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			Book Presentation: Presentation S.O.S.
by Mark Wiskup

			Book Abstract

			MAIN IDEA

			Being able to give a powerful presentation which connects with the audience and moves them to action is one of the great natural highs the world of business has to offer. Unfortunately, most people never experience this because they feel intense feelings of dread or even impending doom when given a speaking assignment. It doesn’t have to be that way. In fact, there are nine steps which will take you from a state of perspiration to a state of great persuasiveness:
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			 “My goal is to move you from feelings of dread, if that’s where you are, to feelings of excited anticipation for your next presentation. I’ve based all these lessons, tips, and examples on my experience as a broadcast journalist, media company entrepreneur, and presentation skills coach. No research, studies, or data were harmed or even consulted in the creation of this material. I’m going to tell you exactly what I see working successfully with my clients every day.”

			– Mark Wiskup

			About the Author

			MARK WISKUP is a professional communications coach. He runs his own consulting company, Wiskup Communications. Mr. Wiskup works with executives, managers, sales teams and customer service personnel. He is a graduate of UCLA and Northwestern University and has previously worked as a television news journalist and as owner of a media production company.

			The Web site for this book is at www.wiskupcommunications.com.

			Important Note About This Ebook

			This is a summary and not a critique or a review of the book. It does not offer judgment or opinion on the content of the book. This summary may not be organized chapter-wise but is an overview of the main ideas, viewpoints and arguments from the book as a whole. This means that the organization of this summary is not a representation of the book.

			Summary of Presentation S.O.S. (Mark Wiskup)

			Step #1: Use your fears to your advantage

			Fear is a good thing for a presenter. It spurs you on to prepare thoroughly. Always face your fears head on and harness them to create and then deliver a great presentation.

			When it comes to making presentations to an audience of people, there are five general fears you’ll probably feel:

			
					You’ll be afraid the audience will judge you harshly because you’re taking up their precious time – and in this area, you’re quite correct! People will judge you because they’re giving you their time, which is their most precious asset. Always remember there is another side to this dynamic. If you give a powerful presentation and genuinely connect with your audience, they will love you for it and judge you positively. To offset this fear, commit to being enjoyable and providing your audience with something of value.

					You’ll be afraid the audience won’t listen because they’ve been burned by other speakers and boring presentations – and therefore they will be suspicious and caustic. Again, this is reasonable and true. It’s also a great opportunity for you. If you can first win and then reward their confidence, they will respond enthusiastically and mean it. Use this as your motivation to connect to the audience and provide them with a great experience.

					You’ll be afraid the audience will tune you out – because there are so many other types of media competing for their attention even while you’re standing in front of them. Again, this is a valid concern, but the fact is if you’re good and if you connect with your audience, it doesn’t matter how much other stuff they are bombarded with they will pay attention to what you’re saying. The good things is you have complete control over whether the audience loses interest or not. Use this as motivation to create a brisk and meaningful presentation which is fun-to-listen-to and engaging.

					You’ll be afraid the audience will dislike you because you make some delivery mistakes – whereas in reality nobody will worry in the slightest about the odd miscue if your presentation is well structured and delivered. Forget about being perfect and concentrate on being memorable instead. Besides, audiences actually enjoy seeing mistakes – it makes you come across as more human.

					You’ll be afraid audiences will dismiss your ideas – and think of you as an intellectual lightweight. This is reasonable because your presentation is your thoughts expressed in your words. You can avoid this, however, by connecting with your audience. Make it easy for people to agree with or even disagree with your ideas but prepare well so there is never any doubt you know what you’re talking about.

			

			Overall, these five fears are reasonable and valid, but all of them are also able to be addressed through careful preparation. The first step in preparing to give a great presentation is to have a top-down view of your presentation. When you have this big picture perspective in mind, you can then set to and build your material onto this framework.

