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Next Dresentation

mage s everything, No one wha's

e deny that

Butwhere venthe bestbusincss people

<an fall down on the job is in the
exccution ofimage. They know that image
is everything, but they forget that cvery-
thing affects image.

Image is more than a flashy new brochure
orplush carpetingin thelobby. Imageisthe
recepionist. Image s how cveryone an-
swersthe phone. Imageis the professional-
sm of every member of your sales force and.
every prescntarion they make. One bad
prescntation can scaryour company'simage
for a long; time. So what arc you doing to
make sure that your next presentation is
better than your st

Whether you are designing and excauting
Your next presentation yourclf or hiring
outside expertis, here are  few things you
can do to help ensur success
Know the objectives
of your presentation

Nobody likes to go against tradidion, but
in the case of presentations you need to put
the cartbefore the horse. Youncedtofigure
‘out what you want to accomplish first and.
then work backwards and build a presenta-
tonthataccomplishes that. Inother words,
f you don't know what your goa i, how
will you know when you get there?

“The length of your presentation vill also
be derermined by your objective. Youdon't
nced an hour presentation f you can reach
your goal in 20 minutes. Whatever your
objective, make sure that everyone knows
whattis, Tell them up fron.

Know your audience
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Assune nothing

Nobadylikesurpries. Don'tassue there
will be an cleacal oudee right where you
plant0 put you projcto orchatth hotel
Vall have  backcup projctor should yours
il Don's asuné hat your sereen wil
probably belarge noughiforeveryone toec

For pesce of mind (and job securiy) you
mightbeberter offn the long un eaving the
echnical side of the presentaton to experi-

by Jayne Brooks
Pegasus Productions

enced personnel Ifyouare mecting atan off
sie location, go there and check everything
out ahead of time and meet with the key
personnel whom you might need the day of
the mecting. Make sure you sce the acrual
room, not one “just ke this.”

Show ‘Em
You need to semember that most peoplc
get75 percent of thir information visually.

75 percent of your message.

Professionally preparcd slides and over-
heads greatly enhance your prescntation
‘and your audicnce’s etention of your valu-
able information.

Get Their Attention

You need to organize your prescntation
around several strategically placed ateen-
tion-getters that will draw your audicnce
backin ifthey begin to dsydream,. Becausc
most people comprehend much faster than
you can talk, these “peaks” help keep them
with you and renew their arentiveness

‘Your firsc peak should be righ up front.
Letyour audience know that what you have

“tosayisimportant o themand why. “What
T'm sbout to show you is important be-
cause: itwillave you $300 on your monthly
phone bl it will hlp ensure your child's
college education; or it will increase your
company'svisibiltyin the business comma-
nity." Don't keep ‘em guessing. Let them
Know why they're there.

Rehearse

You need to know your materif cold in
order to exude the kind of confidence thit
wins truse. 10 okay to prctice i front of 3
mirror, but you also need to get feedback
fromothers. Give yourpeesentation o some-
one you can trust will give you 3n honest
‘evaluation and notjust 3 pat on the head.

Relax

Before surting, do some decp breathing
or other siress releasing exerciscs to get
yoursel physically reaxed. Once the pre
sentation starts there’s no turning back, s0
el and have fun. To help you get to the
fn part, it might be best to memorize the
first few minutes of your presentation and
make 3 good first impression.

“Then you can fall back on your notes and
visuals that will help you through the rest of
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the presentation.

Remember, the more professional your
prescntations,the more likely your company
willstand outagainst the competiion. You'll
impress small clients because you did't
scrimp, and you won't be rejected by larger
clients, which expect you o go all out for
them.

Don't forget: Image is everything and
everything is image. o

Jayne Brooks is the co-
ewner of Pegarus Produc-
sioms, In, & fulserice
mutivmedia video and
ide produccion company
bsed in Clayeon.

Concerned
about
Compliance?

We can assist you with air
inventories and permitting...
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‘management...and storm
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Rick Pershall at 434-5700
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GUIDELINES FOR GIVING

EFFECTIVE ENGINEERING,

PRESENTATIONS

Il

BY NANCY FITZGERALD

kip Creveling knows how to grab his audience’s artention. Consider the time he showed up for
Szn engincering conference with his casel and pad, his pile of ransparencies, and his Supersoaker

250 water gun.

Everyone took the easel, pad, and transparencies in sride, of course, but the Supersoaker was a
different matcer. “1 hink most of the people were alttle worried that I'd be aiming it at them,” says
Creveling, a product engincer with Eastman Kodak in Rochester, New York. “But nabody in the
room was fidgeting or nodding off to sleep.”

