Tips' for a Su

Standing up in front of an audience' and delivering
business presentations is enough to send a shiver down
the spines: of most boardroom- executives'. So what

can be done to prevent: nerves from ruining® the show?
In this issue’s Business Skills section, we highlight
10 factors' that will help to ensure” a successful
presentation.

tip | porada, wskazowka

successful | udany, pomysinie zakonczony
audience | stuchacze, widownia

to deliver | tu: wyglaszac (mowe), przemawiac
to send a shiver down one’s spine |
przyprawi¢ kogos o dreszcze, ciarki
boardroom | sala posiedzen

executive | pracownik szczebla
kierowniczego

to prevent | zapobiec

to ruin sth | zrujnowaé cos, zepsuc

to highlight | naswietlic, uwypuklié

factor | czynnik

to ensure | zapewnic

vital | wazny, podstawowy

to market | handlowac czyms, promowac
(np. siebie samego)

speedy | szybki

efficient | wydajny, efektywny

staff | pracownicy

benefit | korzysc

to shun | stroni¢ od czegos, unikac czegos
limelight | Swiatta rampy, centrum
zainteresowania

ublic speaking is vital
if you want to market
v yourself and your busi-
ness. It is a speedy” and
efficient’® way of deliv-
ering your message to key mem-
bers of staff” and other potential
business contacts. So why are
so many of us afraid of doing it?
The benefits for those who don’t
shun the limelight” are numer-
ous’' and it sets them apart from
the majority*’ who do. That is why
it is worth acquiring” new skills
that can enable” you to stand out
from* the crowd™.

1. Find the angle

Before you set foot in"’ the
presentation room you should
ask yourself a few important »

numerous | liczny LR,

to set sb apart from sth | wyréznié (sposrod
kogos/czegos)

majority | wiekszosc

to acquire | nabyc, zdobyc

skill | umiejetnosc, zdolnosé

to enable | umozliwic

to stand out from | wyrdzniac sie, wystawac
crowd | thum, ogot

angle | kat, tu: korzysc, perspektywa

to set foot somewhere | pojawic sie gdzies,
postawic stope
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business.

tions. Is this presentation about
a product for a client? Is it a busi-
ness presentation about the latest
sales figures®'? Is it about a new idea
you are introducing*? Establishing
these basic points will help in the
information-gathering® process.

2. Gathering information

Remember the KISS principle®
(Keep It Simple Silly!) when de-

» sales figures | dane sprzedazy, statystyki
sprzedazy

32tg introduce | wprowadzi¢, przedstawi¢

3= tg establish | zalozy¢, ustalic

1o gather | zebra¢

== principle | reguta, zasada

ss to focus on sth | skupiac sie na czymé

7 to determine | wyznaczy¢, okreslic

35 to address sb | tu: przemawia¢ do
kogos

== prospective | potencjalny

a0 line of work | rodzaj pracy, rzemiosto

+ to meet and greet | powitac serdecznie,
oprowadzié '

2 to view | ogladac

+3to arrive | przybyc

2to mingle | wmieszac sie (miedzy ludzi),
rozmawiac (np. z gosemi)

asfailed | nieudany

“sto occur | wydarzac sie, nastapic

7 to take place | mie¢ miejsce

<= gender | ple¢

s breakdown | rozpad, awaria

s0 average | przecietny

1 all-important | bardzo wazny

s2to direct | skierowac, poleci¢

ss gvent | wydarzenie

=2to allow for sth | uwzglednié

== slot | okienko, przedziat czasu

== beforehand | zawczasu, wczesnie]

=7 |lead-in | wprowadzenie, zagajenie

s Q&A session (Questions and Answers) |
sesja pytan | odpowiedzi

== to do wonders | dokonywac cuddw, wiele
pomaoc
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While public speaking can be daunting for
someone with little or no experience, it
Is a key part of operating a successful

signing your presentation. Focus
on* three or four main points only
and try to know as much about the
topic as possible so you are ready for
questions after the presentation.

