of your message. 
[bookmark: _Toc534923832]Use Stories as Attention Getter or Closing Statement 
Using a story at the beginning or at the end of your presentation adds colors to your content. When opening with a story you immediately grab attention of the audience members. Believe me, people would listen to you more attentively if you begin by saying “Let me tell you about an experience I once had in my career” rather than you say “Hello everyone, let me start my presentation”.  
The good thing about using a story as attention getter is because it doesn’t need to be directly related to the content. It could be something general, but has to be appropriate for your audience.  
You can also use a power of storytelling at the end of your presentation. As mentioned in Chapter III, the end of presentation is equally important as its beginning, because these two parts are remembered most. By telling a story at the end, you make a meaningful impression as well as let your audience know that the presentation is over. Your story will build trust and emotional connection with your audience and they, in return, will award you with decisions you need. 
[bookmark: _Toc534923833]Use Stories as Transition
You can use a story or stories in the middle of you presentation as well. I’m sure you’ve seen presentations where a speaker lost his audience because of heavy content which was full of numbers and complex statistical data. Listeners tend to switch off their attention when their brains are overdosed of technical stuff. You, as a speaker, must avoid it by any means; therefore give them a break by telling a story. This is an effective strategy to refresh brains of your audience members and add emotions to the context of your presentation. As a result, you’ll bring the attention back and keep the audience on the hook. 
In fact, using a story as transition between heavy messages, you maintain emotional connection with your audience throughout the entire presentation. This approach adds energy and interest to your content and keeps the audience engaged. 
[bookmark: _Toc534923834]Share Personal Stories
We all love stories. Especially we’re excited and fully engaged when speakers share their own experience. Personal stories are the most powerful ones. When we talk about situations we personally faced with, we build the strongest emotional connection with the audience. Referring to another person’s experience is fine too but it doesn’t influence on the audience as strong as sharing our own. 
If you think you don’t have worth sharing stories, you’re wrong. You’ve got plenty of stories from your own life that can be incorporated into your presentation. In case, nothing pops up in your mind right now, start collecting them. Don’t wait until your next presentation. If you experience something interesting that could be added in your future presentation, write it down somewhere and use it when the right moment comes. 
I love to share personal stories. I’m very proud of my colleagues whom I had a chance to coach, train or guide at the beginning of their career and later they’ve achieved a success that I’m extremely willing to talk about. 
[bookmark: _Toc534923835]Tell the Truth
If you decide to make up a story you’ll lose credibility and hurt your reputation. It’s ok to add a few details that make a story more intriguing, but your stories must be based on the truth. 
[bookmark: _Toc534923836]Inject Humor Wisely
Humor is a very powerful weapon. Speakers who can make an audience laugh or smile are popular. Skilled presenters use humor to open people up to be more receptive to a message - it’s a smart strategy. When we laugh, our brain releases “happiness hormones” – Dopamine, Oxytocin, Serotonin and Endorphin – that enable us to shift into a more positive mood quickly. When feeling a good chemistry our brain find stressful events less disturbing and easier to deal with. Therefore, when speakers make people laugh they create a positive bond with the audience and enhance audience’s problem solving abilities. Powerful speakers insert humor between strong messages. This approach allows to light up listeners when they feel frustrated because of the heaviness of news.  The pattern - humor, strong message, humor, strong message – is very effective. 
With all these benefits, you would expect me to recommend you to be funny when presenting. However, despite the fact that humor is a very effective tool to build trust and connection with your audience, it’s also a very risky one. Sometimes what you think is funny isn’t funny to other people. There is nothing worse than tell a joke and have no response from the audience – it would push you back and need some recovery. Some people are simply not good at being funny, they don’t have this natural charisma and sense of humor. If you think that your story shouldn’t be funny than don’t make it funny. If you still willing to add jokes or anecdotes into your story, than follow basic fundamental rules: 
[bookmark: _GoBack]Rule 1: Check whether a joke or anecdote is funny or not. Test it on someone before you tell it to the audience. 
Rule 2: Keep it light and don’t try to be a stand-up comic. You can leverage benefits of humor without over exaggeration. 
