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Why You Should Read This Book






Every body in his life will make a public
speech presentation to an audience, no matter what is the type of
the presentation he/she will conduct (asking for something,
awareness, training …etc.) or the audience age and number.

Speaking with your management, giving a
lecture in university, instructing your team or even speaking to
your wife/husband is considered presentation. Presentation could be
conducted to 3 persons or 6 persons or thousands or even for one
person.

Some of the presentation skills might be in
a person by his nature but the other part of the presentation
skills should be acquired (which is about 90 % of the skills that
are acquired by training)

Doing presentations in the right way
(following this book steps) will qualify you to present your issue
proficiently.

After reading this book you will be aware of
more than 70 steps that will provide you to steal the show, grape
all the attention of your audience and achieve your
goals/wants.







Why We Wrote This Book






We wrote this book because we
concluded based on our experience that most people all over the
world fear public speech presentations.

Most people fear public speech
presentations like their fear from death or even more.

Based on our vision to provide
people over all ages with accurate and simplified useful
information that people can rely and depend on, which will bring
comfort and simplicity to humanity, we decided to write this
book.







Chapter 1.

Before the presentation day

What steps you should follow before the
presentation day?

Step #1 Preparation before the
presentation.

Preparation, then Preparation, then
Preparation. Preparation for the presentation is the most important
part when you are going to conduct. Presentation is not only means
PowerPoint presentation. Presentation is very wide and it is wider
that PowerPoint presentations. It can be an interview, minister
speech for an issue, Professor in the university, teacher in class
…etc.

We will guide you through this book on how to
prepare and the secrets behind the presentation success.

Step #2 Preparation more for shorter
presentations.

Mark Twain (an American author and humorist)
said a very interesting quote. He said "If you want me to give
you a two-hour presentation, I am ready today. If you want only a
five-minute speech, it will take me two weeks to prepare".

You should prepare yourself for the time
boundaries of your presentation. The shorter duration that was
planned for the presentation, the more effort you will spend to
prepare for the presentation.







Step #3 Follow the PASS model.

What is the PASS model?

The "Purpose
Audience Structure Style" model is the
best model that a presenter should follow to conduct his
presentation to the audience.
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In the following steps we will guide you
through how to prepare for the presentation purpose followed by
audience control followed by building structure for the
presentation and finally control your style and presentation
style.











Step #4 Remove the fear from your
audience.

Fear from audience is definitely will make
you fail in the presentation. If you didn’t get rid of your fear
you will lose control and forget everything.

Holding a fear inside you like holding a
chair above your head. Can you continue the presentation with the
chair above your head?? Of course not, you must drop the chair down
and get rid of your fear.

You can overcome your fear by asking
yourself:

what could happen if I failed in the
presentation and didn’t present it will?

You will be asked to do it again later … It
is OK

You will be fired … of course not

You will be embarrassed … so what !!

And all these will not happen if you prepared
well from the beginning.

Step #5 Include all possible senses in the
presentation.

There is a tale says:

I hear -- I forget

I see with my eyes -- I remember

I do it myself -- I understand

So it is important for the presenter
(especially if the presentation is a training session) to stick to
the previous tale to make sure that the audience got the presented
information.

How we learn?

The next graph shows the differences between
our 5 senses information perception:
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As you can see through the Pie chart, people
have different perception from their senses.

And by experienced practices we concluded
that after 5 days:

People retain about 10% from what they listen
through their ears.

People retain about 30 % from what they watch
through their eyes.

But people retain more than 60 % from what they watch and
listen.

Therefore, Presenter should include all
possible senses in his presentation.

Step #6 Know the purpose behind the
presentation.

When you are going to conduct a presentation
you should care about your audience and firstly collect information
about:

What is the presentation purpose?

It is very important for the presenter to
make sure that the goal of the presentation is kept in the audience
mind after the presentation ends.

Understanding the purpose of the presentation
is the key for its success.

Why am I conducting this presentation?

1- Is it awareness of something new "like new
ISO 9001 version"? or,

2- Giving training session to students
or,

3- Explaining current crisis to the top
management level or company CEO.

4- Is it for motivating some workers?

It is really different and keeping this
concept in your mind during the whole presentation is very
important.

When you understand the purpose of the
presentation you are going to act, stand, behave and speak with a
tone related to the presentation goal which is a tone expected from
your audience.

