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THE PRESENTER'S CHECKLIST

PREPARING TIIE MATERIAL

Brainstorm the subject

List all possiblc points
Group into catcgorics
Arrange in a logical scquence

Structure and sclect
Kcep the number of nain points down to an appropriate level
Sclect on the basis of - objective, time, audience, must, should, could
Tell it like the news -
tell 'em what you're going (o tell 'em
tell ‘em
tell 'em what you've told 'em

Use illustrations
Simplily difficult or complex information
Usc rcal-lifc cxamples to illustrate points

Opening and closing

Wiile opening and closing sentences in full

Be challenging and capturc the audicnce in the opening
Be conclusive wlien you finish

Notes

Notes on cards

Usc key words

Write timings and mcssages to yoursclf on cards
Clip them together

Making sure you are understood

Words

Use simple words
Avoid jargon
Talk in conciete rather than abstract language

Iow to say it Usc cxpicssion in voice

Build in pauscs

Ham it up

Dcvcelop a range of tonc and pitch in voice
Spcak clcarly

Spcak up

Project Yourself Look at thic audicnce

Smule

Avoid creating physical barriers
Stand squae

Beware of disttacting manncrisms
Be natural
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{. INTRODUCTION

This guide is about speaking cffectively. The guidelines can be applicd in a varicty of
spcaking situations: making presentations to DLUPU, DDC Council, or Land Board,
cxpressing views at micctings, cxplaining facts at the kgotla, and so on.
The guide concentrates on threec main arcas

preparation

how to put the message over cffectively

dealing with neives

It will help anyone who is involved in speaking activitics to make the experience a successful
and, hopcfully, enjoyable onc.

m LETS TURN OVER

"% = THE PAGE AND FIND
520\ OuT WHAT 1T'S ALL
/ ABOUT....
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2. GENERAL PREPARATION

DECIDING THE OBJECTIVE
WHY The very first thiﬁg to get clear in your mind is the objective of the talk.
There will be a general objective as well as a specific objective relating to

the subjcct mattcr.

General objectives will fall mto onc of the following calcgorics:

to persuade

(o tcach

to stimulate thought

to inform BEING CLEAR ABOWT YOUR
PURPO3IE 1S REALLY IMPORTANT |

to cnlertain

Whatever your general objective is you always nced to try and cnterlain your
audicnce. This docs not mean cracking jokes cvery other sentence. 1t docs,
however, mcan that the matcrial must be put over in a way that makes pcople
want-1o hsten.,

The specific objective will depend on the subject matter entircly.

It is an excellent idea to wiite down the objective of the talk in one sentence.
This has various benefits:

it cleas the speaker's mind right at the stat
sclection of material cin be based on fulfilling the objective

when your notes arc complete you can again check that you arc
nmiccting your original aim.

LK 3 Making a Presentation
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'RESEARCIHING THE AUDIENCE

WIIO Anyonc who has sat through a talk and wonderced if they are in the right
room will know the importance of this question.

The audience or group you arc talking to aic the most important pcople in the
wholc excrcisc.  What should you know about them?

How many of them arc there?

Why arc they theie? Aic they listening of their own free will? Weie
they sent to listen?

What is their present knowledge of the subject of the talk?

Arc they likely to have any bias towards or against the subjcct or
spcaker?

What arc their cxpectations of the talk and spcaker?
What age range and gender are they?

All the above points will deteimine the material used and the approach to the
talk. For cxample, there is a world of difference between a Physical Planner
talking to a group of DOLs about land usc planning and the samc person
talking to a group of Councillors on the same subject. Similarly a computer
cxpert talking to other computer experts about the latest technology will be
ablc to usc far more technical language than would be possible when talking
to a group of non-cxperts

You have a duty to thosc who listen to you to make surc your talk is pitched
at the right level for them.

REME MBER — KNON
YOUR AUDIENCE !

PEER Making a Presentation






WIHEN

Time of day

IHow long
have you
gol ~
keeping to
time

Concentea-
fion
problems

TIMING

Time ol day can affect the audience.
Alter Tunch is known as the graveyard
session in training cncles  Audicnces
who have had a few diinhs and a good
funch will probably be fecling like an
altetnoon nap 1ather than histening to a
talk.