Rule 3: Make sure a joke or anecdote is safe. You might think a joke is harmless but, in reality, it is politically incorrect or somehow inappropriate in current situation. 
Rule 4: If, after reading above rules, you’re hesitating to incorporate humor, don’t do it. 
In the end, instead of trying to be funny, think about injecting a light humor that should generate smiles. The safest way is to share something personal and anecdotal that contains a light humor but isn’t hilarious. Your goal is to add colors to a message or story, generate smiles and strengthen emotional connection with the audience. 

Summary of Chapter IV
Storytelling is a very effective communication skill. What’s great is that you can learn how to leverage it in business presentations and make it work for you. You can use stories as attention getter at the very beginning or use them to transition between heavy messages. Use a good story as a closing statement at the end of your presentation. There’re many ways how to incorporate stories into your presentation effectively, start practicing and come up with your own approach. Your audience can’t wait to hear you say: “Let me share with you my personal story”. Embrace the benefits of storytelling in your presentations and you’ll be surprised of positive outcomes it’ll bring. 
	Below are key points I’ve discussed in this chapter:
· People love stories. Stories create emotional connection with the audience and enhance their ability to process information. Use them to communicate the essence of your message. 
· You should incorporate a story into your presentation. 
· Use stories at the beginning, at the end or in the middle of your presentation. You can use them at any point, but make them short, appropriate for the audience and relevant to your presentation’s topic. 
· Share personal stories, but make sure they’re truthful.
· Incorporate humor wisely. If you’re unsure about using humor, than don’t do it. 













[bookmark: _Toc534923837]Chapter V: Body Language 
Have you heard that people tend to pay more attention to how we say than what we actually say?  In fact, body language contribute to how you’re perceived by the audience and how effectively your message is delivered. Believe it or not, but you start making first impressions based on your posture and position, even though you haven’t started to speak. Presentation begins before you even open your mouth to speak. Your posture, movements on stage and gestures should be used to emphasize and support the content you’ve got to deliver. As presenter, you want your physicality work for you, not against you. In this chapter, I share techniques that will help you to maximize the power of your body language, that, when used wisely, enhances the delivery of the presentation. This chapter covers how and where you should stand when presenting; how to move around the stage and how to use gestures effectively. 
[bookmark: _Toc534923838]How to Stand
How you stand is important. It can positively or negatively affect the delivery of your message. First of all, I would like to stress your attention on how you shouldn’t stand. Below are three examples of ineffective stances when you’re presenting: 
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The first posture is when you cross palms low in front of you. This position demonstrates that you’re closed, nervous or, like a football player, trying to protect your body from a flying ball. It’s very difficult to convey a strong message from this position. The second one is hands on your hips. In this position you look overbearing and aggressive. When elbows are spread like shown on the picture, it demonstrates aggression. Avoid this position. To keep hands inside pockets is a bad habit as well. The third one is when you hide hands behind the back. This looks strange, because subconsciously your audience would think that you’re hiding something behind your back. 
The way to solve any of these ineffective habitual stances is to replace them with a good one. I call it Base Posture. In order to find your Base Posture you should follow a few steps: 
Step 1: stand up on your feet, hip-width apart, hips centered, arms by your side, chin parallel to the ground. 
Step 2: close your eyes and look up towards the celling and lift your hands above your head, get a good stretch underneath shoulders and let your arms drop to the side. 
Step 3: open your eyes, look down, this is your Base Posture. Base Posture

This is a default position that may not feel the most comfortable to you but it looks the most comfortable to your audience. I’m not saying you have to freeze in this position throughout your presentation; but this is where you should gesture from and where you should return to when you finish gesturing. 
I encourage you to try it out and make yourself comfortable and confident in Base Posture. Once you master how to stand effectively, you should know where to stand. 
[bookmark: _Toc534923839]Where to Stand
When you’re presenting, your audience must easily hear and see you. It doesn’t matter what is the size of a room, you must find a position from which you’re capable to deliver the presentation at your very best. Therefore, it’s important to know where to stand in a room. 
The very first (but obvious) rule is to stand facing people you’re talking to. Don’t stand facing your visuals and turning your back to the audience, you can’t communicate that way. 