			Great presentations don’t overuse presentation tools like PowerPoint or any other graphic tools. You should plan on being able to give your entire presentation using no more than sixteen slides, structured in this way:

			
					Start with the title of your presentation, expressed as an action statement. (Slide 1)

					Next, introduce your power sound bite – the key phrase which you will want people to remember after hearing your presentation. (Slide 2)

					Break your material down into three supporting statements, each of which are introduced with one slide, summarized in another two slides and illustrated with a memorable story. (Statement 1 will be slides 3 - 6, statement 2 will be covered in slides 7 - 10 and statement 3 in slides 11 - 14).

					Close with your power sound bite repeated (Slide 15) and your presentation title (Slide 16).
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			Step #2: Develop one powerful, memorable sound bite

			Develop a power sound bite for your presentation. This should be a ringing and clear statement of the central idea of your presentation. Every memorable speech has one.

			The reason sound bites work is they provide a mental “hook” your listeners can come back to again and again. They are also a great way for people to explain your ideas to their friends and associates. Some of history’s great sound bites are:

			
					“I have a dream.” – Dr. Martin Luther King Jr.

					“The only thing we have to fear is fear itself.” – President Franklin Roosevelt

					“Are you better off than you were four years ago?” – President Ronald Reagan

					“To be or not to be.” – William Shakespeare

					“You’re fired.” – Donald Trump

			

			So how do you create a powerful and memorable sound bite for a business presentation? You need to think systematically:

			
					Express your idea from the audience’s perspective – and mold your sound bite around what they need to do to make their performance and their lives better. “You’re simply the best team in the region, and I’m honored to lead you.”

					Good sound bites are direct, strong and simple – they take a strong and definitive stand which leaves no doubt in the mind of the listeners. “By doing this, the company will move forward which will put more money in your pocket through bonuses and other incentives.”

					Great sound bites are never defensive – they focus on a glorious future and not the problems of the past. “Our team has done well, and we will continue to succeed and excel.”

					Great sound bites are a call to action – they tell people what you want to achieve. “We will succeed in the years ahead because we take the time every six months to analyze the marketplace.”

			

			Your sound bite will be the framework around which your presentation is structured. Once you’ve developed your sound bite, you then create three statements which support that sound bite. As you go through the material for each point, you’re then in effect repeating the sound bite as well and expressing it in a different way. That repetition is good and helpful in getting your message across.

			An example of this idea in action might be:

			Sound bite: “When you invest in our products, you’re investing in a partner concerned about your success.”

			Statement #1: “When you invest in our products, you’re investing in a partner concerned about your success. You should understand that we walk-the-talk by tracking the success of your products, just to make sure we deliver what you need.”

			Statement #2: “When you invest in our products, you’re investing in a partner concerned about your success. This is why we keep upgrading our computer database systems, so we can serve you better.”

			Statement #3: “When you invest in our products, you’re investing in a partner concerned about your success. And this is why we congratulate George who is now being promoted to regional sales manager.”

			Step #3: Tell an engaging story using your sound bite

			When you incorporate stories which illustrate your power sound bite, you move your presentation from good to great. Replace numbers and jargon with stories and your audience will love it.

			When engaging stories combine with your power sound bite, your presentation moves from being helpful to being inspiring. If you tell a short story for each of your three supporting statements, they will come to life for your listeners.

			To tell a great story as part of your business presentation:

			
					Introduce your hero or heroine – a real or a hypothetical person you can name.

					Replace jargon with the decisions and challenges your central character faces – so you can translate the issues being faced into tangible actions.

					Describe the results of those actions in colorful detail – so listeners can visualize everything vividly and clearly.

					Tell the audience why they should care – or in other words, spell out what’s in it for them. This will signal your stories are relevant and not merely hypothetical.

			

			As you become better at crafting and delivering stories well, you move from delivering facts to inspiring others to action. Eventually, you’ll become a presenter others look to as a great example of the art. Some examples of great stories:

			
					“The best way to tell you about our company is to tell you about George, our senior project manager for the West Coast. Last week, he was working with a client who had just gone through an acquisition and was looking at how to combine the computer systems of both companies. The client assumed they were going to have to start from scratch and build a new system. George recommended instead they shouldn’t buy any new equipment because he realized the two existing systems could work together. The client ended up spending $700,000 instead of the $2.5 million they were budgeting. The president of the company couldn’t believe how well this worked out, and offered George and his family the use of his cabin in the mountains for a week this summer. When you work with us, you get people like George. We know what you need to be successful, and look forward to working with you.”

