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While public speaking can be daunting for
someone with l i t t le or no experience, i t
ts a key part of openating a successful
business.

tions. Is this prescnlation about
a product fbr a client? ls it ,r busi-
ncss presentation about the l,nest
sdeltigqE!3.? Ts it about a new idea
you are introducing3,? Establishing33
these basic points $ill help in the
infonnation-gathering3a prccess.

z. baIneTtng Inrcfmau0n
Remember the KISS pdlljlle"

(Kcep lt Simple Sillyl) when de-

" sales figures ldane spEedazy, slalystyki

rto inlroduce wprowadzii pzedslawii

"lo eslablish zalo2yi, usta i
* lo galher zebrai
"principle regula,zasada
$tofocus on sth skupaasi9 naczym6
"to detemine wyznaczya okrc6 6

-to address sb lui przemaw ai do
kogoS

" prospective potencla ny
* line ot work rodzaj pmcy. rzeflrioslo

- to meel and geet lpowlai serdecznie
aprowa0zc

-to mingle lwmeszai sQ (med4 !dzi) .
rozmawiaa (np. z gosanr )

*to occur lwydarz€a siQ nastqr 6
'to take place rniea nriejsce

-gender pled

- breakdown rczpad aw€ a

"all.imporlanl bardzowa2ny
*to dkect skerowaa, poecii

- toal lowlorsth uwzgQdna
$slot oki€nko, przedzalczasu

- beforehand I zawczasu, wczeSn ej
" lead-in wprowadzenie zasajene

- QEA session (Questions and Answers)
seqa pylan odpowedz

$lo do wondeF dokonywaa cuddw, we e
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slgnlng your presentaion. FocrLs
a!36 tbree or four main poinrs only
and tly to know as much i1bou1 the
topic as possible so you are ready for
questions alter the prcscntation.

3. Determine" the
presentation's audience
Know who you are going lojld:

d!q!Ss. Will it be your staff, a new
BlalpqslreI client. a group ol in-

*€pporl dobreslosunk
6,lorelieve zalagodzia rozladowai
elension napiece, presla

-memorable pamQlny niezapomnany

-powedul polQ2ny.mocny
*to grabtheallention pochwycii uwaga,

pzyc qgnqc lwagQ

- from lhe word go lod samego poczqtku

s to sel expectalions okresli oczekiwan a

-lopreview zapowadaa

-lo cover obelmowad, ulmowad

-well-known dobzeznany

-coaching I pomdniclwo Vening

-engagemenl langa2 zobowiqzan e

^to rcst on sth spoczlavaa na czymS zal€zee
(w duzet mierze) od czegos

" loss of inlerest ulrala za nteresowanra

*lo rpice slh up uroznracC dodaa pikanter

3olo defuse lrozbfo i, Dzladowaa

eto be blessed with slh lcieszy6 s Q czym6
bye czymS obd€lzonym

* abilily umiejQlnosc, zdolnosa

*loincease zlviekszyd

'6 likelihood prawdopodobieislwo
!'lo obsess over sth m ea obsesje na punkcie

czegos

'.line(s) I leksl (np przen6wienla)

-essential wa2ny, stotny
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vesto.s, a convention fbr peoplc in
the samc line of workl,? Very oftcn
a simplc piece of meetin s a!!l€!get:
i!g'r is needed rc establish morc
about those who will yirt4.. your
presentation, so take the t;me !a A!:
4yq"3 early and minslel. Faileda5
presentations usually eqeui" when
no contact with the audience has
been cstablished befbre jt tqLq!
placga?. The gended8 breakdownas,
averagcso age and current and past
expericnces are all-imoortant5, facts
that will help you to direct5, your
presentation to their needs. Try and
establish contact befbre the qlc!]!53,
ifthis is noI possible allow fof. a 20
minute SlOl55 befilrehands to gather
some infbmation. This could evcn
$ork as a lead-in57 to the presenta
tion itself. A brief O&A session5s
with the audience c,Ln do wonderss,
fbr 6pp94.., take the fbcu! off you
and help rclieve6r the tension6?.