The second rule is not to stand in front of any destructions. If there is a window, open door or even aquarium with fish – don’t stand in front of any of these. The point is that, outside of a window there’re cars, busses, bikers, trees and etc – all these steal concentration of your audience from your presentation. Reflexively, they will look at things happening behind your back, not at you. I’m sure, you don’t want this to happen. 
The next rule is to avoid furniture. If you’re not asked to deliver a graduation speech or give a lecture, than don’t stand behind a podium. Podiums hide a large part of your body and creates a barrier between you and your listeners. We’ve learned that body language plays important role in overall communication process, thus hiding your body is definitely a bad idea. Avoid standing behind any furniture as much as possible. 
The last but not least here – stay on the right side from a screen. People read from left to right, therefore you should stay on the right from the screen but on the left from your audience. 
Let’s have a look at layouts that demonstrate all rules I’ve mentioned above: 
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On above pictures, presenter is facing audience and stays away from podium and window – this is the most convenient location to deliver a message. The difference between left and right pictures is that on the left one presenter has visuals to show on the screen. Therefore, he stays on the right side from the screen, allowing his listeners to look at him and easily read slides. This is a very common layout for business presentations in the corporate world. If you’re a professional that regularly presents in small or big meeting rooms, than this position is for you, reapply it in your next presentation. 
When presenting without visuals you should stand in the center of the stage as shown on the right picture. This location allows you to move around the stage. When presenting on a big stage you can move, but you don’t have to do it. In general, movement on the stage is useful and engaging; however, it has to be done skillfully. As any skill, effective stage movement can be learned. 
[bookmark: _Toc534923840]How to Move
If you decide to move around the stage, you should learn how to use available area efficiently. 
The rule number one is -  plan your movements in advance. Content related-movements increase engagement with the audience and adds colors to your performance; while spontaneous, unplanned or unconscious walk on the stage is distracting. My recommendation is to familiarize yourself with the stage prior to your presentation – walk on it, look around, note all destructions and make a plan how you would utilize the space. 
Secondly, move within bright area. In order for your audience to see you optimally, you need to be on the brightest areas of the stage. Make sure you utilize a well-seen part of the stage and, when presenting, stay within it. Move in the way that everyone in every seat see you equally well. 
 Thirdly, move slowly. Again, the idea of movement around the stage is this: to create engagement with the audience in order to help them better remember the content of your presentation. If you walk fast from one corner to another, trying to be at all spots simultaneously, you would lose attention of the crowd. Another advantage of moving slowly is that you appear more confidently and professionally. 
Movement creates visual interest and helps you support and enhance your message by utilizing your physicality. However, if you feel that the stage is inconvenient for moving around it, or you feel uncomfortable to do so, than don’t move. Instead, stay strong in Base Posture and deliver your message with full confidence. 
[bookmark: _Toc534923841]How to Gesticulate 
Much like stage movement, gestures can be your super power that can work for you or against you. Confident, aligned with message gestures build a better connection with the audience, help you to fill up your presentation with energy, enthusiasm and persuasion. On the contrary, ineffective guesting pushes you back from listeners and lower your credibility. Even though, the content is interesting but speakers’ hands movements are inconsistent with it, than it negatively influences on delivery of the message and undermines speaker’s reputation. 
Effective gestures are ones that are consistent with your words, are balanced and elegant. What does it mean consistent, balanced and elegant gestures? 
Consistent gestures means your hands movements match with your message. For example, if you’re saying “Sales are rising” than raise your hand. If you’re saying “We can embrace an enormous opportunity” than move elbows away from the body, raise your hands and demonstrate how enormous opportunity can be. Ensure that your body emphasizes the scale and meaning of your words. 
Balanced gestures means they’re linked only to the content of your presentation. Shaking or moving hands without connecting them to the message is distracting and confusing. Avoid any random and chaotic gestures. Instead, control your hands like you control the flow of the presentation and your audience will appreciate it. 
Your gestures must be elegant. In other words, they must be polite. Technically it means have your palms up and never finger point. Using fingers at your audience looks arrogant and impolite. Politicians overuse the finger wag, but it’s something you have to avoid. Instead, point at somebody or something using your palms. When gesticulating keep your palms up – you look more friendly and intelligent to your audience. 
