
• Presentations must follow the theme of why customers want to buy from, or partner, with you.

• Your belief in what you are saying and enthusiasm for how you present it are vital factors why 
your audience buy-in to you and your message. In turn they enthuse their customers.

• The first person to buy-in, therefore has got to be you as the presenter.

• The greatest customer you’ll ever win is you – because the best presenter believes in what they 
are saying.

• Confidence from Partners, Colleagues and Customers is directly  based on how they perceive
you.

People buy because of the quality of the product or solution they  perceive they are getting, 

not because of the product or solution.

Therefore you must address their perceptions – so they can understand what you are about 

and therefore become more confident about your products and solutions.

• Ask yourself: “Why am I giving this presentation?”

• All audiences want to hear audience-centred messages that reflect their needs, values and 
beliefs. You must know who they are, what they want and what is important to them.

• First catch their attention; the more you have, the greater the impact of your message. Begin 
with, for example:

• A startling question or challenging statement.
• An appropriate quotation, illustration or story.
• A display of some appropriate object or picture.
• Never apologise, tell a joke or story unless currently appropriate.

People do not carry away information from a speech; they carry away an impression, an 

impression that is built on verbal and non-verbal communication.
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How you deliver your presentation has greater impact on your audience than the actual words you 

speak. So always remember it is the ‘music’ of your presentation, not the message that will warm 

the audience to you.

Additional Speaking Points:

1. Memorise your introduction and conclusion.

2. Step up to the lectern with poise and authority.

3. Pause and survey the audience before you begin speaking.

4. Pick out friendly faces and smile as you begin to speak.

5. Maintain good eye contact with your audience.

6. Gesture with your hands – do not stand rigidly.

7. Always face your audience.

8. Use your notes, but do not read them – know what you want to say. If you have to use notes for 

a specific message at a conference, or having to present another’s speech at short notice, then 

inform your audience that you are, for example, as to the importance of wanting to get the facts 

right, or use an autocue. But remember that people who have to refer to notes all the time do not 

touch the hearts of their audience, only their minds – and sadly only the critical side.

9. When there is a Multi-National Audience – speak slower then you usually would.

10. Pause to let your audience absorb important information.

11. Speak clearly with inflection [not monotone] and enthusiasm.  Vary your pitch for emphasis.

12. Be yourself – take full advantage of your own personality and project  your unique delivery 
style.

13. Let your audience know when you are about to finish [“Finally…”, or “In closing…”, etc.]

14. When you have finished say so [“Thank you” etc.]

15. Wear something that makes you feel good, it projects a more confident and positive image. 

16. With Questions and Answers: Confident Spontaneity  is the secret. Listen to the Question and 

make sure you understand it - repeat it for the benefit of the audience. When you don’t know, 

say: “I don’t know, but I will find out that information and get back to you.”
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• Don’t answer hypothetical questions unless you make it clear that your answer is speculative.

• Offer to answer difficult Questions after the presentation e.g. “That’s a good question and 

requires a more detailed answer than my presentation time allows.  Let’s get together during the 

break.”  Then do so.

Remember that you are a leading Ambassador when presenting and true Ambassadors always treat 

delegates [your customers] like lifetime partners. Marketing is about building long-term 

relationships; Sales are about generating greater success for your customer; Conferences are not just 

about imparting information, they are a proven investment in successfully producing the loyalty and 

confidence factors that are the basis of strong relations and confident partnerships.

MASTERING SMALL-GROUP PRESENTATIONS

The secret to being a shining example and influencing a meeting irrespective of the size is 

preparation. The advance preparation you do will account for 90% of the results that you get or fail 

to get.

Always start with the end in mind: determine the absolute perfect outcome you would want to 

achieve then begin making your notes and plan accordingly. If the meeting requires more 

negotiation than preparation, then apply  Lawyer Style Thinking. Consider everything that  you 

believe the other party will be hoping to achieve or be in opposition about. Identify their concerns, 

fears and objections and then prepare to find and develop the best appropriate answer and solution.

The main motive while anyone does anything 

revolves around improvement: they want to improve 

the situation, the status quo, the problem – whatever 

it is. Therefore take time to know who will be 

attending the meeting and find out as much as you 

can about them. The more knowledgeable that you 

are about  what people want to improve the easier 

you can tailor your presentation to them and address 

their concerns. 
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Start with where people are before you take them where you want them to go. Applying what is 

called The Socratic Method of Presentation when you want to introduce a new subject always start 

with the facts of the matter that everyone agrees with before, then leveraging those factors into 

more controversial areas.

Whenever you can it is very  effective to leverage your presentation by enhancing it with visuals. I 

personally use Keynote Software compatible with my Apple Mac and it really is sensational. As at 

least 70% of your audience will be visual in the orientation, and around 30% auditory, it is highly 

beneficial when meeting participants can see the facts you are making by illustration.

For example on behalf of a major developer wooing a large anchor tenant for a large city-centre 

office block, one of the key points to address was location – because there was an alternative 

available. Using Google Satellite images with labels – taken directly via a screen shot from the 

Internet linked with architects produced CGI’s (Computer Graphic Illustrations) I showed how my 

client’s location was the best choice for the new tenant.

As each visual appears I speak the main points so that the auditory section of the audience to be 

persuaded can buy into it at the same time as the visual.

MASTERING LARGE GROUP PRESENTATIONS

A 40 minutes keynote takes much longer to prepare than a half-day seminar. As Blaise Pascal, the 

17th Century prodigy, mathematician and philosopher famously wrote in one of his controversial 

series of Provincial Letters: I made this letter longer than usual because I lack the time to make it 

shorter. The best letters and the best presentation take time to edit down.