The audicencee, say the DDC or Council,
may have alicady sat thiwough several
other speakers. How can you make sute
they are interested and listen to what
you liave to say?

Knowing how long you have got and sticking to it is ciucial to a good talk.
This means practicing to sce whether you have the right amount of malcrial.
Most people find that if they practice in their head the actual talk will take
about 25 per cent longer. Using a flip chart or other visual aids will also add
considerably to the time. Bear that in mind. If there is no clock i the room,
take your watch off and put it on a table near you $0 you can glance at it
occastonally to check your timing,

Peaples’ ability (o concentiate hard for Tong petiods 15 not too good. You
need (o anticipate lack of concentration in the audience.

Concentration levels over a two=howr period look something like thus:
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Wihen listening to a talk, concentration is usually fairly good for the fust 20
or so minutcs. For some pcoplc, however, it can be as short as five minutcs.
Thereafter, maintaining concentration gets harder and harder until they hear
thc magic words “in conclusion'. Concentration improves slightly at that
point in anticipation of the end of the talk.

This mcans that you nced to find ways of maintaining thc audicnce's interest
in what you havc to say. :

T HOPE YOURE STiLL
CONCENTRATING !
IN THE FOLLOWING PAGES
WELL GIVE You SOME HINTS
ON MAINTAINING‘ INTEREST
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3. PREPARING THE PRESENTATION -

ORGANIZATION AND SELECTION OF MATERIAL

Start by writing down all your immediate idcas, and then put them to onc side for a while.
When you rcturn to the notcs, you may have thought of other idcas to add. Group common
themics or idcas together. If the logical ordering of points was not obvious at first, aftcr a
break, usually, you can scc how it all fits together.

Most pcople at this stage have a mass of possible idcas and information they could usc -
usually far too much material for the time they have for the talk.

It is important to keep the number of main points to a minimum. In a 30-minute talk you
should not try to make more than five main points. Certainly in a five minute talk it is
difficult to do justicc to morc than onc or two main points. This may not sccm very many,
but if you arc to lcave the audicnce with a very clear picturc of what you have said you
cannot cxpcct them to remember masscs and masses of points.

Sclecting the mateiial you are going to usc should be dictated by the following:

The objective - is some of the information you have irrclevant to the
objective of the talk?

The audience - do they know most of this alrcady?

How long have 1 got?

MUST, SHOULD, COULD - somctimes it is possiblc to sclect on the basis
of what the audicnce must, should and could know. For cxample, talking to
a group of villagers about the new conscrvation stratcgy we must tell them
how it will opcratc and how it affects them, We ghould tell them why the
dccision has been made. We gould tell them why this particular sct of
strategics has beein chosen against any other.
This stage is often the hardest. It is always tempting to tell people everything you know
about a subjcct cspecially il it is onc you know well.

PEER . 7 Making a Presentation
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The structurc of a talk should follow the pattemn of:

Tell 'em what you're going to (tell 'em.
Tell 'em.
Tell 'em what you've (old 'em.

Like ncws bulletins on the television, you need to tell people what you arc going to cover in
your talk, then cxpand on cach of thosc points, and finish by summarizing what you have
said, rcitcrating thc main points.again.

When you start writing concentrate on the
middle of the presentation first.

The introduction and closing will flow
from this.

The following structure is useful to adopt when trying to pcrsuade people to your view:

1.

)
o

Statc your casc

Anticipatc objcctions — concede any flaws in the argument. Even if you do
not cxpress them out loud, it is important to consider what they might be and
sclect your material appropriately.

Prove your casc - sclect your best rcasons for your proposition. Do not
overload your talk with lots of rcasons. Quality is better than quantity.

Show your practical cvidence — build in practical examples of the facts you
aic rclying upon. Do not slant the evidence.

End by repeating the proposition.

PEER
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OPENING AND CLOSING A TALK

Only wlicn you have completely sorted out the main part of your talk should you think about
the opening and closing since the content of the middle will dictate thesc.

Introduction The introduction can be looked at likc this:

Intercst
Neced
Title
Ralings
Objcctive

(@R~ R v Alen

Interest Find something to captuie the attention of the audicnce immediately.