Gestures are important. They help us to communicate better. We use them every day in our life without knowing what a big role they play in delivering a message. In business presentations they play particularly crucial role; therefore, make them consistent, balanced and elegant. 
Summary of Chapter V
This chapter focuses on how to use your body language and your physicality when presenting. By embracing the power of body language, you become a better, more confident and more persuasive presenter. When you stand strong, move right and gesticulate effectively, you enhance the content with greater interest, clarity and energy. Remember, body language can be your asset or liability. Maximize its effectiveness by leveraging techniques provided in this chapter. 
Below are key points covered in this chapter: 
· Identify your Base Posture and avoid ineffective stances that lower connection between you and your audience. 
· When presenting, make sure you face people you’re talking to, avoid any destructive items and stay away from furniture. 
· If you decide to move around the stage, make sure you’re seen and heard equally well from every seat. Proactively analyze the stage, find the brightest spots and move slowly. Your goal is to deliver the message via effective physicality. If you decide not to move, it’s fine. Remember, the stage is yours, it’s up to you how you make yourself comfortable on it. 
· [bookmark: _Toc534923842]Gestures are important. They strengthen your message and improves communication with the audience members. Link your hands to your message and avoid chaotic, random, closed and ineffective gestures. 

Chapter VI: Delivery Techniques  
Congratulations!  You’ve already learned all fundamental concepts you need to create and deliver a compelling presentation. There’re only a few things left to master – essential delivery techniques that would help you to stand out as speaker and would add incremental value to your presentation skills. This what this chapter is about: extra performance techniques that enhance your delivery to become a professional and skilled presenter.
[bookmark: _Toc534923843]Use Eye Contact 
As well as gestures, good eye contact is an effective tool to build connection and trust with your listeners. We, as humans, tend to trust someone more if he is looking at our eyes when he is speaking to us. Eye contact increases credibility with your audience, therefore I share a few techniques that you can leverage to make eye contact work for you. 
Effective eye contact means creating a strong personal connection with each and every member sitting in the room where you’re presenting. You can only achieve it by actually looking at people’s eyes. Regardless of the size of the audience, your presentation is series of one-to-one conversations that make everybody feel like you speak only to them. How to achieve it? I have a simple formula that has helped me a lot to build a personal eye contact with the presentation attendees. I’m sure, it will help you as well. 
The formula is: Lock, Talk and Pause. Here how it works: when delivering a presentation Lock your eyes by looking at one person only; Talk, looking at this person for 3-5 seconds and Pause before you move to the next person, then repeat the cycle. The cycle Lock, Talk and Pause repeats over and over in your presentation, creating short one-to-one conversations with audience members. Choose people randomly. Don’t move from one person to another using a pattern, it looks awkward and makes people uncomfortable. Again, Lock eyes and Talk to one person, than Pause, than randomly choose another person and begin the cycle again. 
In fact, thinking, speaking and making eye contact at the same time may feel uncomfortable at first, but with practice, it’ll start to feel naturally. I encourage you to practice Lock, Talk and Pause formula in your daily life before you use it in professional presentations. 
[bookmark: _Toc534923844]Enroll All Senses
You want your audience to remember your presentation. You want them to talk about it over and over again after you finish presenting. You want to dig your ideas into their minds. Finally, you want them to make a decision in your favor. How to make your presentation memorable and convincing? In addition to all techniques that this book has covered in previous chapters, there is one more component I recommend you to incorporate into business presentations, it’s enrollment of all 5 basic senses.  
Imagine that you’re a product manager who is presenting an idea of launching a new brand on the market. Let’s assume you don’t show slides or videos, you don’t have a prototype to demonstrate, you only speak about a product. Your audience hear you, but that’s the only way of communication they receive at the moment. Even though, your speech is great, it’s difficult to persuade managers to make a decisions if they haven’t seen the product itself. However, if you give them a product so they can see it, touch it, try it, smell it and taste it; if you show them a video about product’s superior performance and if you speak well about it – this type of engagement gives you better chances to persuade decision makers. By enrolling all 5 basic senses (sight, hearing, smell, taste and touch) you create interaction, raise interest and make your presentation engaging. It’s easier to persuade people when they can actually experience of what you’re saying. Try this technique in your next presentation, don’t be shy to make your presentation engaging and interactive. 