3. Determine- the
presentation’s audience

Know who you are going to_ad-
dress®. Will it be your staff, a new
rospective® client, a group of in-

= rapport | dobre stosunki

¢ to relieve | zatagodzi¢, rozladowat

sz tension | napiecie, presja

*memorable | pamietny, niezapomniany

s+ powerful | potezny, mocny

#sto grab the attention | pochwyci¢ uwage,
przyciagnac uwage

== from the word go | od samego poczatku

7 intro | wprowadzenie

# to set expectations | okresli¢ oczekiwania

= to preview | zapowiadat

™ to cover | obejmowac, ujmowac

1 well-known | dobrze znany

72 amongst | posrod

73 coaching | poradnictwo, trening

< engagement | angaz, zabowigzanie

sto rest on sth | spoczywac na czyms, zaleze¢
(w duzej mierze) od czegos

7 to capture | schwytac

7 loss of interest | utrata zainteresowania,
znudzenie

¢ 10 spice sth up | urozmaici¢, doda¢ pikanterii

 to serve | postuzyc

=0 to defuse | rozbroi¢, roztadowac

#to avoid | unikaé

#2to be blessed with sth | cieszy¢ sie czyms,
by¢ czyms obdarzonym

=2 ability | umiejetnosé, zdolnosé

= quote | cytat

&5 to increase | zwigkszy¢

¢ likelihood | prawdopodobieristwo

*" to obsess over sth | mie¢ obsesje na punkcie
czegos

# line(s) | tekst (np. przemowienia)

= gpgsential | wazny, istotny

vestors, a convention for people in
the same line of work®? Very often
a simple piece of meeting and greet-
ing*' is needed to establish more
about those who will view* your
presentation, so take the time to ar-
rive® early and mingle*. Failed®
presentations usually occur*® when
no contact with the audience has
been established before it takes
place*. The gender* breakdown*,
average™ age and current and past
experiences are all-important®' facts
that will help you to direct®® your
presentation to their needs. Try and
establish contact before the event®,
if this is not possible allow fors a 20
minute slot® beforehand® to gather
some information. This could even
work as a lead-in" to the presenta-
tion itself. A brief Q&A session®
with the audience can do wonders®
for rapport®, take the focus off you
and help relieve®' the tension®.

4. Memorable=
introductions

Powerful®™ presentations grab
the attention® of the audience from
the word go®®. A memorable intro®
should set expectations® for the
presentation and preview® what will
be covered™. It is a well-known™
fact amongst? coaching™ special-
ists that the success of a professional
speaking engagement™ rests on™ the
first thirty seconds. Failure to cap-
ture’™ the attention of an audience
during this short period of time leads
to a loss of interest” over the rest of
the presentation. There are several
ways to spice up™ an introduction.
Using humour can serve™ to defuse®
the tension, however, avoid® do-
ing so if you are not blessed with?
comic ability®*. Asking questions,
telling stories, using quotes*, use of
music/video and dramatic statistics
increase® the likelihood® that your
views and opinions will be listened
to.

9. Don’t obsess over+
linese:

Although it is essential® to cover all
of the key points, do not write down




your presentation word for word®. Eye
contact® with your audience enhanc-
es® rapport and reading from a script”
appears® mechanical and Jacking in®*
personality®*. Memorizing” a presen-
tation from start to finish also causes
problems®. Many executives who
use this method complain of* freez-
ing up' and forgetting what comes
next. Memorizing the introduction
and ending puts less pressure on™' the
individual™. Note that'®® whilst" do-
ing this, eye contact with the audience
should be maintained'®. A list of im-
portant points on note cards with bullet

oints'® will help jog the memory'™.
Referring to'* a PowerPoint presenta-
tion is another useful aid'®.

6. Guider your audience

Using phrases like “The point is
this”, and “The most important thing
to remember is”, will point the audi-
ence in the right direction™. Num-
bering your ideas in order' will
help you structure the main points.
You may wish to phrase it in this
way, “T’ll be covering three ideas,
this first of which is...”

7. Pauses are effectiver

Racing™ towards the finishing
post™ is a mistake many flustered'®
speakers make. Digesting™” a flurry
of*® information can be overwhelm-
ing'* for those listening. Instead use
silence at the end of crucial™ sen-
tences so that the message has time
to sink in"'. What you say will have
greater impact'® as a result.

