Poorly Organized

Weak Arguments

Monotonous

Poor Eye Contact

Stilted Style

Dull

Weak

Indifferent

Nervous

Disfluent

HANDOUT #1
SELF-ASSESSMENT

Well Organized

Strong Arguments

Varied

Excellent Eye

Contact

Conversational Style

Interesting

Forceful

Concerned

Calm

Fluent



HANDOUT #2
HARNESSING ANXIETY

My Presentation Fears Ways | can Lessen My Fears

TIPS

- PREPARE WELL

- PRACTICE

« FOCUS ON AUDIENCE RATHER THAN SELF
- ESTABLISH CREDIBILITY

- BREATHE DEEP

« REST

- EAT WELL

« DRINK WATER




HANDOUT #3
GETTING STARTED

RESIDUAL MESSAGE

“When | am finished with my presentation, | want my audience to believe that:

AUDIENCE ANALYSIS (EXIGENCE)
Who is my audience? Age? Gender Mix? Culture? Education? Knowledge of Topic? Expectations?
Biases? Group Size?

Why should the audience care about this information? How will this information help them? Interest
them? Make their life better? More interesting? More exciting? More productive? Easier?




HANDOUT #4
SUPPORTING EVIDENCE

How can | make my message more persuasive? Jot down notes on supporting evidence below.

EXAMPLES

STATISTICS

ANALOGY

TESTIMONY FROM AUTHORITY




HANDOUT #5
PRESENTATION OUTLINE

INTRODUCTION: Get attention and preview main points

Transition:

BODY: Remember to use examples, statistics, authority, analogy, internal summaries and focus
words. Strategic ordering is also vital.

Main Point:

Support:

Transition:

Main Point:

Support:

Transition:




PRESENTATION OUTLINE (CONT.)

Main Point:

Support:

Transition:

CONCLUSION: Incite the audience to action, restate a stylized version of your outcome goals
and add a note of finality.

Sources:

Glaser & Associates, Inc. Mastery of Leadership Communication: Persuasion and Influence.

South-Western Education Publishing. Speaking and Presenting.




