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General rules dalad) s ) gal)
. 4 ) )
. “As humans, we’re hard-wired to h Gle O sae e Ll o 50 Wiaa o
enjoy and learn from stories”. Mgie alaill 5 anally ¢ liaiuY)

Craft a 60- to 90-second narrative
that launches your speech and
compels your audience to listen to
youl.

Show a gripping photo. “Use photos
Instead of text, when possible,”. The
old saying ““A picture is worth a
thousand words” is especially
relevant when giving a presentation,
and It can move your audience more
than almost any words ever could.

A quality photo adds aesthetic
appeal, increases comprehension,
and makes your message more
memorable.
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« Use a powerful quote. “Employ the

wise words of a well-known person
because the name allows you to tap
Into his or her credibility, likeability,
and notoriety,”. However, make sure
the quote is relevant to your message
and can create meaning for the
audience.

Play a short video. Unlike text and
bullet points on a slide show, videos
can evoke emotional responses from
an audience as well as communicate
your message quickly.

However, when using video, take
care; you don’t want to spend so
much time with a video that you
leave yourself no time to speak.
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Gust as effective communication skills
are essential to your professional
success, effective oral communication
skills are essential if you want to excel
in leadership. Presentational excellence
Is important for the following reasons:

1) Product presentations, team huddles,
meeting leadership, press conferences,
special events, and other forms of oral
communication reveal something about
you as a professional,;
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The Importance of Presenting dtaya8il) e g ) Avar]
(Just as effective communication skills ' Azdl) Jlaiyl ol lga axi LS Uil A

are essential to your professional G e Gl ¢ Sgal) Salail &y g pua

success, effective oral communication 13) Ay g ym Alldl el Juaiy

skills are essential if you want to excel 2 3okl 8 5l e i S

in leadership. Presentational excellence ol Gign (ol (i jall 8 aail

is important for the following reasons: 4l

31alS Apaamil) (a5 pal) Jani (2)1
e JSiy Jual ill 5 (il gall il

(2) presentations serve as a tool to
motivate employees and to

Icate effectively about business sl ilaal I
communicate effectively about busi o C
N y el (m jall 3 Sl 5L (3
goals, | | | o4 Aalaal | igall yuaill ]
3) presentational excellence is required 5lan il Lie s degall Cile suia sall
to achieve pro_fessmnal excc?llence. To sas gl g el Juas Gk e
address these important topics, let’s take Aagastl)

a look at ways to communicate
excellence in presentations.
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Identifying Presentation ) Y . .
g waadl pal 1y pa @ Jaad

Opportunities and Purposes
(.Q%D_ N/ ~

The first step in the presentation process A saall ke 4 Y8 ladll
Is identifying opportunities. Once you Ua g 3aa 3 jaan | adll pass
have identified the presentation L Goapadl aaat Sliay ¢ g sall

opportunities, you can identify the
purpose within them.

2l ga
Presentation Opportunities SR el G e e 52 A5
Ay (G (o jall U] & o
. . . a8 elae) g e Blaall Cilasa (2 ye
pres_e_ntatlon, which _occurs _|n a Lo AL (o dikaidl plaial b 2
traditional presentation setting. el g sl

Presenting a sales pitch to clients and
giving a progress report at the district
meeting are examples of formal
presentations.

Two types of presentation opportunities
are available to leaders. One is a formal
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Presentation Opportunities Y o2l pa b A
Second type as the opportunity O Aaa @l (e 4 Sl ¢ gl
presentation. The opportunity manill A (gl da 8l (1 je
presentation is identical in preparation Al g ¢ pam )l (a2l pa (a2l
and presentation to the formal i Slo Al J8 Ay (4 sy
presentation, but it occurs in a less Slabriall e paall s (JUa)
traditional setting. For instance, many e 05l sall paling S el Laia
organizations have huddles, during S ‘f"‘*‘;’ U‘“J B Cail
which employees are pulled together to ‘L'bw'fw »5 4“"} db:ﬁ_y, sl
talk. This is not a traditional presentation “fﬁj \ U‘U’J m‘““ f‘jﬁ‘z’
setting, but it is still an opportunity. o liogn 55 ﬁii;dﬂmf
Meetings provide another possible ' G
setting for opportunity presentations. As
a team leader, it will be your job to
facilitate meetings.
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Opportunities and Purposes

Presentation Opportunities ' ) ya b A
Tips to opportunity presentation Al Al milial
Giving a small opening address to kick glaial cadl 3 juad 4alil 4.l LAl ()
off a meeting is an example of an oAl apil JUa sa
opportunity presentation. L o
As a leader, you must begin to identify T 8 15 O g o8 i
presentation opportunities and present e Sy Sl 5 i 2l) 2
yourself with professional excellence at B~ ds ‘9
: el (g ppll juaadll s
each opportunity. frsme com il g e uu,
You may consider preparing for R
presentations especially opportunity
presentations, a waste of time.
J\_ Y,
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General Purpose als aay
4 Y4 N
Once you’ve identified your (oafll) (o pal) dua j apan 3 e
presentation opportunity, the next step is e il o o 40l 5 gadl) ()la
to determine your purpose. Presentations 058 O (Say il (ol
can have one of two general purposes: pdlel iglile g el s pall
to inform or to persuade. g8