4. Memorable.
intnoductions
Powcrf'uls presentations glab

the aftcndon65 of the audience talD
the $ord 9()66. A memorable i!@6?
lhould sct expectati()ns6. for the
presentation and plelti!.u6s what will
be covcredT0- It is a well-kno{n',
tact amongstT, coaching?3 special
ists that the success of a professional
speaking elg!!g9ul9t{i' rests on'" thc
first thirty secoDds. Failue to cap
tulq'd thc aftention of an audience
during this shorl period of time leads
to a loss of interestTT over the rest of
the presentation. There are several
ways to soice uprs an intfoduction,
Using humour can lgIygft to defuse-
the tension, however. :ryjlid61 do
ing so if you are nol blessed whh!,
conic abilify33. Asking questions,
telling storics. using cuotes&, use of
music/video and dramatic statistics
increascs5 Ihe likelihoodB6 that your
views and opinions will be listencd

5. Don't obsess over*'
lrnes*
Although il is Csls!!ii{€3 to cover all

of the kcy points. do not write do$n



your presentation $ord fqr wod'go Eyg
cq1lalle' \\ ilh )om au(llen(c ennanc-
q!" rappon cnd niading tr'Jm a $!]I)t"
aooean,. me.hJnical .nd l!gE!c-ur"
ner5onalit\'". Memoriz g'gT a fresen-
;rion trom stad ro finish rlso (aules

!Igblcl]]r". McnY exelutrve\ $ho

u\c this metho.l comDlain oP fteez-

!!]g-la!*o d li'rge$ing qhat {ome\

ne\r, Memodzing rhc intJoductlon

,rnd enaling p![! less Dressure oni0' the

indi\ iJuatm, Norc thaf,or !x4$rE do-

ins this. eve conlact with fhe audicnce
sh;uld be rn intaine{]''. A list of im-

Dortant points on note cards with bdle!
pouls"; wifl help iog the memory"''
Refemirg to'' a PowerPoint presenta-

tion is anothcr uscful aidl@.

6. Gutdg* youf audlence
Using phrases likc "The Point is

this", and "The mosl importantthrng
to remember is", will Pqi$ the audi-
ence rn the right ilircctionli' Num-
bcri$g ]our idca\ in i ' rdefrr '? \Lr l l

help you structure the maln ponls

You may wish to Phrase it in this

way, 'I'11 be covering three ideas.

this fiISt of which is .

7, Pauses are effective*
Racingl'l towards the I!]1isllllg

De$," is a miqtcke mrnl flu:lcts!""
\pesker\ male. Drgcsring"' .r JILlnl
of's int(,rmation cJn tte o\erwnelm

ing," for tho.e litten s ln\Icad usc

silence 1I ihe cnd ot g!!!i!L _ \en

tences so tbat the message has timc

tqs-i!L!!'?i. what You say will have
grcater i.!!p!g!l" as a result.

B. lnvite the audience to
res00nd''
Few things arc as sruellingr2a as

listening to an endlessl5 d4l!9r5 ot

$ords ihal bgk'' sp?ltl'z. and en

er!). One onl) has to remembei the

cftects exPefienced at \chooL vrhcn

forcedtr'g to listen to teache$ who

lectuedfio monotonously So baa$'"
interest levels by asking questions

and inviting responses to your roeas'
This will iransiec"
on to those Present and 94S91s the

pressufe on you,

g. Monitor the tempo

A sood spcaker with exPerience
shout; know ho\i loIiiegts hi\ or her
presenration, so that it llows !g!QQ!E
1y,.6. At the same time he or she will

be prcpared for questions at any tlme
and knbw the an swers. Make sure You
allo$ for audience oarticiDationr3T
and if noone asks any questions, Pre
parc some bligf' questions of yor'r

own to ask lhem. This is another waY

of g!]gagillgs'g the audience

10. The grand finale'*
Tbe final words an audience hears

create a lasting imDression'rr' The

!.!osi!g-up"' of a presentation should
he hased on a memodzed review ot

thc main points. Once these Points

- wod for word I slowo w siowo, doslown e

- eye conlact I konlakt wzrokowy
*toenhance lrczszeEai, u epszad
escript skrypt,scenarrusz

