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Chapter 111

Presentation

Presentationisacommon activity for aproject or team manager, sinceoften
theneed arisesto present theideas, thework performed, or thework that your
team has to perform, or you have to justify the work that has not been
performed.

Inthischapter, | will addresssuch presentations, whilepresentation madefor
training purposeswill bediscussedindetail inthechapter ontraining (Chapter
V).

A presentationisathree-step process. Inthefirst phase, thematerial presen-
tationisproduced (onlinepresentation, slidepresentation, paper presentation).
Each presentationtypeisdifferentandwill beanalyzed, sinceitisimportant to
know how to prepareapresentationfor each different format.

Thesecond phaseisthe preparation of thespeechfor the presentation. Again,
adifferent way to present the speechisneeded to deal with different people
attending the presentation (i.e., top management, customer, your team, etc.).

Thethird phaseisthereal speech by whichyouhavetotransfer totheaudience
theknowl edgeor messagesinthe presentation.

Inall thephases, and especially inthethird, theval ueof communication must
be present in order to have a chance of success, as reported in the values
section.
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Values

Communication

Communi cationisthebasi c val uearound which apresentation moves. Unfor-
tunately, communicationfor presentingisaskill that can beimproved but not
created, andtherefore, if you have communication capabilities, you can use
sometrickstoestablishafeelingwiththeaudience, tofocustheattention of the
audience, and soforth, but if you haveno communicationskillsatall, noone
canteach youhow to communicate.

Thissectionissuitablefor all peoplethat want some suggestionson how to
improvetheir communicationskills, butit may not haveany resultsfor people
who haveno communication capabilitiesat all.

How many timesdoesaninteresting presentati on topi cbecomeaboring event
only becauseof the speaker?Inmy career, several timesl haveheard boring
presentations, and each time, | tried to notice the errors that made the
presentation— acoupleyearsof good work —fail.

Phase 1. Prepare the Presentation

First, you havetofocusyour attention onthetypeand mediaof thepresenta-
tion, sinceeach mediarequiresadifferent schema, differentlength, and different
typeof messagesto betransmitted.

Online Presentations

Onlinepresentationsusually aremadefor theWebandfor thestandsat fairs.
Thispresentationtypemust beaggressiveinorder to capturetheattention of
thereader; it must beshortin order not to compel peopletostay infront of the
presentation monitor or Web browser for long periods of time, and it must
transmit simplemessagesthat stimul atetheaudience’ scuriosity, encouraging
thereader to click on (inthecaseof Web) or to ask for moreinformation (in
the case of astand at afair).
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