When speaking with an informative o clild ¢ adle) a jay Gaaail) die

purpose, you present the facts. . “-U““J‘
: O eSO spadle Y () siaaiall Jasy
Informative speakers act as teachers s ] e Cile daadl oy
relaying information. When speaking i » o wm
) _ Aaa it gl adlaeS Jasd clild ¢ L)
with a persuasive purpose, you are sl gad e plaall s &l
acting as an advocate or making an ) R

argument. Your role is to advocate for or
against something.
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General Purpose als aay
fln some situations, you’ll be trying to X A
persuade the audience simply to agree or o ) J slaios () gall any 8
disagree with an idea—this is known as CaAY f A8 sally Aol ) sgwall
passive agreement. In other situations, 438) gally (o y2) e 128 5 - Lo 4S8 aa
you’ll be trying to persuade the audience Jslain s Al Call ga Ay Al
to take some sort of action—this is Glel oY) (e g 53 AL ) seand) & L8)
known as active agreement or a call to 5l Adaal) A8) gally o jad La 13 -
action. o) al) Aas ) s el

I[_)keterm_mmlg your prl:rpolie tr)nay seelin sl A e ity syt paus 38
Ike a simple enoug task, but speakers el el (553 paniadl 1 ele
with professional excellence always i .
think carefully when determining their

purpose.

e aat i Aliay ala () 5S4y
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fFor example, you may need to inform
employees about a new policy in your
organization. Ask yourself, “Am |
merely informing them about the policy,
or am | persuading them to follow the
new policy?” In all likelihood, you will
be persuading them. Although many
presentation opportunities appear
informative on the surface, a closer look
reveals the need or opportunity to
persuade.

Y4
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Specific Purpose Adaa AR
(Once you’ve identified the 'S A
general purpose of your plall (i jall 3o 3 sy
presentation, you’ll begin to A i ¢ el Gl yal
formulate a specific purpose. The gl 2as (a2 Atlua
specific purpose is to an oral o L 5588 (ya sl » EXVOA
presentation what a thesis oAl Jall da 5 kY1 s e

a3 A ba) dlea g4 2all

O peie 3 5 Lay paaiaaall
) sk sl o8 ymy ol 5 sagdy
(etll) el je diled Jslay

statement is to an essay. A
specific purpose Is a declarative
sentence telling the listeners what
you want them to understand,
know, or believe by the end of
your presentation.
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Specific Purpose Adaa AR
The following are some Y h
examples of specific purposes: o ALY Gy b Lo

| want my employees to Bl el ¥
understand and follow the new Jeall 3208 5ika 50 agdy O 2 )]
overtime rule. ey el Slay)
| want the executive team to U\‘ﬁw‘ “”ﬂ .‘ o o)
believe our department deserves el 3 f;';; ﬁ
a 10% budget increase. LY S, u)\_; K JU‘
| want Company X to select us as Leuils gal donm le
the health care provider for its el e o &
employees. Al aglasl yaaill
| want my team to feel
recognized and appreciated for
their hard work. A )
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Specific Purpose Adaa AR
N\ )
Remember
Designing a presentation is not a P ;
linear process in which you move || ! el (el mpenai )
from one step to the next. Byhad (s L JiH5 A3k “-‘L“"
Instead, designing a presentation U"J"J&C‘“‘” e d‘ A j}“
is a fluid process. Thus, youmay | = “t J‘; ““L“uj‘f o
develop a tentative specific o e Bana a8 5k
- COlail) amy o] ja) axy oyl
purpose and then change it after s e g D ]
have done some analysis and T ot , -
you a"ﬁ oo y - Y dalall y dalall Ll 2 Y
research. In fact, identifying the Tt s e g s
general and specific purposes for Gadls ) seaal
any presentation opportunity will
require you to analyze the
audience and the context.
\_ y,

\_

£ 5 e

uuuuuuuu



Speaking to inform

Informing and Persuading f

aMe Y Cidgy cianil

rAs noted earlier, when speaking with an

informative purpose, your goal is to
present the facts. Informative speakers
act as teachers relaying information,
striving to be objective and not
influenced or affected by emotions or
their individual point of view.
According to Aristotle, a good
persuasive speech includes three
persuasive appeals: ethos, logos, and
pathos. Although Aristotle discussed
these appeals in relationship to
persuasive presentations, we believe the
first two appeals also are important for
designing an effective informative
presentation.

\_
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Ethos EYAY)

Y4 N
Ethos refers to your credibility as Sliglaae I @AY s
a presenter as well as the Aflane Sy ymje 223aS
credibility of the information a je A dadiall il slaall
delivered in your presentation. o a e agaiil _agail
To present with professional D) dlhle Cany ¢ aaia
excellence, you must ) sean Baeluay cliflras
demonstrate credibility and help ) o ghaall g eliganai e
your audience believe you and Lgo (Al Anal
the information or argument you
are presenting.
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GYAY)

rI—Iow do you establish credibility?