Need Show the audicnce why they need to listen to what you have gol to say.
What docs it mcan to them.

Title and This is the "Tell 'em what you're going to tell 'em' part. Tell them the
Ratings subjcct of your talk and what you arc going to covcr.
Objective You may or may not decide to statc this cxplicitly. If you do not, the

objcctive should shinc through to your audicnce.

)

~ \W
—_
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USING NOTIS

Notes should be bLricf and consist of key words. Speakers who use verbatim notes arc really
rcading out aloud rather than speaking from within.

Notcs arc best put on cards. There arc various good rcasons for this:

they do not shake around as much as shecets of paper if you arc nervous

E}

you do not need a lectern to prop all the sheaves of paper on, as cards can be
held quite casily

since they arc smaller, they encourage you to use key words rather than
writing down complcle scatenccs.

Somc of the basic wules that follow, will help to cnsure that what you do put on cards will be

uscful.

1.
2.

CARDS ARE

C—,OOD MEMORY
3.
4.
5.

Key words. It is cssential to usc the right words otherwisc
you may look at the card and wonder what it was you mcant
by ENVIRONMENT, for cxample.

Use your own handwriting. Makc your notcs in your own
handwriting - written large. Typewritten notes arc usually too
small to scc comfortably. This may mcan that you only have
two or three key words on a card. It is much better to have
scveral cards than onc with everything cianumed on.

Write timings on the cards. As a good check of how fast or
slow you arc going, it can be usclul to writc a notc to yourscll
at thc point when you cxpect to be halfway through, for
cxample. If you arc only halfway through a 30 minute talk at
the 20-minute stage, you will nced to speed up or cut out
somc of thc material. '

Wrile messages to yourself with different coloured pens.
For cxample, if you talk too fast writc SLOW. DOWN in your
notes. Il you arc not too good at looking at the audicnce writc
LOOK UP / ROUND ROOM and so on. When you arc up
there talking you arc probably concentrating 100 per cent on
what you arc saying. Thesc sort of notes can remind you
occasionally of other points to remember.

Clip the cards together. If you have more than onc card do
clip them together. Treasury tags are useful for this purposc.
Whatcver you do, do number the cards so that cven if they
become scparated you can get them back together in the proper
otder quickly.

Finally, do practicc with cards, cspecially if you have not uscd them before.

PEER
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4. EXPLAINING TECHNICAL INFORMATION

Identify the difficult points in advance and plan how you arc going to cxplain them. Don't
start thinking about how you'rc going to do it in the middlc of your presentation.

In simplifying and cxplaining things try to put yoursclf in the audicnce's position and their
level of understanding and ways of thinking. Explain things in ways that rclatc to their
cxpericncc.

Avoid technical jargon as much as possible.

Simplify statistical data. Keep it to the basic cssentials. 1f members of your audicnce want
morc statistical detail, refer them to the {ull renort

Where visuals will help,
usc theni.

Where a field visit will help,
organizc it.

Where a demonstration will help,
show it.

Remember KISS  Kecep it sweet and simple

PEER 11 AMakiug a Presentation
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5. PUTTING YOURSELF ACROSS

How the
message is
understood

WORDS

Although our basic communication medium is words, it is surprising how
little contribution to the message they have on their own. Consider the
following information about the percentage contribution to the total message:

7% verbal - to do with words
38% vocal - to' do with tone of voice
55% visual - to do with facial expression, gesture, posture and so on.

Let us take cach of these arcas in tum:

The words we use should suit our audience. Only use jargon in its rightful
place. Be aware of the problems involved with words.

How you say it affects how people understand:

Remember to:

Be Enthusiastic Show some cnthusiasm about your subject by
injccting cxpression into what you are saying. If you arc not
cnthusiastic about your subjcct, you can hardly cxpect the
audience to be.

Pause Do not be afraid of pausing. You do not have to rush
through it all like an express train. Give the audience time to
take in and digest what you are saying. Remember — pause
after the main points of your talk.

Ham it up You nced to usc more cxpression than usual when
talking to a largc group. Be animatcd and cnergetic to keep
pcople's interest. Don't be afraid of acting up a bit.

Vary tone of voice and pitch There is nothing more tedious
than listening to a talk delivered in a monotonous tone of
voice. A voice that moves up and down is much more
interesting.