Creveling used the water gun to illustrate an engineering principle of the Taguchi method, a
Japanese-designed plan for making products insensitve to sources of variabilcy. “With the Taguchi
method,” Creveling explains, “nio matter how a customer uses—or abuses—the product, i stil
achieves ts purpose. It has adjustability—and that's a feature that the Supersoaker ilustrates, It has
three different nozzles, so that in your quest to adequarely soak, you can get a thin stream or two
heavier ones, and you can shoot itat long or short range. It was a great way to ilustrate the fact that
people buy products because they have features that will adapt o their personal needs.”

It was also a great way (o ilustrate the maxim that if you want to give a successful presentation,
you've got to win your listeners over right away. “You either gain them or lose them in the first five
minutes,” Creveling says.

‘That doesn’t mean that you've got to g0 t0 a conference armed with a shopping bag from Toys 5
Us. What it does mean is thar, like Creveling, you've got to spend a lot of time thinking about the
best way o explain your subject. “I spend a ot of time preparing fora talk,” Creveling says. “I write
an oudine covering the main points, and | make notes about ancedotes I want o tell. A good presen-
tation doesn't just happen.”

Whether giving a report o a small group of colleagues or a speech before thousands at an engi-
neering conference, engincering educators nced t0 be able to present their ideas clearly and effective.
ly. Following are guidelines collected from engineering faculy, technical communications special
ists, and engincers in the ficld that can help you give effective technical presentaions,
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Know your audience.
an inkling of what

1
'
=3 they already know.

1 youe been asked to address a conference, ask the organizers
for a profile of the participants—one that includes information
about their backgrounds, interests, and levels of expertise. *If
you're talking to finance people,” says Susan Kyriazopoulos,
Wwho teaches communication skills at the DeVry Institute of
Technology in Chicago, “they ll want to hone in on the bottom
Jine: *How much it will cost? Wil it be cost effective? Will 1
make money?' You'l want to put in button words like ‘cost
saving and “cost effecive.” If you're
pitching to technicians, they ll want
1o know if there are parts and service
manuals available, if the dircctions
are readable or if they | have to put
the product together with bubble
gum. If you're making a pitch to
your immediate supervisor, make
sure you say how your project will
make him look good or further her
carcer. Office politics,” Kyriazopou-
los says, “can be very much involved
in presentations.”

It also a good idea o get a feel
for the mind set of your audience.
Cindy Mattern, an industrial engi-
ncer with Quaker Oats in Shire-
manstown, Pennsylvania, often
gives presentations (o small groups
of colleagues and supervisors. “1 usually talk to some people
ahead of time to find out what theic ideas are,” she explains.
“That helps to lay the groundwork when I'm preparing my pre-
sentation. It especially helps me know where the stumbling
blocks may occur. 1 can then try to address them up front in my
talk or at feast have answers to dificult questions.”

/

Putit on paper.

Everyone has a different presentaion style. At onc end of the spec-
trum there are the Kennedys who can extemporize with  couple
of three-by-five index cards, and at the opposite end of the spec-
trum there are the Nixons who feel better when they've got a com-
plete scriptin front of them. Whatever seyle you use, before you
step up o that podium you've got o it down and write. The act of
‘putting thoughts on paper is the best way o organize your ideas
and figure out the best way of expressingthem.

“I5 you want o give
stceessiul pr
you've 6ot to win your

listeners over right away.”

Draw a picture.

Visuals ace critcal 0. good presenta-
tion. David Dil aura, senior instruc-
tor i thecivi, eavironmental, and ar-
chitectural engineering department at
the University of Colorado at Boulder
Says, “A picture i almost always bet-
ter than a long-winded attempr to ex-
plain something in words. Engincers
think visuall, so be sure to make the most of t.”

‘When preparing your visuals, make sure they are pleasing ©
the eye. I al right to leave out the fancy four-color slides if
photography is not your area of expertise and stick with an old
fashioned chalkboard, but be sure the writing is clear and big
enough to read from the back of
the room. By all means, avoid vi-
suals that are crowded with
words, or worse yet, jammed
with equations. “Use equations
only when they are seminal o a
point you're making,” DiLaura
says. “To put up a transparency
crowded with math is almost
never necessary, and can be very
distracting”

Once your visual is up there,
don’tjust leave it there as back-
ground decoration, says Alfred
Moyé, a chemical engincer with
Hewlett-Packard Corporation
in Pittsburgh. “Don’t just put a
slide up and starc talking—ex-
plain what it says,” he advises
“Don'tjust read it, but embellsh ts meaning.”