According to Aristotle, presenters must
demonstrate ethos or positive character
by demonstrating competence,
trustworthiness, and goodwill.

There are many ways to develop
positive character within your
presentation, but you must make sure
the audience is aware of your expertise
and knowledge on the subject matter.

In addition, you must conduct research
and then cite your sources.

~
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Al s g
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L A

N\

Logos is another type of appeal needed in
effective presentations. Logos is a term
that refers to the words of a presentation in
the context of organizational structure and
the supporting information. When
developing an informative presentation,
think of yourself as a teacher laying out
Information about a particular topic. After
reviewing your research and analyzing the
purpose, audience, and context, you will
develop a clear organizational structure for
your presentation. However, that structure
can’t stand without support. The research
that you’ve conducted will become that
support. Together, the structure and the
information will provide your audience

Adall (e JAT e 6 @l el
Al dapaill (m g jall &4 slladll
S )l mllacas 5o <l el

JSaed) Blas (& (il (2 2]l

de daclall il slaall 5 anail)
S e il e
Jsn Slaglaa (ya yay (g p2aS cliass
Sliny daa) o 20y (pp2e § puiage

(Bl s ) seandl s m all s
lia yal Bzl 5 Lalati A ) shats
JSuel) 13g] (S Y el gay sl
A Enll maans 2 () s iy ()

JSell 8 ga cle acall 138 4 5al
Agilaic Apdla &l ) sgand Gl slaall

with logical appeal.

\_ Y,

£ 5 e

MIDOCEA

bbbbbbbbbb

i



Informing and Persuading f

Logos

L A

Y4 )

What type of research should you include?
Obviously, that will depend on the nature
of your topic, your purpose, the audience,
and the context. However, any or all of the
following may have a place in your
presentation: definitions, examples,
statistics, and quotes. When it comes to
selecting supporting material for your
presentations, remember to include a
variety.

Oe $aa3 () a3 Gl ¢ 5 e
daph o daing elld () mal gl
seanll g dia G gl g il i s
IS S s 0sSo A eelld ey Bl
el Gl je 8 e b L
(ilelanyl g AliaYI g cciliy yaill
DAl el lady Ledie | cululi@Y|
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Strategies for Informing With Excellence ¢u A% ade¥ 3 jraa cilbia) il
4 Y4 h

_ _ L degall il il )
Beyond the all-important basics of || a5 i el cali cildad (59

any successful speech, you need to S el may e b
take Into account some additional Sley sl vie 4l
variables when speaking to inform. a3t il e aSU (Yl o AV
First, make certain that you are Gl 13) e8] Gl ila slae
Informing, not persuading. If you (ki dga g5 & jolia ey 8
begin to incorporate your emotions 0583 Ol e 5 il
and your point of view, you have || e sasall 3Uai o) e s s

stopped being objective. The range Adagaa Y Ll ) il

of topics for informative speeches
IS Infinite.
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Strategies for Informing With Excellence ¢u A% ade¥ 3 jraa cilbia) il

A _ Y4 A
Yc_)u can inform on people, places, e e ghne i i
things, new products, old products, LN 5 (SLY 5 e sy
history, events, process, corporate Cilatidl 5 saaall cilatidl
visions, governmental relations, Calaa Yl 5 gl dagadl
and concepts from ancient SIS LAl (55 Slleall
religions to postmodernism. Some O aaaliall 5 dae Sall Culidlal)
of these topics can be Alaall ax Lo ) Aagasl) LY
controversial. But remember, gl sall 238 amy (4S5 8
although your point of view on a e il Sx &y Jaalls i
controversial issue may be Ol & ki dga s ol e a2 )
valuable and interesting, it should e (555 8 Jaall 5 yfia dpucad
not be included in an informative Ay Y 4l Y] plaia B 8 i g
speech. gedte] Gt (A L
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Strategies for Informing With Excellence ¢u A% ade¥ 3 jraa cilbia) il
4 Y4 A
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Second, pay careful attention to
your audience’s level of knowledge
and understanding when doing your
audience analysis. You do not want
to design a speech that informs
them about things they already
know. It Is a waste of your time and

their time. By the same token, if Lo & sua g0 Jsn o slaally
your audience has only a basic A LS clilbd araaly Gidd
knowledge of information about a agd (e )5Sy 48 el pA ) gilS
topic and you design your speech ac (Gla slzall
If they are experts, they will not be
able to comprehend the
Information.