Speak clearly Try to make sure that words do not run into
onc another. If there are tongue twisting words in your talk,
practice them so that they come out perfectly.

Speak up Most pcople give up on a speaker they have to
strain to hear. Make sure you are loud enough for cveryonc in
the room.

PEER
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It also helps if you:

BODY . Look at your audience This may be very hard to do but it is
LANGUAGE cssential.  You nced to look at them to see how they arc reacting.
Arc they bored? Aslecp? Looking intcrestcd? Looking at cach
other? You want to worry when the audience stops looking at you for
any length of time. It usually indicates pcople have lost interest.

Smile Again hard (o do if you arc nervous. Even if you arc not
particularly happy, smiling can create the illusion of it.

Avoid creating barriers between speakers and audience You need
to get as ncar o your audience as possible. Standing behind a desk or
[cctern immediately scts up a barricr. 1t is always tempting to hide
behind something, but is undesirablc.

Beware of distracting mannerisms This docs not mcan standing
rigid. Most of us usc our hands to somc cxtent to add emphasis to
what we arc saying and we should not stop doing this. However,
waving your arms around all over the place is likely to distract the
audicnce.

Be natural Easicr said than done, you may say. However, if you
concentratc on getting the nicssage across and stop worrying about
yoursclf, you will have more chance of coming over naturally.

PEOPLE WiLL LISTEN 1IF You
" PRESENT GOURDELF WELL...

PEER 13 Making a Presentativn






6. DEALING WITH QUESTIONS

There are good rcasons for inviting questions from the audicnce. The main onc is that it
helps contribute towards the message being understood. If one person asks a question about
somc aspcct they are not clear on, it will help everyone clse in the audicnce.

It is important to tell pcoplc there will be an opportunity to ask questions at the cnd of the
talk. As they listen questions may occur to them and they can save them up. This is better
than springing thc idca on the audicnce at the end.

If you do not havc a chairman, the following points should be bomc in mind:

Do not cxpect questions to come immediately you stop talking. You arc
asking the audicnce to take on a diffcrent role. They have been listening up
until now and may nced a few moments to think of the questions they want
to ask.

When somcone: in the audience asks a question, repeat it, so that everyone in
the room knows what is being answered.

Answecr as conciscly as you can. Do not go on and on, but do not make it so
short that it does not answer the question.

If you do not know the answer, say so. Never on any account invent an
answcr. Ask the audicnce if anyone knows the answer or offer to find out.

Takc qucstions from all over the room. Do not concentrate on a particular
group or person if other pcople want to ask questions.

When time is going fast say "Just two morc questions, please'.

If a qucstion is not clear, rcphrase it, cg: “Do [ understand you to be
asking.....”"

If a member of the audicnce is making a statcment rather than asking a
qucstion say: "There is a grcat dcal in what you say. May wc have the next
qucstion plcasc'.

If a questioner is hostilc, it can be quitc uscful to ask them to answer the
qucstion themsglves, cg: “What about X?' The answer could be: “Well,
maybe you'd like to tell us what you think’. Whatever you do, try to remain
calm and composcd.

PEER 14 Making a Presentation

Iq_.






7. TRY TO REMEMBER

Know your subjcct.
Prcpare well.

Statc your objectives at the outsct. Remember, participants are cager to learn very
early on the answer to this question: "What's in it for me?"

Usc visual aids — make certain they can be rcad casily.

Watch your techniques of delivery: vary your voice levels, use gesturcs and
movement; remember to pausc from timc to timc; vary the speed.

Maintain eyc contact.
Use humour, examples, stories.

Don't rcad out your notes word for word - refer to them and talk-naturally facing the
audicnce.

Introducc surprisc.

Spcak clearly.

Show confidence, sincerity, cnergy, cnthusiasm.

Catch pcople's interest right from the start.

Watch your closing — give them a message they'll remember.

Try to get fcedback on your performance.

Avoid "uh's" and "al's".

Know your audicnce = their interests, perceptions, cxpectations, background.

Test the climate throughout your presentation: arc they still listcning?

-

PEER . 15 Making a Presentation
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Usc a lot of "you's" [or audicnce rapporl.