8. Invite the audience to_
respond=

Few things are as gruelling' as
listening to an endless™ drone™* of
words that lack' spark' and en-
ergy. One only has to remember the
effects experienced at school when
forced™ to listen to teachers who
lectured ™ monotonously. So boost™
interest levels by asking questions
and inviting responses to your ideas.
This will transfer’™ the spotlight
on to those present and ease' the
pressure on you.

9. Monitor the tempo

A good speaker with experience
should know how to pace™® his or her
presentation, so that it flows smooth-
ly™. At the same time he or she will
be prepared for questions at any time
and know the answers. Make sure you
allow for audience participation'
and if noone asks any questions, pre-
pare some brief™® questions of your
own to ask them. This is another way
of engaging' the audience.

10. The grand finale

The final words an audience hears
create a lasting_impression''. The
closing up™ of a presentation should
be based on a memorized review of
the main points. Once these points

soword for word | stowo w slowo, dostownie

=1 gye contact | kontakt wzrokowy

s2tp enhance | rozszerza¢, ulepszac

s geript | skrypt, scenariusz

s+tp appear | wydawac sig, pojawiac

ss|acking in sth | nie posiadajacy czegos, brak

czego$
ss personality | 0sobowosé
s7to memorize | zapamietat, nauczy¢ sie na
pamieé

sstg cause trouble/problems | sprawia¢ kiopoty

» to complain of sth | narzekac na cos

109 to freeze up | zamarznag, tu: zablokowac sie,
nie by¢ w stanie wykrztusic ani stowa

101 to put pressure on sth | wywrze¢ na kim$
presje

12 jndividual | osoba, jednostka

102 note that | zwro¢ uwage nalze

104 whilst | podczas gdy

105 to maintain | utrzymac

16 hullet point | czame kotko (listy
wypunktowanej)

17 g jog the memory | od$wiezy¢ pamigc

10s o refer to | odniesc sie do, wspomniec
0 czyms

109 aid | wsparcie

110 to guide | poprowadzic

11t point sb in the right direction |
naprowadzic kogo$ na wiasciwy trop,
wskazac whasciwy kierunek

112 jny order | w porzadku, wedtug porzadku

13 gffective | efektywny, wydajny

114 tg race | Sciga sie, gnac

15 finishing post | celownik, meta

s flustered | podenerwowany, wytracony
z rownowagi

s
|
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have been covered, motivate the
audience by asking them to take ac-
tion'?, ask a question, have an emo-
tional response or think on what has
been said.

While public speaking can be
daunting' for someone with little
or no experience, it is a key part
of operating a successful business.
Preparation' is key and there are
a number of ways one¢ can prepare
themselves beforehand; practice™*
in front of a mirror, ask a family
member or a friend to listen and
give feedback, run through your
speech' in your head whilst walk-
ing or on the train... The list goes
on. But be prepared. The better pre-
pared you are, the better chances
that you will come away having
done a good job. o

117 to digest | przetrawic

115 a flurry of sth | podmuch czegos, lawina
czegos

s gverwhelming | druzgocagy, przyttaczajacy

120 grucial | decydujacy, rozstrzygajacy

121 to sink in | wsiaknag, dotrze¢ do czyjejs
swiadomosci

22 jmpact | wplyw

122 to respond | odpowiedzie¢, zareagowac

124 gruelling | wyczerpujacy

125 endless | nieskoficzony, niekoriczacy sig

12 drone | fu: monotonny glos

127 to lack | brakowac

2= gpark | iskra, energia

12¢ forced | zmuszony

10 to lecture | wykladac, wygtaszac prelekcie

121 tg boost | pobudzi¢, zmotywowat

132 tg transfer | przenie$c

133 gpotlight | centrum uwagi, zainteresowania

134 tg ease | zelze¢, ostabic

125 to pace | nadawac rytm, tempo

12a gmoothly | gladko

37 participation | udziat, partycypacja

138 brief | krotki

12 to engage | zaangazowac, wiaczy¢

120 grand finale | wielki finat

141 [asting impression | trwale wrazenie

142 closing up | zamkniecie, zakonhczenie

123 to take action | podjac dziatania, poczynic
kroki

11+ daunting | zniechecajacy, beznadziejny

ws preparation | przygotowanie

15 to practice | przygotowywac sig, trenowac

w1 to give feedback | podawac opinie,
informacje zwrotne

s gpeech | przemowienie
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