					“We have signs all over the place reminding you to be safe. Our safety record has to improve, which is why we’re meeting today. I know each of you have loads of activities you like to do after hours. It’s difficult to do much, however, if you have a strained back or a broken wrist. Whenever one of you gets hurt, I have to call your families and tell them to meet me at the hospital, that you’re in pain. I hate making those calls and from today on, I’m not going to do it anymore. Here’s why: whenever I see any of you not following the safety guidelines for the equipment you’re operating, I’m going to send you home for the day. Then you can explain to your family why you’re not at work. Our safety record will improve right here and right now because I want each of you to be able to go home to your family tonight and every night. We’re going to get serious about following the safety procedures.”

			

			Stories are the difference between a boring presentation and a great one. Forget quoting famous people. Replace them with moving and memorable stories. Your audience will love you for it.

			Step #4: Give your presentation a truly dynamic start

			A great start lets you connect with your audience immediately. Create a strong bond in the first two minutes and they will stay with you. Start slowly and it’s an uphill struggle all the way.

			Most speakers get their presentations off to a boring start and never quite recover. To avoid this fate, there are a few common practices to stay away from completely:

			
					Never start by thanking your audience for coming – you’re far better off focusing on building an emotional connection. There will be plenty of time for “thank you” at the end of the presentation and once value has been delivered. Right from your first word, start convincing the listener your presentation will not be a waste of their time.

					Don’t tell the audience you’re glad to be with them – this always comes across as insincere. Build the relationship and do something to establish rapport. Show respect for your audience’s time by inspiring and motivating them.

					Don’t start with a joke – it’s harder to pull off than it appears. Professional speakers know just how hard comedy is and what a potential minefield this approach can be. At best, most attempts at humor come off as feeble and self defeating. It’s also too easy to stray into areas of bad taste and inappropriateness. Forget trying to be a closet comedian and instead plunge right into what you’re actually there to deliver.

					Never start your presentation with the line, “I’ve been asked to speak about…” – because this is a weak opening. It sounds like you’d rather talk about something more interesting. At the very least, this opening is passive and uncomfortable rather than engaging and vibrant. You’re far better off with opening sentences that begin with “I’m here today to tell you…” or “My goal today is that you remember…”

					Don’t start with an apology – for a lack of preparation time or for not being someone more interesting. It sounds like you’re pleading for a compliment or at the very least are insecure about your own abilities. These are bad signals to send. Get to your power sound bite and plunge into a compelling story which illustrates it. The audience doesn’t care whether you’re glad to be there or whether anyone else was considered for the presentation.

					Never start by walking to the podium and shouting “Good morning!”, “Good afternoon!”or “Good evening!” – and then waiting for the audience to respond in kind. It’s a completely pointless exercise. The audience doesn’t want to be coerced into shouting back at you. That is a completely lame way to get started on a presentation you want to be moving and inspiring. Remember, you’re there to help and inform the listener, not make them grovel like a mindless echo. Your assignment is to move the audience and not to whip them into shape. Don’t start off like you’re expecting them to toe the line and jump when you say jump.

			

			By this stage, it might appear there’s nothing left to do as an opening. Your true objective, however, is to be great from the moment you open your mouth and plunge into your presentation. That might sound impossible, simply because you’ve sat through countless presentations where the speaker has opened with a joke or by thanking you for the time you’ve taken out of your busy schedule to attend. Fortunately, there is a better way to move forward.

			There are two ways to get your presentation off to a great start:

			
					Give your power sound bite as your first sentence – and establish instant intimacy with your audience. Stating what your key point or memorable phrase right up front is the presentation equivalent of saying: “This is going to be good, so listen up”. An example:“I’m here to tell you we’re going to have a challenging assignment as an organization and as individuals over the next twelve months. We’re going to be doubling our number of employees. You’re going to see twice as many faces around the place, so that means we will need more workspace, more computers, and more of everything really. This will be lots of work, but we’re very lucky! Many businesses would love to have these growing pains. Now these are my predictions on what these growing pains will mean for each of you. I will be passing these recommendations along to the board of directors, as soon as I get your approval. I’ll also run through how I came up with these predictions, so you can make sure I’m on the right track here and thinking the same way you do.”