‘And donr't subject your audience t0 a dizzying procession of
visuals. A good rule of thumb, Kirk Schulz says,is o “plan on a
visual being projected for atleast a minute. That gives your au
dience enough time to assimilate the information. For a 10
minute calk,figure on about eight ransparencies.”

sentation,

Show and tell.

Along with slides and ransparencies, actual
physical samples—some nuts and bolts, a
length of fiber-optic wire, a picce of machin-
ery—can help clarify your meaning “If you
can'c show people something,” Susan Kyri-
azopoulos says, “they just won't et it Peo-
ple are naturally touchers and feclers—
that's why there are gadgets you can play
with at the electronics store. And that's
more true for engineers than anybody clse.”
Try to make a time—maybe during the
break or after your talk—when people can
come up and get a closer look. Remember
that there are all types of learners in your
audience; some of them learn better
through what they see o through what they
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Tell a story, o, Use ancedores from your own experience to
explain a point you arc making—and don’t be afraid to draw
from your mistakes as well as from your successes. “It’s like
George Carlin says,” explains John Kender, vice dean of engi-
neering and applied science at Columbia University in New
York: “the essence of speaking is *Dig me, here | am, aren't |
ool?” You have ta supply that emotional energy to keep your
audience engaged. Your listeners can get the technical stuff
from a book. What they want from a lecture i your interpreta-
tion of the information.”

Teaching
Presentation Skills

A\ ncntisiog o eepacingyouesudens
to give presentations is—or ought to be—a big part
of what you do. “Is not enough for engineers to just do.
their work; they've got 1o be able to explain it to oth-
ers," says Susan Kyriazopoulos, who teaches communi-
cation skill at the DeVry Institute of Technology in
Chicago. “In today’s corporate world, the engincer has
to be a thinker, a doer, and a player. The engincer can't
hide in the lab anymore. The best way to learm to speak
in public is o speak in public. Give your students as
‘many opportunities as you can to express their ideas be-
fore the class—encourage discussion during class meet-
ings and set aside time for students to formally present
their projects.

David Dil aura, an enginecring instructor at the Uni-
versity of Colorado at Boulder, requires his lighting de-
sign students to make a formal project presentation by
the end of the course. Here are some of his pointers for
‘making the most of these experiences:

= Establish at the outset that the presentation will be
an important partof the students’ evaluation.

= A few weeks before the scheduled presentations,
ask students to write an outline of their presentation and
submit it to you for discussion and approval.

‘= Have students dress professionally for their presen-
tation, as though they were presenting in a business set-
ting.

= Videotape each presentation, and let the presenter
take the tape home to assess strengths and weaknesses.

= Complete a checkliststyle evaluation form as each
studentis presenting.

= Atthe end of each presentation, ask the fellow stu-
dents, who comprise the audience, to write an anony-
mous critique and to turn it in before leaving class. Using
selections from the critiques as a starting point, discuss
each presentation at the next class meeting.

= Be firm about time allotments, a crucial factor in
“eal” presentations. Stop students if they exceed their
time limit
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Don’t be afraid to repeat
yourself.

Don't be afraid to repeat yourself. Espe-
cially when you're dealing with very technical
information, it takes a while for your listeners to

process what you're telling them. That doesn’t mean you
should put your audience to sleep with mindless repetition;
you can find different ways of saying the same thing. “I rend
1o repeat myself several times,” Skip Creveling says. “Most
people don't get it the first time, so | may show the over.
head, and then ralk about that, and then go to the chalk
board and say the same thing in a different way.” Creveling
suggests you keep this classic outline in mind s you pre.
pare—and give—your talk:

« Introduction: Tell ‘em what you're gonna tell 'em.

« Body: Tell em.

= Closing: Tell ‘em what you told ‘em.

Practice, practice, practice.

“Giving 2 newly developed speech is a little bit like riding a
bike,” says Michell Yu, a field engincer with DuPont in
Chambers Works, New Jersey. “The more you do it the eas

iee it gets.” So practice is the key—talk in front of a mirror,
rope your friends and loved ones in for a half hour's enter-

tainment, or videotape yourself. If you know your presenta-
tion cold, no matter how nervous you are when you get up
t0 talk, you can switch into automaric pilot. You don't need
to memorize, but you do need to know your material thor-

oughly. Many pros recommend using an outline or index
cards. Others rely on their slides and overheads as their
prompis. Whatever you do, you've got to practice. “I've
made dozens of different presentations,” says Kirk Schulz,
assistant professor of chemical engincering at the University
of North Dakota, “and I stll practice before giving a new
talk 10 a group of any size. It may take me as many as six or
seven practice sessions ill feel ready for the real thing,”