Include practical matenial ("how (0") m your piescntation.
Avoid "heavy" statistics, instead, speak about quantitative items.
Use everyday language and avoid jargon.

Try to speak in a C()nvc;suli()lml tonc of voice.

Quit on time.

ITS NOT
DIFFICULT_, BUuT

You DO NEED
TO PRACTICE !

Prren I() Making a Preseniation






PEER

IFIDO1IT

1F T HEAR T

IF 1 SEE 1T

Notes on

Communication Skills

FORGET 1IT

Y REMEMBER 1T

S
AERTEERC) ‘.\\\> c.‘
. S

:~\

I KNOW 1T

Communication Skills — The Basics






THE PURPOSE OF COMMUNICATION
IS 10

CREATE UNDERSTANDING

We communicate to convey

*

*

INFORMATION
FEELINGS
IDEAS
INSTRUCTIONS

REQUESTS

We spend between 50% to 80% of our working day communicating.
Research suggests we spend:

45% of communication time 38% of working day LISTENING
30% " 24% " SPEAKING
15% " 12% " READING
10% " 8% " WRITING

WE SPEND SO MUCH TIME ON COMMUNICATION

WE NEED TO BE SURE WE DO IT EFFECTIVELY
PEER 2 Communication Skills — The Basics
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EFFECTIVE COMMUNICATION DE#ENDS ON

Attention - by both parties

Intention - to send and receive

Message - clear & understandable

Feedback - a clear response to the méssage

Each communication situation is different but there are common
elements in all. In each situation there is a source or a
. transmitter of information and a receiver, someone who receives
what has been communicated. The source has an idea, information,
or instruction which he wishes to transmit to the receiver. The
source turns his idea into a message. To transmit this message
the source must encode it, that is he must decide which symbols
to use to express his ideas. The code can be words, sounds,
pictures, gestures or a combination of all of these. The code
is then transmitted along a channel to the receiver. The channel
is a medium, or a carrier of messages. Before he can understand
the message the receiver, the target of the communication, must
be able to decode the communication.

The communication cycle involves transmission, reception,
listening, understanding, remembering, and feedback.

. Source _Message "

T s - Decoded . -:

PEER 3 Communication Skills — The Basics
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Sending and receiving messages

/INVOLVES OUR SENSES \

SOUND TOUCH SMELL

SIGHT TASTE

The most commonly used senses are
hearing, seeing and touching (doing)

People learn

10% of what they HEAR
30% of what they SEE
60% of what they DO

This has

implications for

reception & understanding

The strengths of the different channels of communication has a
bearing on our ability to capture and hold attention. If we use
more than one channel we have a greater chance of retaining

attention.

PEER 4 Communication Skills — The Basics



g



We will be more effective if we target our communication

What do they need to know?
Am I being relevant?

Am I using the right approach?

PEER 5 Communication Skills — The Basics
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Understanding & remembering

is improved if ....

We have their ATTENTION
Are they at ease?
Does it relate to their needs?

Have we stimulated their interest?

They can ASSOCIATE it with

Previous - experience

knowledge

There is a STRUCTURE to our message
Can they see the problem?
Can they understand the reasons for the problem?

Can they understand the connection between the problem
and possible solutions?

Can they understand the arguments for & against each
solution?

PEER 6 Communication Skills — The Basics
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Communication Fails Because..

If communication is to achieve its objective the communication
channel must be kept wide open, free from interference or
distraction. Many different factors can result in the
communication channel being blocked. For example:

1 The communicator's attitudes, social status, knowledge
1 The receiver's attitudes, social status, knowledge
1 Competition with other activities

1 Contradiction of our words by our actions

All these and many other factors act as Dbarriers to
communication. It is the communicator's task to recognise and
prevent them from blocking his message.

Be Effective

* Be clear about WHY you are communicating

* Be clear about WHAT you want to communicate

* Be sure your MESSAGE is CLEAR

* Be sure you KNOW your AUDIENCE

* Be sure your MESSAG? is RELEVANT

* Be sure you have selected the APPROPRIATE MED;UM
* Be sure you have: chosen the APPROPRIATE TIME

* Be sure that you have been UNDERSTOOD

PEER 7 Communication Skills — The Basics
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