IN THIS ARTICILE
Presentation Skills

These show-and-tell masters stand and deliver 70-plus tips for everyone from newbie trainers to seasoned keynote speakers.

O
By Donna J. Abernathy
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he presenter just stepped out in front of hundreds of physicians at the American College

of SurgeonsAnnual Conference. It'sasea of navy and black suits, and there sheisin her

nifty company T-shirt. (Wow.)

But wow iswhat she hasto deliver. Now. She hasto hit them with her best antidote to boredom,
S0 she steps from behind the podium, flings up her arms, and exclaims, “Welcome to Mr. Toad's
Wild Ride! It'sour goal over the next three hoursto guide you through the steps from being an In-
ternet novice to being someone who can perform a nested, parenthetical, literal Boolean query
from afree Medline search, and even know what al of that means!” The audience blinks, grins,
and then laughs. Hey, thisis coal.

The story, told by Diane Cunningham,
president of California-based D&D En-
terprises, is true, and she's the one in the
T-shirt comparing the gathering to a Dis-
ney ridethat’s based on aWind in the Wil-
lows character.

Cunningham leads a post-graduate In-
ternet training seminar at the ACS confer-
ence every year and swears by the Ho
Hum Presentation Formula cooked up
more than 50 years ago at General Elec-
tric by two engineers named Borden and
Bussy. Cunningham says, “ The formula
can be used for standup presentations,
documents, online courses, manuals, any-
thing.” Here's the formula, courtesy of
Cunningham and Presenter’s University,
WWW. presentersuniversity.com.

0 Ho hum. Thisis the grabber to knock
attendees off their expectations and get
them thinking. People often come into
presentations, especially technical ones,
thinking, “Ho hum, another boring pre-
sentation.” So, you deliver a“ho hum”
that wows them out of complacency.

o Why bring that up? So, your “ho
hum” shook the audience out of its bore-
dom, but what exactly did you just say?
In this step, you tell everyone the purpose
of the presentation and why the topic is
important.

0 For example. Now the audienceis
primed for the meat of
the presentation—the
content and examples.
They comprise the
bulk of your message.
0 So what? Here's
your chance to wrap
up everything in a
summary—the bow
on the presentation

package, so to spesk.
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[]

That formula can help grab people’s
attention, convey information, and make
sure they understand what you're talking
about. It helps Cunningham broach tech-
nical topicsin an offbeat, nonintimidating
way. Just ask this self-confessed techno-
weenie about her Internet Protocol dance
that explains how the Web works. Who
saysthat learning can’'t be fun?

All presenters and trainers aren’t
techno-weenies, but because presenta-
tions are increasingly going digital, they
have to keep up with new technology. The
demand for high-quality presentation me-
dia, such as animation, audio, and video,
ison therise, according to the Interna-
tional Association of Presentation Profes-
sionals. Seventy-five percent of |APP
members are involved in some form of
Website development or online show-
and-tell, compared to less than 20 percent
three years ago.

Sure, there's de-
bate over whether
technology is more
ahep or hindrance.
Does PowerPoint
come between a
presenter and his or
her audience? Does
checking miles of
computer and mul-

timedia projector wires rob a presenter of
valuable prep and connection time? Per-
haps. But let's remember that slide pro-
jectorsof old jammed, ate dlides, and took
random days off. The beat goes on, and
presenters adapt. At its heart, presenting
remains a decidedly human event.

Whether you're new to the training
field or an experienced conference speak-
er, here’s help from some of the best.

[]

ne thing that Dianna Booher has

learned over the yearsis how to be
flexible. She recounts one potentidly dis-
astrous presentation in which she noticed
too many familiar faces milling into the
room. Asit turned out, she had delivered
the same speech ayear earlier at the
group’s national conference but had been
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reassured by the company contact that this
would be a completely different group.
WEell, he was 80 percent wrong; only 20
percent had not heard Booher's presenta
tion before. So, you can imagine her ap-
prehension about delivering the same
speech to much the same group. She of -
fered to speak on adifferent topic, but her
contact insisted that she stay with the orig-
inal plan. Try as she might to remember
which anecdotes and illustrations she'd
used ayear earlier in order to substitute
new ones, she couldn’t. Says Booher, “I
felt likeaTV summer rerun every minute
of that very, very long hour.”