\_ J\_ y,

A3 e (5 sisa () 1 4l Ll
Jalad el ) die &) sean agd s
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Strategies for Informing With Excellence (nA¥) ade¥ 5 jraa Cilaad)

a _ Y4 )
Thl_rd, Try to mco_rporate a e yiia de sana gad Jsta (Ll
variety of supporting material, iy il Jie ciae 1 3 el (e
such as definitions, examples, cililany) 5 dbieyl
statistics, and quotes. This will S 13 pacan clu@Y !
make certain you appeal to all Oraiasall &1 53l aran (ada
types of listeners and will make 38 ST eliUad Jaasu g
your speech more memorable. akaia U
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\_

When giving a persfuasive 'S il el lad o] i A
speech, you are a_lctlng an as e B gl g o puat
advocate or making an el e il g o gadan
argument. U K3 LS g Aliia jlee ol L
Your role is to advocate for or Lo ) seendl o L) Jsladis eyl
against something. As noted Lo 3,88 aa DAY ) 48 gally
earlier, you will be trying to O & 53 AT gl (dnlual 4380 gal)
persuade the audience either o) Azl 488 gall) cile) ja Yl
simply to agree or disagree (1) dadl ) 3 el
with an idea (passive
agreement) or to take some sort
of action (active agreement or a
call to action).

I\ y,
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Speaking to Persuade gLy Ciagy Cuaal)

4 _ _ Y4 N
The_ persuasive speaker Is (3 ianie s el Caasial
subjective, influenced, or Bs il Calal gl sl i
affected by individual il Cileag ol il )
emotions, biases, or points of
View. e Y Clelall gl i il
Avristotle discussed the three Glaty Lagd aylis 5y Sl 43D
persuasive appeals noted earlier Loy e U8Y) (a5 sl
in relationship to persuasive Gl Lasd Lgia JS ol
presentations. Let’s explore A L8Y) eliblad,
each in relationship to your
persuasive speeches.
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£ L8 Caagy duaadll

\_

fH d blish credibility i Y o
ow do you esta_ Ish credibility in b il raa L) SliCay LS
a persuasive speech? - o -
Just as you would in an informative s qillad
;w \ . p ol
speech, make certain the audience is . “{‘)‘L J ol d"“" LS
aware of your expertise and Gy e sl o) (e
knowledge on the subject matter. .&}'-"')AL. Eik JEPPRCIPIET
At celly ) ddlatyl
Additionally, cite your sources and cye 38U 5 Ol sleall jaliad
make certain the sources are credible. . ladll ddlaaa
When persuading, it is also important
to establi.sh common.ground with o L) oal sl (e g Y e
your audience. That is, show how you i 5<
have a shared interest, concern, or L:Sh ‘ t‘we » Sj K J\ u_&mj'
background. 7 = O = 8
_45 w “~] . r
J\. Y,
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Speaking to Persuade £LBY) Ciagy diaail)
4 _ Y4 N
How do you establish L Bl ias i) eliSa; Cis
credibility in a persuasive ) ¢adia cilhd
speech? i) i ¢ ST of s WS
Logos, as you should recall, ol slaall 5 candaiill el
refers to the organizational BLUa 833 ga gall dac |l
structure and the supporting (o S cgdie e sl die
information found in your i Gl Aaa aad sl s
speeches. When developing a (el i pay dpuad

persuasive presentation, think
of yourself as an attorney
making an argument. You’re
building a case with your
presentation.

\_ I\ Y,
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Pathos

Cika) gal

4 )

The final type of persuasive appeal
(after ethos and logos) is pathos—
a term that refers to emotional
appeal. Because informative
speeches are objective, emotional
appeals should not be present In
Informative speeches.

r

Clelall (e 3aY) & il
(Gshiall 5 (3AY) 2xy) e L)
clhas 585 - ikl sl s
Y s sablall eladl )
Wi e gaa 3o &y LAY aladl
dalalall cleladll oS3 o any
AaY) bl 53 s s
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Pathos k) gall
4 N\ )
However, pathos is very powerful, and it i oy el 4 8 Gkl sl (S
does play an important role when eall il g UEY) die Laga |50
persuading with professional excellence. e g gl g palld - las (Sl
But beware—a presentation that has SR ) sy 4y &8 sl e
strong pathos but lacks ethos and/or logos - #‘ﬁ‘ e Al U‘”S il ﬁ‘{ 3
Is not effective. Far too many presenters Akl 4‘{*“*” 9‘ Li:if‘ 6‘:
rely solely on emotional appeal. In the ‘J\"":\j\;\u’s )“::\ N \‘ ‘9
moment, they may move an audience, but o ? f:j;‘\ dkj jfj
In the long run, the lack of credibility and Lﬁfs e;&d‘ }d\ dj;.d ey
logic make for a poor presentation. To < LM wall &j;c M o L_m
achieve professional excellence as a Gl BN ) el o34
presenter, you must include all three (Aakladl
appeals (ethos, logos, and pathos) in your
presentations.
\_ I\ J
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Pathos k) gall
r - o\ A
et ity resortations. || b e el g s s
PP yp - € il a5

O Sy Axdl aladial & 3kl (s

One way is with the use of language. AV Jaad il e L) ¢ oSy
Selecting words that have a strong |l - Giaca Jza o - 4 8 duihle
emotional connotation—or implied dnila Jesgy (Al Gl mad 22y 58
meaning—can be powerful. Incorporating 8ol il @l o 84 8 duibale
Into your presentation research that has .cgﬁ‘
strong emotional appeal is another tool. pasonll (B GlSa Led il sall ) LS

se by Ol (Sar Apadle Y dpapail
Ailall Culd dac Al o) sall g A2l Ll
Ll ¥ e ) seand) dpahalal)