					Start with a gripping story and use your power sound bite as the last sentence – which literally helps you grab your audience by the lapels. Talk about one person, imaginary or real, who will demonstrate the impact of your power sound bite. This gives you a strong emotional lead-in to your presentation.“I’d like to talk to you about a woman you don’t know. Her name is Barbara, and she works at one of our competitors. She’s very sharp and is excellent in the way she deals with her clients. But she’s not happy. Her employer doesn’t give her many opportunities to advance her career. She wants to work for a dynamic, growing company. She’s not the type to change her employer without a great deal of thought. I’m telling you about Barbara today because you’re going to be seeing her in this conference room, at the coffee machine, the elevators and at your monthly softball games. And she’s not the only one. Just to keep up with our workload, we’re going to have to double our head count in the next twelve months. We’ve got to identify, recruit and train a lot of experienced industry people like Barbara and her peers. It’s going to be hard work, but this is actually a good problem to have. Many of our competitors would love to be facing this same challenge. Today, I’m going to go through the thinking we’ve put into our ‘Operation Barbara’ initiative. I want to make sure I’ve done my homework correctly for you.”
“Bam! You can connect with the audience right away. No warm-up, no getting used to each other. You can create a bond from the moment you step to the microphone, to the front of the room, or as heads turn your way at the conference table. Show them value, confidence, and strength all in the first two minutes and you can be assured they’ll stay focused on you and not veer off to grinning la-la land. Blast out of the gates with a great open and you’ll keep them with you and not headed for the fantasy draft, the menswear department, or the fifth hole tee box of their minds. Weak opening statements cause the overwhelming majority of speakers to spend much time digging themselves out of a hole. When you begin your presentation with a direct and confident connection, you’ll be better than most of the thousands of speakers I’ve seen in the past twenty years. Be great fast.”
– Mark Wiskup


			

			Step #5: Use your presentation tools intelligently

			Tools like PowerPoint can bring your presentation to life and add polish. The key, however, is how you use these tools. This is an area where less is definitely more.

			Very few public speakers use overhead transparencies any more. Instead, almost everyone uses data projectors and presentation software such as PowerPoint. It’s well worth your time investment to get up to speed on this software. It isn’t difficult to use for basic functions and this is an excellent way to structure your presentations cleanly and professionally.

			PowerPoint is an inherently good tool when used by someone who knows what they’re doing. There are a few rules you should keep in mind when using it:

			
					Remember you’re using PowerPoint to help rather than confuse the audience – and therefore what people seeon the screen needs to sync with what you’re saying. If what is shown on the screen and what you’re saying don’t match, everybody loses. Always make certain what is on the screen mirrors what you’re saying.

					When it comes to screen text, remember less is more – meaning you should try to use fewer words in large text sizes rather than loadsof wordsinsmall text size. Also try and work in lots of interesting words. The easier it is for people to read your visuals, the better the slides will flow with what you’re saying. Make your text fun and interesting. Make a serious effort during your preparation phase to go through and reduce the amount of text you’re using. Without exception, doing this will bolster your presentation and make it flow better.

					Keep graphs and tables extremely simple – because nobody is very impressed these days by all the different bar charts, pie charts, line charts or 3-D charts PowerPoint can produce. Your listeners will be more interested in understanding the trends, patterns and issues at hand. Complex graphs in painstaking detail are too difficult to study during a presentation. Again, this is an area where less is actually more. Keep your graphs and charts simple and able to be explained in one sentence. If you can’t do that, your tables or charts are too complex and need to be simplified.

					Forget about using any clip art whatsoever – it never, ever works in your favor. Clip art always looks tired and takes the focus away from you as a presenter. You’re far better off having a screen which says “Cash Flow” than you are showing a big, green sparkling “$” in 3-D. People see so many sophisticated graphics on TV these days than any piece of clip art you can get your hands on will look lame. Focus instead on creating a connection with the audience.