When you have a shorter period of time to make an impact then every statement must count, with 

the right words chosen. And to make an impact  with your Keynote there are 3 components of your 

message: 

The Words: Choose the right ones, organize them well and practice their delivery. 
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The Tone: Develop light and shade to make the most of your words. In arguments, for example, the 

problem is not really what you say, it is the way that you say it that causes the hurt – similarly in a 

keynote deliberately changing the tone of your voice will raise the impact of your keynote.

The Body: Dress for the part. First impressions do count. Steve Jobs wears black tee-shirts and 

jeans because that is what he always wears and is well known for it – it is his best suit. His audience 

is often dressed in similar attire. For me I always favour a tailored black suit that makes a person 

look a million dollars yet exudes credible authority. And be aware of the body language you are 

emitting. When your arms are relaxed at your sides with your palms outward and open and you 

gaze directly at the audience with a smile as you speak, your listeners relax and listen to what you 

saying. If your face is serious and you are griping the lectern then they feel tension as if they are 

being told off.

Your talk is comprised of 3 parts:

1. Part 1: You tell the audience what you are going to say: For example: Thank you for 

being here. In the next few /10 /20 /30 minutes (this informs the audience how long you 

are going to speak to them for) I want to share with you the 3 challenges facing our 

industry and the actions I believe we must take to turn them to our advantage.

2. Part 2: You tell them what you said you were going to say – the 3 points. For example: 

We are facing competitive pricing, changing markets and production challenges. Let us 

look at each one of these and consider the alternatives ways we can deal with them 

effectively.

3. Part 3: You summarize what you have shared with your audience. For example: To 

summarize: I believe that to deal with competitive pricing we must improve the level of 

offering and the quality and delivery of our service. To deal with the changing markets, 

we must adapt accordingly and understand the customer’s needs better. To overcome 

production challenges we must outsource and simplify our supply chain. I believe that if 

we work together to achieve these objectives we will overcome the challenges and enjoy 

profitable growth in the improving times ahead of us. Thank you. 
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Though there have had to be occasions when I have inserted as 

many as 9 items in a keynote – due to the required presentation 

being as much as 75 or even 90 minutes, the best rule is to keep to 

just 3 points to be made in a 20-40 minute keynote.

Your presentation will thus be comprised as follows:

1. The Opening: grab attention and build expectation.

2. The Introduction: Share what is coming and why it is important.

3. First Point: Deliver on your initial promise.

4. Transition to Next Point: Make it clear you are moving on to the next point.

5. Second Point: Deliver this in a logical sequential way leading from the first point.

6. Transition to Next Point: Make it clear you are moving on to the next point.

7. Third Point: This flows seamlessly from the 2 points made and moves you towards…

8. The Close: This is where you summarize, make a conclusion and call to action.

Without  question the most important element in your presentation is to practice. You should learn 

the opening and the close and fully internalize the very meaning of what you are intending to impart 

so that it sounds like you completely believe in what you are saying and are not just reciting lines.

One of the best ways to improve your speaking style is to learn a poem that you like and recite it 

again and again until you can feel the understanding and meaning in your heart as well as your 

voice. Two of my favourites are Shelley’s Ozymandais and Lewis Carol’s Jabberwocky. Indeed I 

recommend that you visit the following YouTube Site and listen to Christopher Lee’s rendition of 

the Jabberwocky – as it is a nonsense poem that can be made to sound enthralling:
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Then listen to an impression of the Sir Ian McKellen version, which makes it 

sound confusing and nonsense.

Similarly  Ozymadais can be recited in an amateurish style, in which case carries no impact or 

power, or in a highly professional way that transforms it into a compelling and profound message:

Listen to various renditions from YouTube and see how they vary from touching you and repelling 

you. Nothing I found on YouTube actually does the poem justice – and indeed it  is a poem that can 

be continuously improved with practiced rendition and understanding. 

And this is the main point because we communicate best, not by what we say, but how we feel 

about what we say. That is why  it  is so important to be passionate about what you are saying. And 

delivering a passionate address does not mean to be uncontrolled. Rather it is to be directed and the 

classic speech to exemplify that  is of course Martin Luther King’s I have a dream Speech, which 

was scripted over several months and had many hours of practice before its delivery. You can hear 

the core essence of it at: http://www.youtube.com/watch?v=I4Wbmp6CQo8&feature=related

The full version can be viewed at http://www.youtube.com/watch?v=PbUtL_0vAJk
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I met a traveler from an antique land
Who said: "Two vast and trunkless legs of stone

Stand in the desert. Near them on the sand,
Half sunk, a shattered visage lies, whose frown
And wrinkled lip and sneer of cold command
Tell that its sculptor well those passions read

Which yet survive, stamped on these lifeless things,
The hand that mocked them and the heart that fed.

And on the pedestal these words appear:
`My name is Ozymandias, King of Kings:

Look on my works, ye mighty, and despair!'
Nothing beside remains. Round the decay

Of that colossal wreck, boundless and bare,
The lone and level sands stretch far away".
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Not many occasions require such evangelical passion of course, but I am sure you get the point that 

it is the delivery and not just the words that make the difference. Humour too is very valuable tool 

for delivery. Take a look at clip of Jim Rohn delivering a talk on personal development: 

http://www.youtube.com/watch?v=_TjXy2pJXJI

Finally take a look at one of my  presentations. In that 

short clip I demonstrate ‘light & shade’ timing, deliver, 

poetry  in motion, passion within an inspirational message: 

http://www.youtube.com/watch?v=MCvU6z7V0xo

The fact is that I could not always do that: I learned how 

to, I prepared and I practiced. You can too.
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