& sa sall

Pathos also has a place in informative
presentations. Selecting language and
supporting material with emotional appeal
can help an audience relate to the topic.
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Types of Reasoning Y g1 63
N/ p
In addition to these LLa¥) oda ) d8lialL
organizational patterns, adl) fpecati dadaill
effective persuasive VY i) Aaal) de LY
speeches Incorporate clear DA aaisall 2 5 Bl
reasoning that guides the ¢ 5l Jadi Gaaidl gas
listener through the (Y] JY Aty
speaker’s argument. Types el JY2LY
of reasoning include YY) 5 o i)
inductive, causal, YY) 5 ¢ ousll
deductive, analogical, and Bl
cognitive dissonance
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Types of Reasoning N g gl

4 _ _ N\ N
1. Inductive Reasoning ) Yy 1
Inductive reasoning involves ey (A 81 JYIWY) paaly
building an argument by using pd ol dga 58 Al aladinly daa
individual examples, pieces of p il ) ilaglaall 3
information, or cases, and then ) paand ) Jia gill o Lgaan
pulling them together to make a o e A ) dua 5l
generalization or come to a R s
conclusion. For example, Bob Aw Ak LA K, 2l

X. adell B

got bad service at Store X. Juan
got bad service at Store X.
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@ _ _ N\ )
1. Inductive Reasoning LAY Yy 1
Ming got bad service at Store X. The e s dada QJ; e Joan 28
generalization or conclusion is that O s Z LY ) anendll X, jaiall
Store X gives bad service. The BT | PRESTVEPRENPRI) QUEES
obvious question that you must ask die: eludil alled o Cang (Al eaal 5l
yourself when using inductive 20 &S 5 (Y] JYBL pladid
reasoning is how many examples or ) e sl 2 53U VLS ) A
cases are needed to make a O o Y] Old claall ¢ gudl Fapans

b bl g @ gall e daiay el
iy o113 (S5 paa e il ge (S
e8] (e (ST 18 (clagans

generalization? Unfortunately, the
answer is that it depends. Each
situation must be considered
individually. But if your audience
does not think you have enough cases
to support your generalization, you
will not be able to persuade them.
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4 _ Y4 N
2. Casual Reasoning () JYS) 2
Causal reasoning, more DRI g mall ¢ ) JY LY
commonly known as the cause- s dagiill ) cualdl 483l Al
and-effect relationship, is a type L8 YY) e s

of inductive reasoning. When caall e g sl ey ghat e
developing this type of o Ulaal ol il e iy
argument, you must s el (Glal) A Jal e

Aadii (Camia QYW yany A
(Aall) s

demonstrate that certain events
or factors (causes) produced, or
In some cases prevented, a
certain result (the effect).

\_ I\ Y,
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/; _ N )
2. Casual Reasoning ) YY) 2
When using causal reasoning, you (el JYALLY) alasin) e
must be certain that your causes do O o 1380 (68 ) ey
Indeed produce the effect; cdail) ) Jadlly a5 Sl
therefore, your evidence must be ol ) 5<5 ) ang o Ml
credible. Furthermore, you must O g ldld e b Se 8550
determine if the cause in your lina A cund) G813 Lo 2aas
argument is the only cause. In phra 2 aa ol o) o
most situations, it will not be the Al cndl 05 o el el
only cause. Therefore, you are Sl S35 gl ASall Ga el
wise to make mention of the other e £ 555 “ﬂ‘u‘“ o R ¥

: : el el 138 058 O g

causes in your speech and explain Liay!

why this cause, your cause, should * S A

be the focus.

\_ J\_ y

£ 5 e

bbbbbbbbbb



vvvvvvvvvv

Informing and Persuading f & L) g 23le ) rMipocEAf

Types of Reasoning Y g gl
4 _ _ Y4 N
3. Deductive Reasoning ALY YY) 3
Deductive reasoning occurs when || Laie abiay! J¥auy) Sas,
the speaker takes general dale Cilaglaa Chaatiall 32l
information (premises) and draws || e Wlisial paliiug 5 (Cleais)
a conclusion from that general Lo Llle 5 Aalall Sile sladll ells
information. Deductive reasoning (Y] JY Y slae) oy
is often set up as a syllogism. Sihie Gl 4l e
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@ . _ N\ )
4. Cognitive Reasoning el NN 4
Cognitive dissonance Is another Al 31 8 jeall ALl ey
useful tool for persuading an il al )5 . seandl £ LBY s
audience. Although it is not one of SV JEEl aal
the standard forms of reasoning, it oali | JSA Gadiig 43ld (4l
is well worth mentioning. This Galll la sk Al dy )l o
theory, developed by researcher il e ((1957) oaidud o5l
Leon Festinger (1957), states that G088 L el (3iiny Ladie
when a person holds two ideas that Gy 18 Ol ¢opluailii
contradict each other, It creates LA me A “J”“L‘"J“’
mental noise or cognitive el elly s b
dissonance in that person’s mind.
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4 . _ N\ N
4. Cognitive Reasoning b aall YN 4
This results in a feeling of Laddll i ) 13 g2
discomfort for the person, so he or Gob e G (L ﬂ"\ adn
she looks for ways to reduce the daa & ysh 13 | madlul) Jled
contradiction. If you develop an Cua jo a8 US) o) 158l s
argument that creates cognitive (b ool (e Jlay Sl
dissonance and then offer a daa Caad 3 () oS5 () e all
solution that reduces the Aaali dxita