- to appear I wydawai sia, Pojawia6
*lacking in sth nie posiadaiqcv czegos brak

czegoa
*perconality osobowosd

-to memo ze zapamQlac, nauczyc sQ na
panrie6

-to cause trouble/problems sprawaa klopoty

-to complain of sth Inaiekad n€ cos
ao to lreeze up zamaEnqi iui zab okowaa si9

nie bya v/ stanie wykEtusia ani slowa

-'to put pessure on sth l\i/ywze6 na kims

tu,individual osoba,Jedfostka
*, note that I zwrda uwagQ na/ze
dwhilst lpodczas gdy
ft3 to maintain lulrzymac

-. bullet point czarne kilko (lLsly

-' to jos the memory | od6wie2va pami€c
d.to rcfer lo lodniesc siQ do, wspomniec

"" to guide I Poprowadzc
,n lo point sb in the rightdirection I

naprowadz 6 kogos na wiasclwy lrop,
wskazaa wlasc wJ/ kerunek

n: inorder w porz4dku wedlug porzqdku
,. efiective I elektywny, lvydajny
nr to race l Scigaa sie giac
,,"finishing Post c€bwn K, rnela
n.t\istercd podenerwowany wytrqcony

have been covered, motrvate the

audience by asking them tqlaLc-aq
tionra3. ask a question. have an emo-

I6al responie or think on whnt has

bcen said.
Whi le puhl ic \Peaking crn hc

daunrinurca f l r r  someonc \ i th I i t t le

or no expedence, it is a keY PaI.t
of opcrating a successful busmess
Preoafatjoni's is key and there are

a number of waYs one can PrePare
themselves betbrehand
in frent of a lnirror. ask a fanily
member or a friend to listen and

saslsc$ai-t'". run through )our
soeechr ' !  in Your head wtILl \ t  wal | .

ing or on the f tain The l i \ t  tocs
on. But be prepared Tbe better pre-

pared yoll are, the better chances
that You wjll come awaY havrng

done a good job l

". a llurry ol sth lpodmuch czegos awna
czegoS

,. overwhelming I druzgocqcv, puytlaczalqcy

-" crucial I decyduiqcv, rozstrzvsai4cv
.. to sink in l wsiEknqd, dotrzea do czviejs

," to r6pond I odpowiedz eb zareagowae
n. gruelling L wyczerpLrRcy
., endless L nieskoiczony nLeKonczacysrq
n" drone I llr nronoionny glos
fito lack brakowa

"" spa* liskra, eners a
€forced zmuszony
,! to lecture wykladad, wyglaszaa pre ekciQ

-.lo boost Pobudzia zmotywowai

-. to tBnsfer I Przen€sc
""spotlight centrum uwagi za nteesowan a

'-to ease lze 2e6 oslabii

-, to pace lnadawaa rytm,lempo

-" smoolhly lSladko
n' padicipation I udzial, partycypacja

-, to engage zaanga2owae, wqczyc
." grand linale lwielkinnal
"' lasling impression J tNale wEzen€
,"closing up zamkniQce, zakonczen e
x'to take action podiq6 dzialan a, poczvnrc

.- daunting I zn ech9calEcy beznadz elnv

-" preparation przygolowan e

'- to practics J ptzygotoq vaa sie lrenowa'

"' to give fesdback podawaeopinie'
informacje zwroine

'' speech lPrzemowenle
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