					Use only real pictures – and never staged shots. If you’ve got an image of real people in your company poring over something, go ahead and use that. Don’t just download a picture form the Internet of perfect people with perfect smiles and perfect waistlines acting like they are doing some business activity. Your audience will relate to the real world situation with ease but will get distracted by the generic image. After all, you want people to think about what you’re saying and not get sidetracked into wondering whythey don’t have the perfect smile or the ideal physique themselves.

					Keep your slide backgrounds simple – they should not detract from the emotional impact of your text. Play around with and look at different backgrounds if you want, but stick with what is simple and use that throughout.

					Incorporate some animation effects in moderation – as long as you use them consistently. For example, you might have your text “fly” in from right to left, a full sentence at a time. That’s fine to do as it builds a rhythm for your presentation. Just be consistent and use the one effect throughout your entire presentation rather than doing something different on every slide.

					Get set up well in advance – and make sure your projector and computer are talking with each other as expected and that everything is working. You just cannot do this with the audience looking on as you mutter: “I’m just waiting for this to boot up. It will be just a minute”. Instead, you need to check everything is working in advance, especially that the image looks clean and clear from all over the room. Take a few minutes to click through all your slides to make sure they’re there and that everythingis working smoothly. In many ways, this is like going through the game book for your presentation asawhole, souse this advance screeningtoget psychedup.

			

			The good thing about using PowerPoint is every new slide gives you an opportunity to re-connect with your audience. It’s actually a very subtle way to say, “Hey, this is the next thing you need to know about the subject we’re discussing.” If you keep your slides simple, fun and easy to understand, using PowerPoint will help you time your presentation well.

			From the audience perspective, well-laid-out and easy-to-follow slides add polish to your presentation. It shows you know what you’re doing and that you want the audience to make the most of their time with you. That helps build a strong connection with your audience.

			“You don’t need PowerPoint to connect with the audience, but it’s a strong tool I advise speakers to use whenever they can.”

			– Mark Wiskup

			“PowerPoint doesn’t bore audiences; lousy presenters misusing PowerPoint bore audiences.”

			– Mark Wiskup

			“There are two schools of thought about what you should bring up to

			
			
			
			
			
			
			
			
					Numbers need to be pored over and digested.

					Numbers need to be tweaked to be meaningful.

					Numbers are cold and impersonal, they have to be interpreted.

					Numbers need to be adjusted before being finalized.

					Numbers often have to be reworked and modified.

			

			
			
			
					Numbers detract from the overall presentation experience. They divert attention from your power sound bite. Numbers dilute your supporting statements and kill your stories. Great presenters shy away from using too many numbers because they appreciate all of the pitfalls involved in using them.

					The most critical conversations and discussions in life involve numbers in context rather than the raw numbers themselves. For example, you don’t get promoted because you’ve achieved a 94.576% success rate. Rather, you might win a promotion because you’ve exceeded all the targets which were set for you. It’s the context rather than the number itself that is important.

					Numbers work best when they are seen rather than heard. They just never sound right when you’re talking. People get too confused whether you said “million”, “billion” or “zillion”. While they are figuring that out in their own mind, they’re not paying any attention to what you’re saying. This confusion and uncertainty is not a pleasant or reassuring experience for the listener.

					When you rely on numbers, you come across as being unimaginative or weak as a presenter. At the very least, this less than favorable impression distances your listeners and possibly even bores them. This is well worth avoiding as a presenter if at all possible.

					Even numbers that sound good when written can come across strangely when spoken aloud. You’re far better off avoiding this possibility right from the outset by avoiding the use of numbers whenever possible. Some examples:

			

			
			
					Whenever you use a percentage, people always work backwards in their minds and figure out why it’s not 100%. They stop thinking about what you’re saying and go off into their own mathematical world – which is not a useful thing. Percentages work best when they are written rather than heard.

					When you reduce things to raw numbers, you dilute the power and effectiveness of your sound bite. Saying that your new sales manager “speaks eight foreign languages” is less impressive than noting she will be able to “speak German to your customers in Bonn, Italian to your customers in Milan and Portuguese to your customers in Sao Paulo”.