Step #7 Know your audience before the
presentation.

How many people will attend my
presentation?

Your audience are 2 ,10 ,or thousands!!

Because in large audiences, you will prepare
for using microphone and your movement style on the stage …
etc.

In few audiences you will concentrate on
power point show and other convincing strategies.

What are the ages of your audience?

You are going to make the presentation in
front of kids (10 to 13 years old) or the audience is university
students, or it is a group of scientists!!

Example:

Imagine you are going to make a presentation
for 11 years old kids in a school for what is the air
conditioner?

Do you think they will be interested to know
how the refrigeration circuit works using the "fluid mechanics
engineering"!! Or how could the "Enthalpy" affect the evaporator
coil performance!! .. Of course not.

They will be interested in:

How colder the air conditioner could cool the
air?

What is the basic knowledge of the air
conditioner and its parts and simple drawing for the unit?

You should think in their minds and give them
the content they understand according to their mentality.

In contrary, giving the above mentioned
presentation about the "Air Conditioner" to a group of engineers,
you will present the issue with complicated graphs and equations
and go deep in.

Same concept applies when you present issue
to a higher level like your boss or your management.

What are the interests of your audience?

Knowing the interests of your audience is
essential for your presentation success.

Example:

You are going to give a presentation to
soccer players about "medical protection for injuries".

Do you think the players will be interested
in knowing the types of medical treatments and their effective
material name and the details of the enzymes on their bodies? .. Of
course not.

They will be interested in how to take care
while playing and what kind of basic actions to take firstly when
the injury occurs until the medical team arrives because more
scientific information is not the player's job.






What is the level of education of your
audience?

You should know who you are talking to,

Are you going to speak:

To your boss or,

Giving presentation to your instructor about
what you had learned or,

You are presenting your PHD to your PHD
committee,

all of the above are completely different from:

Giving presentation to some school kids
(lower level of education).

In the first case you should take care of all
words you are saying and even every single equation you are going
to use in the presentation.

What is the culture of your audience?

Some habits and traditions have different
meanings in different countries.

Example:

In India when somebody shakes his neck to the
right and to the left it means "Yes"!! While in many other
countries in the world it means "NO", so if you are giving a
presentation in India and someone asks you a question and you want
to say yes (take care).

Study the culture of your audience very well
before the presentation and if you don't have enough information
just search in google and you will find good information.

Step #8 Know what to wear before
presentation

You should know the type of clothes you will
wear before the presentation.






For men:

Using the formal dark suits will give you
more authority in the presentation, thus more confidence.

If it is not formal presentation, light color
suits are friendlier than the dark suits.

Don't wear multi color tie. This will
distract the audience attention. Your tie should be tied well.

Avoid wearing shoes with multiple colors.

For women:

Formal Black or gray or navy suit would be
the best. Always choose darker colors.

Blazers with coordinated skirts are good.

Avoid wearing attractive necklace, earrings
and bracelets because this will distract the audience
attention.

Hair style should be suitable.


Chapter 2.

Know the best Presentation structure

Step #9 Confirm your presentation include
the 3 pillars.

There are three pillars for the presentation
and they are equally weighted:

Content: Proper content should be
presents (not time waste).

Structure: Good structure as described
in this chapter.

Delivery: Audience interaction and
feedback (in Chapter 4)

You should confirm that your presentation
include the three pillars.

Step #10 Make structure for your
presentation.

You should make the structure of your
presentation because presentation is like a flight:

It should have a beginning (Flight takeoff),
It should have a middle (normal flying duration) and it should have
an ending (Flight landing).

Imagine a flight which took off well and all
the flying duration it was good. At the end the landing was very
bad.

Would the passengers say it was a good
flight?? Of course no, they will regret to ride a flight with this
airways company.

The presentation structure should be as
follows:

Beginning: It is the introduction for
your presentation. You should make "Opening" to immediately
attract the attention and the interest from your audience.

Middle: It is the main body and the
core content of your presentation. You should state and mention
clearly the message of the presentation and the
"Evidence".

End: The conclusion and the final
message. You should leave the audience with memorable
"Closing".

We will explain each one individually:

The Opening

There are different opening methods:

Question on a
need:

You can start saying "If I could tell you
a program that will make you loose 20 pounds in a
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