As you practice, ask your listeners for honest criticism:
Am I making my point? Are my visuals readable? Am I pep-
pering my speech with (00 many “um’s”? These practice
sessions arc also a good apportunity to check your timing—
one of the cardinal sins of public speaking is rambling,
“Nothing is more aggravating,” Schulz says, “than hearing,
an after-dinner speaker who is assigned 20 minutes and
goes on for 45."
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Your goal, afer all,is
0 present your ideas
so enicingly that your
listerers wil be eager
to know more. So as
you prepare your talk,
try to anticipate the
questions your audience will aise, and be ready with sorie ap-
propriate responscs. If you set aside time at the end of your
talk for a question-and-answer session, waita few seconds for
people to gather their thoughts and phrase their querics. Re-
peat each question you'se asked, to clarify its meaning and to
make sure cverybody has heard it If you're very uncomfort

able with answering questions extemporaneously, at the be-
ginning of your talk you might ask thase with questions to
write them down and atcach their business card. Then try to
contact them later.

Sometimes the most important questions are the ones that
don't get asked. Keep an eye on your audience—if you sce a
locof blank stares and furrowed brows, s a good sign you've
lost the majority of your listeners somewhere along the way
and they'ce t0o polite to tell you. Don't be afraid to stop and
invite questions or to ask listeners if they would like you to
backrack.

Once in a while, you may face belligerent questioners. The
pros all agree the best way to handle them is with good geace.
“Say, “That's a very interesting question. Can we talk about it
afterward?” John Kender advises. “It works all the time—'ve:
never had to callsecuricy.”

Let your body do the
talking.

Letit say that you're confident, that you're excit-
cd about your topic, that you're interested in
sharing your ideas with each person in the room.
“The tone and volume of your voice, and the
kind of gesturing you do,” Al Moyé says, “can
be extremely valuable tools to help you express
yourself.”

Establish ey contact with one person in the
audience and speak to that person for a few mo-
ments. Then move on and pick out another person. Your goal is
to make your talk seem like a one-on-one conversation. Don't
be afraid to use hand gestures, smile when it's appropriate,
stand up straight and rall. Try not to grip the edges of the podi-
wm or fidget with the keys in your pocket. If you're nervous, use:
conscious relaxation techniques to get yourself o calm dow (a
deep breath can really help).

Your appearance is importan, t00. You don't need to look as
though you just stepped out of the pages of a fashion magazine,
but you should be wel groomed and dressed appropriately. Try
your clothes on ahead of time and make sure they fecl comfort-
able—aloose thread, an excessively long slecve, or anitchy collar
could be distracting for you and your audience. I¢s usually a good
idea to dress conservatively. If your audience is more casual, you
can always take off your jacket and rollup your seeves.

Don’t forget the details.

i

They can make or break your talk. Where is the light
switch you'll need to dim the room for slides? Is the exten-
sion cord long enough for your overhead protector? s there
chalk for the chalkboard? Is there enough seating for all the
participants? You could be all charged up o give the best
presentation of your career—and walk into a room the size
of a closet, with no clectricity and not enough chairs. So get
t0 your room carly o make sure everything is in place.
“Don't assume everything will be perfect just because you're
giving your presentation in a big, famous hotel,” Susan Kyr-
fazopoulos says. “If your name is on that lecture program,
you are responsible for all the technical details. Don't leave it
all up to the secretary or the conference organizer. Remem
ber, every good surgeon checks his or her own instruments.”

Listen.

The engincering workplace is no longer the exclusive domain of
white males, as increasing numbers of women and minoritics
enter the feld. And people from different groups and cultures
have diffecent ways of thinking and understanding. “With a di-
verse work force, communication skills are more important
than ever before,” says Lou Shumaker, manager of college re-
cruitment at DuPont corporate headquarters in Wilmington,
Delaware. “You're no longer talking only o the traditional
white male. o i you don’t pay atention to whom you are play-
ing, you won't be able to get your point across. That involves
equal parts of lstening and talking, and treating other groups
with respect.”

To communicate your ideas to other groups, you may also
need to explore new ways of expressing yourself, At DuPont,
for example, Shumaker says the focus of presentations used to
be an 8.5 x 117 pad and a black magic marker. The speaker
would list points and subpoints in neat lines, one following the
other down the page. But nowadays you'll walk into a meeting,
and sec people drawing ‘mind maps’ with arrows and circles
going in every dircction, and using every color marker imagin-
able. “Eventually, you come to the same conclusion, but there
are different ways of gerting there, and it helps to be familiar
with these ways,” Shumaker concludes.

Naney Ftzgerald is a freclance writer who lives in Cleona,
Pennsyluania.
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