			

			
			
					Reduce the number of numbers you use – and focus more on building your relationship with your listeners. Try developing two versions of your presentation, one which goes into the numbers in great detail and another which is very light on the use of numbers. Compare the two honestly and candidly. In almost every circumstance in which you give a presentation, you will find the numbers light version is punchier and easier for the audience to take in. Run with that version of your presentation. You can keep the other in the wings to be used if required.

					Every time you use a number, add a sentence which starts with: “These numbers mean…” – so you’ll always be placing numbers in context rather than relying on them to dazzle on their own merits.

			

			
			
			
			
					“As far as I know…”

					“Probably…”

					“For the most part…”

					“Sort of…”

					“Pretty much…”

					“Basically…”

					“Essentially…”

					“Primarily…”

					“As I said before…”

					“Honestly…”

					“To tell you the truth…”

					“Let me repeat…”

			

			
			
			
					“Based on our firm’s performance over the last two quarters and the fact we’re also releasing new products, this is a likely pattern for sales growth. We’re moving forwards as an organization.”

					“These two job applicants are strong and if we had the budget, I would happily employ them both. My homework tells me we’ll need George’s financial analysis skills more than we could use David’s marketing expertise as we ramp up our foreign operations. I vote for George, but I will be happy to work with David if the team wants to go the other way.”

					“It’s very hard to tell yet whether we will be working the day after Thanksgiving. But I can tell you this. If our orders keep growing strongly in the third quarter the same way they have in the first and second quarters, I’ll see you bright and early that Friday morning. This is a good problem to have. We’re lucky to have customers who like our unique products. We’re having a great year.”

			

			
			
			
			
			
					By summarizing what you’ve said – and repeating anew your power sound bite and three supporting statements. This shows the audience you delivered what you promised at the outset. The repetition close works well because it generates a rhythm the audience will like.

					By telling a story which illustrates perfectly your power sound bite – and which will leave a lingering memory for the audience to think about. The story should let you weave in your power sound bite and supporting statements and charge them with some genuine emotional elements.

			

			
			
			
			
					Never answer questions with “yes” or “no” – but say “Yes, and let me tell you why…” Or “No, and I’ll explain why not….”

					Don’t be afraid to say you don’t know the correct answer to a specific question – but always promise to get back to the person asking the question by e-mail the next day. Then follow through and do that. This will greatly enhance your standing as a speaker within the organization.

					Don’t repeat or paraphrase the question you’re being asked – because this comes across as patronizing. The audience doesn’t want your sympathy. Respect the questioner and give them a simple and direct answer, even if you’re reasonably certain they will disagree with what you’re saying. Sometimes, a bit of friction is a good thing. It might make for a truly memorable presentation.

					Never say: “That’s a good question” – because by inference that suggests all the other questions asked were dumb. Pause, respond with gusto and repeat your power sound bite. Treat all questions with equal enthusiasm.

			

			
			
			
			
			
			Preparation Phase 1 – Set goals

			
			
					What the audience should know at the end of the presentation.

					What they should understand better.

					How they will be better off for their investment of time.

					What it is hoped they will do differently.

			

			
			Preparation Phase 2 – The nuts and bolts

			
			
					Develop a compelling and dynamic title for your presentation.

					Break your power sound bite down into three key supporting statements.

					For each supporting statement, think of two pieces of data or information and one illustrative story.

					Create a slide for each of these pieces.

					Think about how you’ll create a connection with your audience. Plan what you’ll do to deepen that connection throughout your presentation.

					Once you have the meat of your presentation in place, think about your power open and power close. Decide how to make these two elements inspirational and riveting. You probably won’t need slides for these, but plan on having your power sound bite on screen when you’re giving these.

					Revisit your presentation title. Keep in mind this will be the first thing the audience sees on screen when they come into the room, so you want something that will make them sit up and take notice. A dynamic title will signal to the audience this isn’t just another cookie cutter presentation they are paid to endure, but something of vital interest to their careers. To come up with just the right title, try being insightful and empathetic.

			

			Preparation Phase 3 – Practice
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