[bookmark: _Toc534923845]Replace Filler Words with a Pause
Filler words is a bad habit that has to be broken. “Um”, “So”, “You see”, “You know” – all these are common filler words that many people use. If you want to look professionally than avoid or replace them with a pause. 
In fact, pause is a universal and powerful weapon that can help you a lot during the presentation. Pause emphasizes the last thing you said. It allows the audience to absorb the point you made prior to pause. In addition, it builds interest for the next thing you’re going to say; and, it is a good substitution for filler words. Next time when you intend to start a sentence with long “Soooo…”, just pause instead and continue your sentence without “Sooo..”.  The pause gives you a short time to choose the right words.  
Speaking without filler words requires practice; but in order to become an influential speaker and presenter you must get rid of linguistically bad habits. Start work on it as of today. 
[bookmark: _Toc534923846]Start on Time and End on Time
Discipline is important aspect in presentations because time is money. If you’re asked to deliver a 15 minutes presentation than build your content to fit into 14 minutes and leave 1 minute as a safety buffer. Sometimes, due to external factors (that are out of your control) you have to shorten your presentation. In this case, cut out the content by skipping a few examples and details; focus only on the most important points. Another solution is to shorten or completely exclude Q&A section. If you decided to cut out Q&A part, than let your audience know about your decision as early as possible. 
[bookmark: _Toc534923847]Stay Calm and Confident
We all have good days and bad days. The same applies to presentations – one day you may deliver a fantastic presentation, another day you may have a negative experience when presenting. 
I used to present monthly business updates for senior managers where I had to deliver a sensitive message such as deviation of actual numbers versus initial forecast. In months, when there were no deviations, my presentations went well; but when I had to present bad news, I faced with frustrated, disappointed and unfavorable audience that verbally attacked me during my presentations. It was stressful, but valuable experience. 
I’ve learned that regardless of situation, it’s important to remain calm, focused and confident. If the message of presentation is controversial, deliver it with a full confidence. If you face with troublesome audience, don’t panic. Do your best to stay calm and stand strong. I know that it’s easier to say than done, but it’s crucial for your reputation. Even if your presentation was heavily criticized, it’s not the reason to act anxious or defensive. Instead, consider it as an opportunity to learn from mistakes. Remember, there’re no failures there’re only experiences. By learning from mistakes you become better, more mature, more confident presenter and professional. Never stop learning, never stop improving.
Summary of Chapter VI
Never forget that impression you make may even be more important than content you deliver. This chapter has covered how to get the audience to focus on you when you’re presenting. 
Below are key points from the chapter.
· Get comfortable with making eye contact. Use Lock, Talk and Pause formula and practice it beforehand. 
· Make your presentation engaging and interactive by enrolling as many senses as possible. You have greater chances to persuade your audience if you make them actually see, hear, touch and smell the subject of your presentation.
· Avoid filler words or substitute them with a pause. 
· Fit your presentation into time limits. Start presenting on time and finish on time. If you have to reduce the length of the presentation, than focus only on the most important points or cut out a Q&A section. 
· No matter how your audience reacts on your presentation, stay calm, stand strong and continue with full confidence. Extract maximum value from a negative experience, learn from it and do better next time. We all have bad days, the point is how we deal with them what we take away from them. 





















[bookmark: _Toc534923848]Conclusion
Though I think I’ve covered a lot of material with you, there’re plenty principles still left uncovered.  You should understand that presentation skills are nonstop learning processes. However, if you invest your time to read this short book, you’ve started your journey to become a more confident and persuasive presenter. The journey is infinite and requires commitment. If you’re truly serous about becoming a better presenter, you have to commit your time and energy.  Commit to apply techniques you’ve learned from this book; commit to practice regularly; and commit to believe in yourself. As I said in Chapter 1: “You’re the best speaker. The person that people come to see is You”. 
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