Making Oral and Written Presentations

Making oral and written presentations 

A key factor of effective managers is giving informative, persuasive presentations adapted to the situation.

II.   Essential elements of effective presentations

There are five basic steps to making effective presentations—labeled the Five S’s. The Five S’s are

1. Strategy

2. Structure

3. Support

4. Style

5. Supplement
The Five S’s of an Affective Presentation
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Formulate a specific strategy
a.
Identify your purpose.
b.
Tailor your message to your specific audience. Start with what they already know. For hostile (unfriendly) or uncommitted listeners it is important to develop a two-sided message (see Table A.1) page 598
c.
Meet the demands of the situation, the expectations of your audience and adapt your language (formal or informal) to the situation.

Develop a clear structure 

a. Begin with a forecast: catch the listener’s attention, provide your listeners with a reason for listening, and give the listeners a road map or quick sketch (outline) of the message.
b. Use transitions or signposts to signal your progress.

c. Conclude on a high note. People tend to remember the first and last things they read or hear. 
          Primacy: the power of a first impression

          Recency: we remember more recent events better than the past

Support your points

a. Choose a variety of supporting materials or evidence. 
b. Consider your listeners when choosing your support materials; in general, using evidence is usually better than not using it.  
c. Use visual aids as support. One of the benefits of visual aids is that it makes your presentation up to 50% more memorable.  Your credibility and your persuasiveness are enhanced by good visual aids. Remember that visual aids should be simple, clear, and professional. 
Use an enhancing style
Up to this point, the preparation of oral and written message is very similar. The fourth step requires separate treatment of oral and written messages because they are stylistically very different forms of communication. Unlike oral communication, written communications can be retained, studied, duplicated and filed for the future.  They can also contain more detail. 

Style in oral communication

a. Prepare your notes. Note the difference between public speaking and conversation. When the occasion demands precise wording, a word-for-word manuscript should be prepared and memorized. 

b. Practice your presentation and prepare for contingencies.

c. Practice using your visual aids.

d. Convey controlled enthusiasm for your subject. 

e. Use delivery to enhance your message. 

Style in written communication
a.   Develop mechanical precision in your writing.

b.
Practice factual precision in your writing. 

c.
Construct written messages with verbal precision. 

d.
Pay attention to tone (formal or informal).

e.
Know the proper format. 

Supplement your presentation by responding to questions and challenges
The key to an effective response is preparation.  The best defense is a good offense!

a. Prepare thoroughly to handle questions. Questions are a vital part of the communication process. 

b.  Respond to objections in an orderly manner. When challenged, answer in a specific format; (1) restate the objection, (2) state your position, (3) offer support for your position, and (4) indicate the significance of your rebuttal.

c.  Maintain control of the situation. 

III.   Summary and behavioral guidelines.

A key aspect of management is communication, including formal presentations made orally or in writing.  The behavioral guidelines are designed to guide the skill development process. 