Booher saysthat if you want to be-
come a better presenter, hone your facili-
tation skills. “A good way to do that isto
be afly on the wall in someone else’s
spirited meeting, Simply sit and observe,
or do a sociogram. Map the interactions
in the meeting to identify how the facili-
tator keeps on track while inviting audi-
ence input. Then, try to emulate those
techniques with large groups of your
own.”

It's also important to keep up with
new trends and techniques. Booher be-
longs to The Speakers Roundtable, a
group of 20-plus presentation pros who
meet twice a year to network and help
each other improve their speaking skills.
She also |earns from other people she
talks with and remarks, “ Some col-
leagues, 1" m told, dismiss |ess-experi-
enced people. | try not to do that. Even
when a neophyte asks me a question, |
try tobeaerttowhat I, inturn, can learn
from him or her.”

Here are Booher’s tips for new train-
ersand presenters.

1. Overprepare. Know your content in-
sideand out so that if you get nervous, you

can focus on the how of your delivery.

2. Don’t dojust a mental rehearsal.
There's nothing like a physical walk-
through to build your confidence and per-
fect thetiming.

3. Don’t become a slide narrator. Be-
ginning speakers, in an attempt to have
adequate notes and prompts at hand, tend
to use too many dides and put al of their
key points on them. Don't |et the slides
become the presentation.

4. Know why you were asked to do the
presentation. That will give you a sense
of the new perspective you're expected to
bring to the event.

5. Don't talk at people; talk with them.
Consider a speech to be a conversation
with an audience larger than one.

For those of you who have more pre-
senting experience, Booher offers these
idess:.

6. Customize, customize, customize.
Canned comments aren’t enough.

7. Stay up-to-date. Read continually in
your area of expertise so you can add
fresh anecdotes, statistics, and insight.

8. Create new concepts, processes, or
applications. Don’t borrow other peo-
ple's material and points and try to make
them your own, You can'’t build your
credibility on someone el se’'swork.

9. Continually work for interaction. A
reflective question followed by along
pause can be a more effective way for
participants to examine a new idea than
to play three games without their brains
in gear.

10. Stir your passion for atopic. If you
don’t feel passionate about what you
want an audience to do, neither will the
audience. Genuine emotion almost
always comes through—positively or
negatively.

[]

homas Crum travels around the

world leading seminars and training
for such organizations asAshland Chem-
ical Company, Home Savings, McDon-
ald's, and the U.S. Treasury Department.
He includes principles and movements
from Aikido (which he has taught), Tai
Chi Chuan, and other mind-and-body
martia artsin his presentationsto create
an experiential approach to conflict reso-
[ution and stress management.

Hereare Crum’sbest tipsfor becoming

amaster presenter.
11. Teach what you love, and live a life
that showsit.
12. Open up. Beauthentic, open, and vul-
nerable, and your audience will do like-
wise.
13. Keep it smpleand tothepaint.
14. Reinforce the learning. Reinforce
each point with theory and research, expe-
riential exercisesto integrate the point, a
true story to provide anecdotal evidence,
and open discussion.
15. Keep it alive. Keep the learning alive
with a continual flow of visual, auditory,
and kinesthetic learning.
16. Have fun. Your audience will, too.
Learning and laughter go hand in hand.
17. Make it relevant. Create an action
plan for and with participantsto help them
incorporate the learning points into their
lives.
18. Summarize. Provide a summary of
learning points and a special closure that
celebrates participants learning.
19. Begin and end on time.
20. Be available afterwards. You are
there for your audience. Elvis has not left
the building.
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ance Dublin cantell you all about the

importance of knowing your audi-
ence. At oneinternational conference, he
developed handouts and chose a baseball
themeto illustrate some of the important
points. “It was only when | began to ask
the audience questions to find out who
they were and why they had come to the
conference that | found out that 40 per-
cent of them were from countries outside
of North Americal” Liveand learn.

To psych himself up for abig presen-
tation, Dublin spendstime in the presen-
tation room and on the stage to become
familiar with the physical layout and feel
of the room. He doesn’t like to rehearse
formally. Rather, he outlines the first 10
to 15 minutes and writes a script for the
first two to three minutes to fix it in his
mind. He says that it's important to con-
nect with an audience in the first five
minutes. “ Typically | do that by asking
peopleto raise their handsin response to
general questions. That gives me time to
catch my breath, get my adrenaline un-
der control, and set the pace for the rest
of my presentation.”

Here are Dublin’s top tips for novice
presenters.

21. Begin beforethe beginning. Usethe

Lance Dublin

EPS Solutions,
Change Process
Practice

San Francisco
Email: [dublin@
dublingroup.com
Experience: 15 years

time before your presen-
tation to meet people as
they come into the room.
Arrive in time to set up
and test your equipment
and still have 20 minutes
to talk with people.

22. Remember that you
arethe presentation.
Generating and maintain-
ing energy arecritical. No
matter how effective your
visuals are, you carry the
responsibility for the au-
dience's experience. Your voice and body
are important tools. Modulate your tone.
Speak loudly to emphasize important
points. Be dramatic to draw attention, and
speak softly asacontrast. Move around.
23. Never give away any answers.
Most likely, someone in the audience
will know as much or more about the
topic than you do. And most people will
know something. Use that. The more an
audience is involved in the presentation,
the easier and more fun it is for the pre-
senter, and the more effective it isfor the
audience.

24. Don’t read your dides. Givethe au-
dience a chance to read your slides be-
fore you start speaking. During the few
seconds that they're not listening to you,
acknowledge that. Ask them to look at
the dlide and then to refocus their atten-
tion on you.

25. Plan the beginning. Most often, the
success of a presentation depends on the
first five to 10 minutes. That’s the
amount of time that most people take to
decide whether to stay.

And for you seasoned pros, here are
some of Dublin’s ideas to help you fur-
ther hone your skills.

26. Design your presentation from an
audience’s per spective. Review your
slides from an audience’s perspective
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and ask yourself, So what? If the answer
isn't clear, you should consider revising
the dide or its sequence.

27. Remember that context is power -
ful. There’'s agreat cartoon that shows
two fish in a fishbowl. One says to the
other, “Water? What water?’ The clearer
the context in which you frame your
ideas, the more powerful the understand-
ing and impact. Paint the big picture as
well asthe detalls.

28. Be a provocateur, not a presenter.
Try delivering most of your content
through a series of questions rather than
statements. For each slide, develop a
provocative question that will unveil or
lead people to answers or points you
want to make.

29. Beillustrative. Storiesand examples
bring concepts to life. Use situations
from the audience.

30. Remember that timing is every-
thing. Don't fill up the allotted time with
so many stories and examples that
there’s no time at the end for questions

or asummary.

hen Doug Malouf hasamajor pre-

sentation on tap, he'sup at 4 am.
to practice delivering the presentation
to a spot on the wall. Then he goes back
to bed. He explainsit all with aKen Mc-
Farland quote: “Behind every spectacu-
lar presentation is an unspectacular
preparation.”

Says Malouf, author of several books
on presenting, “Once your mind’s eye
has seen the audience listening to a pre-
sentation, the real event islike awalk in
the park.” But that’s only when equip-
ment and space are working with you,
not against. Malouf has been to places
where people thought that the overhead
projector was a camera, SO N0 power
cords were provided. He has presented
poolside, on cabin cruisers, and in rooms
where the ceilings were too low for stan-
dard screens.

“My biggest disaster,” says Malouf,
“was a big conference in New Zealand.
| packed my overhead transparencies
in the same suitcase as my good suits.
My luggage headed to Japan, and | went
to Auckland. So, my toys travel with
me now as cabin luggage.”

Here are Malouf’s rules for beginning
trainers and presenters.



31. Practice, rehearse, and drill. In
one study, people were asked to rank
their fears in order. Sixty-eight percent
said death was number 1; 32 percent
said public speaking was number 1.
That means that one-third would rather
die than speak. Many trainers feel the
same way. The only way to overcome
such fear isto practice and rehearse. You
never lose the fear; you learn to control
it.

32. Evaluate everything. Examine
every presentation and ask, “What could
| do next time to make it more ef-
fective?’ Have a friend give you some
positive feedback so that every event is
a learning event. And don’t work
in front of avideo cameraat first; you're
not a professional actor. Video is un-
forgiving and can give you nega-
tive feedback too early in your
development.

33. Limit the content. When
you're new to training, you may
become content-centered. Asyou
grow more confident, you'll un-
derstand that it's better to learn
one or two things effectively than
many ineffectively.

34. Get professional help.
Every budding trainer should

Geri McArdle
Training Group
Reston, Virginia
Phone: 703.476.0181
Fax: 703.476.0182
Email: bgmcardle@
earthlink.net
Experience: 15 years

Doug Malouf

DTS International
Sydney, Australia
Fax: +61.2.9360.5199
Email: dtstraining@
bigpond.com
Experience: 26 years

take a one-day acting
course. If people don’t
buy the messenger,
they won’t buy the
message.

35. Stay at it. Themore
you present, the easier
it gets. Thereé'salesson
tolearn every time.

For those more expe-
rienced with present-
ing, Malouf offers
thesetips:

36. Change. Doing the
same program day af -
ter day can be boring.
Constantly ask how you cando itin a
new fun and exciting way, and revise.

37. Concentrate on the process. Becre-
ative in devising ways to increase par-
ticipation. Watch some of the pros, see
how they work the crowd, and modify
some of those ideas for
yourself.

38. Take a break.
Trainers and presenters
burn out, so block out
your calendar and re-
charge the batteries. For
example, you can use
a conference as a sab-
batical to stay in anice
hotel, learn, and net-
work with some excit-
ing people. It’s called

becoming a student again.

39. Rejuvenate your presentation
skills. Attend a National Speakers
or Toastmasters meeting. Find associ at-
ed industries in which you can gain ex-
posureto the top presenters. You can also
listen to audiotapes during your travels.
40. Stay motivated. Read more, learn
more, and stretch out of your comfort
zone. Doing the same things in the same
way every day and expecting a different
result is the definition of insanity.
With the Internet playing such an active
rolein research, there’s no excuse for not

staying current.

eri McArdle once walked into a
five-day, overhead-transparency-
driven seminar to discover that none of
the 60 or so overheads due from another
location had arrived. The slides con-
tained lots of theory and activities,
but lucky for McArdle she had done
her homework the night before re-
viewing materials, making storyboards,
and drawing pictures to remember
key points. She says, “1 stepped from
behind the projector and made instant
contact with the audience. Who needs
overheads?’
McArdle says that the most important
skill for presentersis knowing how




47. Organize. Raise organizationa skills
toanart form.

48. Listento hear.

49. Carefor each person.

50. Becredible. Remember that credibili-
ty takesintention and work.

Speaker’s Self-Assessment

Usethis checklist for self-assessment of audio- or videotapes of your practice ses-
sionsor actual performances. You can also ask afriendly critic to help you practice
and compl ete the assessment. Here's how it works: Put acheckmark in abox to in-
dicate that you did what it says. Use an X to indicate that you did not. If anitem

doesn't apply, leave that box blank. Last, add comments or directions that will re- |:|
mind you of changesthat may help improve your next presentation.

0 Choseatitlethat tied audienceinter-
eststothetopic.

0 Used an attention-getting opening.

0 Presented the body of the speechin
an organized, logical sequence.

0 Used aconversational tone.

0 Demonstrated an appropriate degree
of formality.

Used persona pronouns (you, we, I).
Avoided jargon.

Explained technical terms.

Handled notes unobtrusively.
Handled the microphone
professionaly.

0 Avoided nervous gestures or pos-
ture.

0 Madeeye contact with individuals
in the audience.

0 Avoided staring at one section or
person in the audience.

0 Used gesturesthat supported, rather
than detracted from, words.

0 Used pertinent, inoffensive humor.

0 Spoke loudly enough.

Oooo

O

0 Varied the speaking pace.

0 Avoided speaking too fast or too
sdowly, and used emphasis appropri-
ately.

0 Paused for audience reaction.

0 Avoided pausefillers (um, er, uh,
ok?)

0 Varied voice pitch.

O Spokeclearly.

0 Pronounced words and acronyms
correctly.

0 Dressed appropriately.

0 Met timerequirementswithin five
minutes.

0 Presented amemorable conclusion.

Comments:

Source “Improve Your Communication

and Speaking Skills,” Info-line, ASTD

I n 1973, Bob Pike says his understand-

ing of training changed forever. Here-
alized that most adult learners, exposed
to hours of lecture-based training, begin
to daydream, fidget, and generally lose
interest in what the trainer is saying. So,
he attended a seminar based on partici-
pant-centered training. Instead of
lecture—which typically comprises
80 to 90 percent of most training ses-
sions—the instructor made introductory
remarks and passed out written materials
for group discussion. After each discus-
sion, they moved on to the next activity.
By the end of the session, Pike realized
that he could recall almost all of the
discussions because he was involved in
his own learning.

Now, he uses those same concepts in
his business. Says Pike, “In our pro-
grams, we use the 90/20/8 rule. No
module that we teach ever runs more
than 90 minutes, the pace changes
every 20 minutes, and we try to involve
people in the content every eight min-
utes. That is based on Tony Buzan’s
book, Use Both Sides of Your Brain, in

to use the instructional systems design
model to design, develop, and deliver
training. “The ISD model isthe tool
of thetrade,” she says. “Using the model
provides a structure for designers
and trainers to create training that
ensures a successful presentation. The
best way to master the ISD model is
to practice and learn with each design

44. Deliver effectively. Listen and which he writes that the average adult
process.
45, Facilitate learning. Appropriately
access the three roles of the training
professional: trainer, facilitator, and
coach.

And for the seasoned pro, here are
moreideasfrom McArdle.
46. Create vision. Déliver new infor-

and delivery.”

She also says that practice is the best
way to psych yourself up for a presenta-
tion. “| reorganize my presentation each
time. | add new things that enhance learn-
ing. New things are fun to teach; it'sa
journey of discovery.”

Here are some of McArdle'stips for
trainers and presentersjust starting out.
41. Be prepared. Magter the content, and
manage your time,

42. Bepractical. Deliver what is needed.
43. Focus on performance. Teach to the
objective; test to the abjective.

mation each time.

Robert W. Pike

Creative Training

Techniques International
Minneapolis, Minnesota

Email: bpike@creativetrainingtech.
com

Experience: 30 years

24 Training & Development, October 1999




Fran Solomon
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can listen with understanding for
only 90 minutes, but can listen
with retention for 20 minutes.
Here are Pike's presentation
tipsfor neophyte presenters.
51. Have the room ready 15
minutes before the first partici-
pant arrives. Thisensuresthat problems
are solved before participants are in the
room.
52. Spend the next 15 minutes greet-
ing participantsand making them feel
welcome. Then, you present to an audi-
ence that you've already connected
with.
53. Make your handoutsinteractive.
Have participants add a caption or fill in
akey word to increase their attention, re-
tention, and participation.
54. Cover housekeeping. Demonstrate
to participantsthat their timewill be well
spent. Cover housekeeping in small
chunksor just before the first break.
55. Beinstructor-led but partici-
pant-centered. Help participants dev-
elop their own answers, apply tools
and techniques, use reference materials,
and tap resources (their own and
their colleagues’) to reach solutions
that work in the session and back on
thejob.
56. Have at least two ways to teach
everything. That allows you to change
your presentation to keep it fresh for
yourself, while still covering content that
participants need.
57. Have your visuals availablein at
least two different formats. If Power-
Point goes down, have overheads on
hand. The medium isn't the message, as
Marshall Mcluhan said. The medium
supports the message.
58. Put one-third of the content you
plan to cover in an appendix. If
you end on time, participants will feel
they’re getting a bonus when you cover
the appendix. If Q& A bogs you down
or technical difficulties arise, par-

ticipants have the content you don’t
get to cover in acomplete form for
later use.

59. Have peopleline up at the session,
beginning by their level of knowledge
or experiencein the subject. They
can do that through discussion with each
other. Or, as atwist, ask them to do
it nonverbally. Then, have partici-
pants count off so that they’re divided
into groups of five to seven. That will
help ensure an even distribution
of knowledge or experience, and help
you add their expertise to your own.

60. Oncein a while, learn something
totally out of your area of expertise.
That will remind you of what it's like to
be abeginner and will keep you sensitive
to participants as they struggle with con-
tent that you may find basic.

[]

ran Solomon once gave a program

that was mistaken for standup come-
dy. The audience was drunk, the band
was setting up behind her, and expecta-
tions weren't quite clear. She now makes
sure that clients know that she's a hu-
morist, not a comic, and she tries not to
speak following an open bar. That's great
advicefor all of us.

Solomon doesn’t overanalyze the
preparation part of presenting. She says,
“1 feel grateful for the opportunity
to speak; | think of myself as a teacher.
Butterflies come with the job, so |
just reframe nervousness as excite-
ment.” It isimportant, however, to hone
skills such as flexibility and interaction.
You can take an improvisation class

to help spontaneity. Says Solomon, “Be
willing to let go of your outline, speech,
or expectations. Listen carefully to
an audience’s body language, noise
level, and response. People should have
a chance to move around every 20
minutes.”

Here are Solomon'’s to-the-point tips
for new presenters and trainers.

61. Watch experienced speakers.

62. Useinteractive activities.

63. Takeimprovisation theater classes.
64. Watch and listen. Watch yourself on
video, and listen to yourself on audio.
65. Beyourself. Be willing to be vulner-
able.

66. L ove what you do.

67. Remember that silenceis asim-
portant as speaking.

68. Control your environment.

For more experienced presenters,

Solomon offersthese ideas:

69. Keep taking risks.

70. Give back. Do free speeches for
good causes.

71. Mentor young trainers. They can
teachyou alot.

72. Taketimeto renew your self.

73. Be an instrument of something
larger than your self.

It's difficult to succeed in this busi-
ness for 15-plus years without enjoying
what you're doing. These “people”’ peo-
ple thrive on helping others learn. But,
more importantly, they thrive onlearning
from others. They respect themselves
and their audiences. And it shows. 0

Donna Abernathy istechnology and
products editor for T&D; dabernathy@
astd.org. See Org Chart next page.
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Org Chart

Here are some organizations that support and promote presenters and trainers.

Organization

ASTD

1640 King Street
Alexandria, VA 22313 USA

Australian Institute of Training
and Development

P.O. Box 5452

West Chatswood NSW 2057
Australia

International Association of
Presentation Professionals
294 Arden Road

Pittsburgh, PA 15216 USA

Reader Service # 131

More Contact Information
Phone: 800.628.2783

Email: csc4@astd.org

Web: www.astd.org

Phone: + 61.2.9419.4966
Email: nswdivn@aitd.com.au
Web: www.aitd.com.au

Phone: 412.531.7738
Email: iapp@mail.iapp.org
Web: www.iapp.org
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Organization

International Communications
Industries Association

11242 Waples Mill Road

Suite 200

Fairfax, VA 22030 USA

National Speakers
Association

1500 South Priest Drive
Tempe, AZ 85281 USA

The Speakers Roundtable
P.O. Box 172181
Memphis, TN 38187-2181 USA

Toastmasters International
23182 Arroyo Vista

Rancho Santa Margarita, CA
92688 USA

More Contact Information
Phone: 800.659.7469

Email: Use online form.

Web: www.icia.org

Phone: 480.968.2552

Email: information@
nsaspeaker.org

Web: www.nsaspeaker.org

Phone: 901.767.0000

Email: DLHutson@aol.com
Web: www.speakersroundtable.
com

Phone: 949.858.8255

Email: tminfo@toastmasters.
org

Web: www.toastmasters.org