contradiction, you are likely to
have made a successful persuasive
argument.
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fKeep it simple. The most important thing
for delivering a memorable speech is to
make sure your message is understood by
the audience. An audience can’t be moved
If it doesn’t understand where it should be
moved to.

Focus on the audience. What does the
audience want to hear from you? What
can you provide that is of value? It can be
easy to focus on the message you want to
get across, but great speakers keep in
mind the needs and wants of their
audience also.
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"Think in pictures. You can easily
differentiate yourself from other speakers
by replacing words with pictures wherever
possible. People think in pictures, so it is
important to use that to your advantage.
People will focus on what you are saying
instead of reading a presentation slide.

Get inspired and tell a story. Even if
you’re presenting on something
educational, you can transform it into an
engaging story. Always try to speak about
something personally important to you.
Your passion can help evolve the
storytelling process, and the audience will
notice and feed off your energy.
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Analyzing the Audience ool Jalas

f you want to present with

. RS a3y 5 S )
professional excellence, you must

BA O el Opaie (S jisl

pe audience centered. Don tfall b A Y | seen) Ll
Into the trap of so many mediocre D all adia (3o sl
presenters by focusing all your JS 35S 5 YA (e el gidll
energy on your nerves or your =5 ol llacl e ol
PowerPoint slides. The best o) .eb AulalipowerPoint
presenters, the best communicators Juadl g g all cadie Juizadl
In general, are aware of all the OSSN ple JS Juaty) ¢ A
components involved in the s A8 ldall Gl Sl maan
communication process, and they Llaial () sl g0 9 «Juai¥l dlac
pay particular attention to the seeall Lals
audience.
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Analyzing the Audience
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296l Jalas

(Start by asking a series of
questions designed to answer one
all-important larger question:
“Who i1s my audience?”

This audience analysis will frame
your entire presentation, so it must
be considered first, last, and during
every stage in the design process.
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Analyzing the Audience Jsgaadl Jalas

4 h
| | | o Lo il e ganall AlLY)

Demographic questions: what is the alall 48 2 ganall Cila slaall

general Demographic information for \" : “" YRK

this audience (sex, age, race, job  oend ) o ) J5ee3 ) )

title)? (st sl) (onsall €3 =)

What is the audience level of

knowledge? ¢ ) seanll 48 20 (5 gl 92 La

Relational questions: what is my - _— v g
. L . e Lo a@iDlaldl alisy)
relationship with the audience? Nt b

What is their relationship with one el
another?

?(,aa_d' .\?@_».aa_u' ?@‘é)‘cg‘“u




Analyzing the Context
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-

the context plays an important role in
determining the purpose of the
presentation. In addition, the context has
a huge impact on the audience. Again,
you must ask yourself a series of
questions to analyze your context.

Once you’ve answered each of the
questions about context, ask yourself,
“How can | use this knowledge to
Improve my presentation?”

\
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For example, if you know the audience is
required to be at your presentation, you
may need to work harder to show them
why the information is relevant to them.
If the audience is standing, you must

keep your remarks brief. If you have a
large audience, no stage, and flat seating,
you may need to rearrange the furniture
to help the audience see you or you may
need to walk around. Use the
information you learn from your analysis
to enhance your presentation.

o ales € 13 (Jid) Jas e
e jpanaile ) seel

1) el il sheall dpaal o lelay
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axdin) S Jsa el ) rlia
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Analyzing the Context Gl Jalas
\
Physical setting: sl alacy)
 Is there a stage? Sopmedagsn o o
«  Will I have a microphone? Coshs S gl OsSaw Ja o
 |s there PowerPoint? ‘PowerPoint by a0 o
 |s audience sitting or standing? Ll 5 ol Lulla ) seanll Ja o
Attitudinal questions: ' gally glats ALiL
» Why are they here (required or by (LA al (55 ) Lia aa 13 o
choice)? saadl 1 ¢ page ) sl da e
 |s the topic of this presentation seen al ol ol sy ) e el
as positive, negative or a mix? o e
* Will anyone else speak before or afterf . 18 Al jaii of dasis Ja o
me? Yo
J
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Researching Eaayl)

