INSITE

% PERFORMANCE

COACHING LTD

Powerful Presentations

Studies have shown that many people fear public speaking more than they do death itself. While this

may be the case, what if you can’t avoid public speaking? What if your job requires it? What if this is the

best way to attract new clients and establish yourself as the thought leader and expert that they need?

For those of you who share this reality (because we at InSite do, too — we’re on stage a lot!) we have

created a system for creating impactful speeches and presentations that anyone who knows their

subject matter can execute. So rather than scratching your head wondering how to write the next great

speech, try following this simple, effective, and scalable process to connect with your audience and

make sure you message lands.

1.

Start with your ONE message. What one thing do you want your audience to remember, or what
action do you want them to take as a result of your meeting or presentation?

Who is your audience? What is your connection to them? What do you know about your
audience that affects the presentation you are about to give, and how you must deliver it? Are
you going to be the only man in the room presenting to a group of women? Are you a junior
professional presenting to senior executives? Are you a passionate ideas visionary presenting to
a group of accountants? Why did they come to this conference, or to your seminar? What do
they want to learn? Know your audience, and be yourself — but speak their language, talk to
them — not at them.

What emotions do you need the room to feel? Are you the CEO or CFO reviewing the financials
after a down quarter and change is needed? How can you convey a sense of urgency along with
the findings from the profit & loss statements? Are you the CEO trying to rally your team after a
string of bad news or employee turnover? How can you instill hope to the team that remains?
Emotion, not information, will incite action in your audience. What emotion do you need to
inject or cultivate in your presentation? Critical point here is that the action you want your
audience to take will be the result of their emotional state — so we must know what emotion will
lead our audience to the action we’re hoping they take. Caution: your audience (and the event
organizer or person who booked you) won’t be too happy if the only you're action you’re hoping
they take is buy your services. Most HR professionals and event organizers today are wary of
those who “sell from the stage”, so the action must serve your audience first, and the benefit to
you and your business should be secondary or indirect.

What facts, events, or messages will you use as two to three build up points to make your
central argument or build up to it? How will you combine logic and emotion to get to your
actionable ONE message?
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5. Make sure your body language and paralanguage match your spoken word. If you are telling the
team to be confident in their sales calls, all the while you are slouching in your chair and your
voice is wavering — you are communicating a very mixed message. Conversely, if you are trying
to ask your supervisors to be more patient and empathetic in dealing with their teams, while
you are leaning over the board room table and pointing your finger at all of them — your body is
saying (or yelling) one thing while your speech is communicating something entirely different.

6. How will you begin your presentation? Remember # 2 and 3 above — know your audience and
the emotions you want to convey (or change). If you’re that CEO trying to turn her team around,
you might begin by acknowledging the hardships over the previous quarter (or year); then
changing the tone with “...and you know what? We're still here, and we still have fight left in us”
“nothing this team has faced have beaten us... we might be beat up, but we’re not beaten. | look
in your eyes and | see fatigue, but | don’t see failure. | see deflated, but | don’t see defeated.
And | wouldn’t trade this team for any other team to fight the good fight and turn things
around” —in this case deflated becomes hopeful becomes motivated and inspired. Great
speech!

7. Engage the team. Ask questions. If there is no buzz, create some. Rather than “does anyone
have any questions?” you might try “Tom, you are an expert in this area — what do you see that
we need to consider before making a decision?” or “Manjit, you are customer facing every day —
what do we need to know before changing our products?”

8. How do you need to end your presentation? End succinctly, with a bit of time to spare, and end
on purpose — lead the charge right through to the finish line!

9. |Ifthere is a question and answer period post your presentation — pause before answering, and
answer succinctly to all questions. Nothing removes a positive impression and makes people
forget your central message like an over-extended Q & A period where the speaker rambles on
and goes on several tangents.

10. Lastly — practice. Practice your speech in front of your inner circle (nondisclosure and private
information notwithstanding), practice in front of your phone (not the mirror — all we see in the
mirror is our flaws), and record yourself. Nothing gets you closer to the stage than that red light
on your phone that says “you’re live!”. As a bonus, recording yourself lets you spot errors in
posture, body language, voice inflection, and your actual message so you can give yourself
feedback. Just don’t be too hard on yourself — there’s no such thing as perfect — just progress!

Use the worksheet on the next page to help prepare your next presentation and nail it!



Central Message:

Key emotion(s) tied to above:

Who is my audience? What do | need to consider/ take into account? Why are they here?

Build up/ sub points:

1.

How to start:

How to end:



