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% . Abstract

f f Are your communication skills holding you
back? Do you soar or sink with social? Learn
Fj ~ how to stand out, in a good way, in your written
and oral communications. How you
( ", communicate is a key differentiator now in a job
rf / Jmarket where soft skills can land you a job.
- ¢ “ Those same skills can lead you to promotions
! /and increased perceived value or to the layoff
‘74 ist. Learn how to make the most of your

/T beSIﬂESS interactions in this session.
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N Agenda
< e Why Care?

(jf* e Key Communication Types

e Presentations
Fj‘ e Your audience
F w3 e Your purpose
?” ,

e Preparation

P <
f/ e Delivery

e Review

y (@ /J- Questlons
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Figure: Top Ten Qualities/5kills Employers Want
1. Communication skills
2. Honesty/Integrity
. Interpersonal skills (relate well to others)
. Strong work ethic
. Teamwork skills (work well with others)
. Analytical skills
. Motivation/ Initiative
. Flexibility/ adaptability
. Computer skills
10. Detail orientated
source: Job Outlook 2005 (Bethlehem, PA: National
Association of Colleges and Employers, http: //jobweb.com
/jopboutlook/20050utlook/3a.htm)
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“Soft skills get little respect but
they will make or break your
career.”

- Peggy Klaus
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Why do you care?

Team meetings
Reviews

Interviews

Toasts

Introductions
Customer support
Sales

Personal interactions
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CONCEPTUAL AGE
(creators/empathizers)

INFORMATION AGE
(knowledge worker)

INDUSTRIAL AGE
(factory workers

19th C. 20t C. 215t C.
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“According to most studies, people's number
I 7 - one fearis public speaking. Number two is

death. Death is number two. Does that sound
;  right? This means to the average person, if you

' '~ _goto a funeral, you're better off in the casket
- " than doing the eulogy.”

(Jz — - Jerry Seinfeld
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Prepare
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Prepare

“If you don’t know what you
want to achieve in your
presentation your audience

never will.”
Harvey Diamond
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;:j ) 7 Structure
e Strong Opening
S . .
¢ Answer the question they are asking

rf-‘Premlse
e Pgmts of Wisdom

(‘

o 0/E§<ample(s)
: Fl’ﬁnsmon
e S/tg)ng Closing
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Death by PowerPoint

* PowerPointis boring.

*  Toomanybullet points

* Toomuchcdlipart

* |can'tbe creative.

* Didltell you that Microsoft
owns PowerPoint?

"IN today's presentation, I am going to teach
you why Powerpoint doesn't work well for
learning. If you look at my first slide. . .."
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SPEAKING SECFELS

Storles

Fear to Energy

To One
PaSS|on
Contrast

\

Effectlve PPT

\

Andrii Sedniev, Magic of Public Speaking
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. PREPARATION

-
- - “By failing to prepare, you are preparing to fail.”
/,J = 4 p 7 Benjamin Franklin

\
Ve

. — “90% of how well the talk will go is determined

N rj\ ~ before the speaker steps on the platform.”
(T oS Somers White
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“It usually takes me more than three weeks
to prepare a good impromptu speech.”
Mark Twain
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o Deliver
Ot
;jj p The Audience
P«
e |/You X !

Vf\- Emotional and Intellectual
rf-‘SiIence and pauses
' e Mental pictures
S
* Eye contact

o (S)Qy language and movement
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Motor Mouth

Hear, Listen, Said,
Tell, Sound

Stories, References,
Their Words
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NEW BRAIN

cognition empathy art sociability consciousness

= thalamus
mm brainstem
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BRAIN fear

== hypothalamus | control

== basalganglia | | d8minance
amygdala reflexes
hippocampus
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Powerful Close

Last words linger
End of the story
Circle with opening

Rule of 3

o Challenge
¢ Call to Action
e Reinforce ideas

e Never end with questions
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Interruptions & Objections
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% . Ransberger Pivot

flj.étay calm and listen

~ 2. What does the person really want?
rj3— Pose a question

W Z[ ,Cpmment on shared values

HS/. Show how your message supports the person’s

| *Zjér ues
/ — —
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_ Rafisberger, R., Fritz, M., 1982
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Rephrase and Reframe

Do you really know what they meant?
Are you sure......
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d Review.

S
3 will never forget how you made them fee
o a Carl W. Buechner
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> Mistakes People (I)Have Viade

X
e Preparation —too little

(f{’ e Content —too much
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e Not running it as a slide show first
e Didn’t check out tech in advance

e

_# Charts/figures that don’t work

—o Audience mismatch

‘H\: No take-home

S

-7~ © Only1learning style
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QUESTIONS?
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But what is it really?
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NOj rreally!
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/ » < “Ghere are three things to aim at in public
8 Speaking: first, to get into your subject, then

(j\ . 10 get yYour subject into yourselt, and lastly,

ol 10 get your subject into the heart of your

) C audience.” - Alexander Gregg
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GAREER SAVVY
CONTACT ME: KEEPING AND TRANSFORMING YOUR J0B
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