4 )
According to Hamilton (1996), poor S5y e Wle ((1996) o silaled i
presenters often make the mistake of Slaie V) Uad g g )l (e g jall sedia
either relying solely on their own Aaie V) 5l Jadd duad il agid e o
knowledge or relying solely on the otllad) WIS _d g daga oy yuiy) e
Internet. a1 Caad) 1) YY) (5o
Either way, a lack of research results in a sl & jlgall saa) g2 U xe
poor presentation. o damalal) oy a8 W Lealatin 3
One of the many skills you will learn 3 leall sa andl Gl gl jal A
during your college experience is how to A je U Landiiall LdlY!
conduct research. research is the central Aac )y dleal) 6 calasiny!
skill used during the explorer phase of )
the creative process.
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Researching Caayl
4 N
Research is also a central skill Al 3 g amy Cuan) ) LS
needed to present with Al ial (e anai] 4 gl
professional excellence. Gl Llee HLaid) ) | aaia
Shortchanging the research Sl e HLa®y) YA (4
process by limiting yourself to a Ll siGoogle e adl
quick Google search or to the A s Sl G 2 sa sl
report in hand will result in a poor S5 (A anlil

presentation.
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f
Gathering Research

The research you need in order to
develop and support your presentation
can and should come from a variety of
sources. Depending on the topic, you
may use internal sources, external
sources, or a combination of the two.
Internal sources include information that
comes from within the organization,
such as reports, policies, or interviews
with employees and/or customers.
External sources include information that
comes from outside the organization,
such as from outside agencies, the
competition, the government, and the
media.
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f
Gathering Research

If you were giving a presentation on
Improving customer service within your
organization, you could find supporting
material in a variety of places. You might
start with the new policy on customer
service that created this presentation
opportunity. You might then research
past customer satisfaction scores within
your organization, as well as data
showing how your organization
compares with the competition.

Elas¥) aaa

O J g Ganai Wiaje w5 i 13)
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f
Gathering Research

You might interview some executives
about the importance of customer service
or ask some employees with outstanding
customer service their thoughts on the
subject.

You might find some quotes or examples
from organizations or leaders known for
their customer service. Remember that
you can’t begin and end your research
with the new policy if you want to
present with professional excellence.

lasy) aaa
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r

Now that you’ve conducted your
research and decided what to include, the
time has come to get organized. Giving a
presentation that’s well organized
increases the likelihood that your
audience will pay attention to,
understand, and remember your
message.

Organizing the Body

You must develop clear organization
within the body of your presentation.
Your typical, not-so-memorable speaker
will take all the information available
and lump it together as three main
points. This is simply not acceptable.

\_
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Organizing Your Presentation &y aldl) analill) (a al) andals
4 )
Organizing the Body
. In the 21st century, it’s as easy as the il adals
click of a mouse to move information (e el ¢ il 5 galal) o a8
around as you develop the best ) Sa e Slaslrall ély a5 Jeud)
organizational pattern for your sl L glall e Baa) 53 a0 A
presentation. It takes very little effort to i jal cadais Jaai Juadl yy gha
develop a presentation that people can Q) (5 o pa¥) allaty W 5 anail
follow and remember. To excel as a CSay (a8 (i je p ghail agall (1
speaker with professional excellence, GaaieS §aill g o S g Alailie (ulill
make a commitment to solid il o) ) elile ¢ ga aals
organization. This is a relatively easy Lo JS - Lo Algus dolac 028 5 (5 8l
process—all you need to do is consider Claasill & Hlaill ga aled clle
the various organizational formats until ) Ganaiil) 223 s dabiAl) dpaglasl)
you find the one that best fits the (adl (S @il el iy
presentation.
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Organizing the Body

An organizational pattern often used to
persuade in business and professional
settings is Monroe’s Motivated
Sequence. This five-step process,
developed in 1935 by Purdue University
professor Alan H. Monroe, includes the
attention step,

the need step, the satisfaction step, the
visualization step, and the action step.
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Organizing Your Presentation &y aldl) analill) (a al) andals
4 )
Organizing the Body

The sequence begins with an attention gaill alals
step, in which the speaker engages the Cun calaia V) 3 shady Judadl) oy
audience through the use of attention JIA (e saadl ae daaatall la Ay
getting devices. In the needs step, the Byhad 8 oLl Cada il gal aladinl
speaker establishes the problem and Sl Gaadall aasy cClalial)
thereby the need for a change. owdll ) daladl Jull
During the satisfaction step, the speaker Sla Guanall pay cla Ml 3 glad oL
provides a solution for the problem (o o paill 3 3 5 dasial) ASAL
presented. The visualization step JIA e dall (B ) seandl e
increases the audience’s desire for the ) D58l ) gat e agise bl
solution by helping them visualize the Jall Jaall 5 haa 3a% o) 3ual Lealas
benefits it will bring. Finally, the action ezl daiial g 5 320a0 B 50
step reinforces the solution with a

specific, clear call to action.
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Developing Transitions

Signposts could be used when discussing
steps for protecting electronic
equipment:

First, all data will be backed up on flash
drives and taken to a secure location
away from the storm.

Second, all electronic equipment will be
unplugged and wrapped in plastic bags.

Third, all electronic equipment in
exterior offices with windows will be
moved to interior offices.

Fourth, all electronic equipment in
interior offices will be taken off the floor
and placed on desks or shelves.

\_
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Introductions

Well-developed introductions and
conclusions are essential
components of excellent
presentations.

Presentations characterized by
professional excellence always
Include a solid introduction— the
part of the presentation in which
you gain attention, introduce the
topic, develop credibility, relate
the topic to the audience, and
preview your main points.
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4 )
Introductions Sladdall
When you stand in front of an audience, || aela®i o camy ¢ ) sean plal i Laxie
you should imagine them sitting there 2Sail) 3 3eal () slany aa g ellia (s
with remote controls in their hands. If aga il dad ol 13 aganl 8 2y (e
you don’t immediately capture their L d 3L (g yaiy Cogud ¢ sdl) e
attention, they will mentally change the pealiil a1 1) celly ) il
channel. Plus, if you don’t immediately adal 3 o glay Cagud gl e
pull them in, they will start daydreaming ||  dza) s 5 ccanaildly §ill Jsa ddayl
about winning the lottery, running & SEl gl cagn Aalall algall Al
through their to-do lists, or thinking AiSay ¥ elarll e o 5l 5l O e L
about what they should have for lunch. g ol 13 1 3lee taaia granat O 134
You can never become an excellent <y slad gl 8 12 ¢ gganl el
speaker if the audience isn’t listening to Al dl el sl sl
you, so developing your attention getter
Is critical.
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Tips for good introductions Y3 ya e alil prilial
Start off with something that captures the iy ) seand] oLkl iy 5o Tl
audience’s attention. You can start with a sl - ailean) i Luli) doaly 12 )
story, a quote, a statistic—anything that Sy agabaial i of il e o o
IS going to spark interest. Once you have ok 365 SliSay ¢ g i Cadal g
their attention, then you can introduce ALLY )l 8 oSl e g gas
yourself and your topic. But in the first Ui i) ¢ el dlia e (ye g
few seconds of your presentation, do AN 5 Y s agrin
something that will pull them in so that
they won’t change the channel. sl e o sy il
et ) L] ey LAl dpaail)
Similarly, introductions should always oo JEN) e seaall 138 a2 L
end with a preview of your main points. a5 s g = il ) asial
This will help the audience transition il
from the introduction to the body—and it
will also reinforce your message.
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Tips for good introductions
Therefore, in an introduction, gaining
attention should occur first and the
preview should occur last, but there is no
formula for how the other three
components should appear. When it
comes to introducing the topic, making
the topic relevant to the audience, and
developing credibility, you have some
flexibility.

By establishing credibility, you help the
audience determine why they should
trust you and the information you are
presenting.

~\

aa dhasy o) sy ¢dadanll Cﬁ «lAl

& Alaall Euasy o sy g Y51 oLty
4l drpa aa 8 W (S el
Ladic g ,AY) DN s KAl gl
Jaa g cg s sall paaly Yl G3laty
skl ¢ sganlldlia B g gua sl
g pall mns Ll il aadl

ae Cga g e aat e ) seanll
L Al Gl glaally 5 <y




Organizing Your Presentation

Speech Design f emss\ ataral MiIDocEAf

&y Qalil) Laplil) (i ) aats

‘Conclusions

When you have completed your main
points, it’s time to move into the
conclusion. But keep in mind that if you
have any additional points or information
to cover, then you are not ready to
conclude. Never create a false close—
when a speaker signals to the audience
that the presentation is concluding but
then keeps going by introducing more
Information.

When you tell the audience that you’re
concluding, you must summarize, drive
the point home, and stop talking. If you
say “in conclusion’ and then continue on
with new information and no clear end in
sight, the audience will respond
negatively. New information belongs in
\the body of the presentation.
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‘Conclusions

A well-designed conclusion can elevate a
presentation from average to excellent,
whereas a poor conclusion can make an
otherwise excellent presentation fall flat.
By keeping a few simple steps in mind,
you can easily design an excellent
conclusion. These steps include stating
that you are concluding, summarizing
concisely, and ending with a strong
Impression.

End by leaving a strong impression. End
with a quote or story, refer back to
something you talked about in the
beginning, or use a memorable statistic or
something else that people will
remember.
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Organizing Your Presentation
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‘Conclusions

Never end with a statement such as,
“Well, I guess that’s it.”” Never begin
packing up before the applause, and even
iIf you’ll be taking questions, avoid
ending with the statement “Does anyone
have any questions?” Wait for the
applause and then move into questions.
Following these three simple steps will
help you appear polished and will give
the presentation a smooth close that will
greatly enhance the audience’s perception
of you as a speaker.

N
Glaliiiuy
8 100 T2 Y e b S s 1
S 1)) da g ¢ Ghaill (8 clinial o s
dany i lgd) Cuind (Al Ll
) "ealin Lf\ Uil Lﬁ‘ el Ja"
e Luts ALY ) J851 a3 bl
e ddauedl G i gladll s3a
sl miaiu g Gl edaay ) sedal
JSa 5 o Ll e Al Al
1S Gl ) geanll gl e S




MIDOCEAN

Thank You



