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Dr. Mandel’s Remarks

have used many books over the years. Of course
Ifor this kind of subject — giving oral presentations
— no book can take the place of practice and live
coaching. But a good book can enhance the process.
That’s why I like to assign one to my students.

“Loud and Clear” strikes me as less encum-
bered than many of the others. What I mean is that
many presentation books include much too much
information for the busy manager or student. They
tend to suggest that one needs more information than
These

books wind up scaring the person who is looking for

one actually does for a good presentation.

clear, helpful advice.

“Loud and Clear” helps, rather than scares,
the reader. It is succinct, relatively short, and
nicely focused on the important issues. It is written
in straightforward prose. I like its workbook exerc-
ises — e. g., the Audience Analysis Audit. These
exercises raise useful questions of the type most
students do not consider on their own. Also, these
work sheets help to refocus the reader’s attention on
the early stages of preparation, such as establishing
a clear objective, analyzing the audience, and or-

ganizing the material. Often unsophisticated pre-
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LOUD AND CLEAR

senters worry about their Powerpoint slides and
body language much too early in their preparation.

As a person who gives presentations and
coaches others as well, | find that “Loud and Cl-
ear’ comes as close to a realistic approach as any
book I have seen on the subject. The book mirrors

reality. That’s a major plus for this book.
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Remarks by the instructor

Executive Communication. He was the national
director of both The National Council of Teachers
of English and The National College English As-
sociation. He founded and developed a communi-
cations consulting and training business, the cus-
tomer base of which includes such regular corpo-
rate and non—profit clients as American Express,
McKinsey and Company, The Camegie Corpora-
tion, Altria Corporation (Philip Morris), CIGNA
Corporation, and Ernst & Young.

He is the author of two books on teaching and
many articles on teaching, writing, language, and
literature. His publications appear on magazines
ranging from scholarly journals to popular maga-

zines.
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Preface

t has been thirty years since the first edition of
Ithis book was published. I am amazed at how its
principles for making business and technical pre-
sentations continue to guide thousands of individ-
uals and organizations. It is gratifying to think that
such continuing demand shows how useful this
book’s techniques are. There have been many other
books written on the subject over the years, most of
which focus heavily on presentation skills and the
use of visuals. These are important topics of
course. My Colleagues and 1 have extensive cover-
age of both in this book. However, I know of no

other book that gives as much attention to prepa-
‘ ration.

The finest presentation techniques and the
most up-to-date visual display will not overcome
a poorly prepared message. I believe this approach
in Loud and Clear has stood the test of time. It em-
phasizes being certain that you have a clear vision of
what you want to accomplish with your presentation
(not what do you want to say). This approach provides
a foundation from which you can design a stronger
presentation that is more likely to achieve the results

you want with every group you face, whether they
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LOUD AND CLEAR

are customers, upper management, colleagues, or
the general public.

I was fortunate to recruit two presentation ex-
perts to co-author this book with me, thus ensuring
that it stays as up to date as it is useful. Tom
Sechrest (who co-authored the third edition) rem-
ains on the leading edge of presentations technol-
ogy and is able to bring a university perspective to
the table. Wendy Warman has been using this ap-
proach for several years to train executives and
technical professionals to make effective presenta-
tions; she knows first hand what corporate Amer-
ica wants and needs in this important arena. This
is a book on planning and that is my primary area
of expertise. As a management consultant and
professional speaker for more than 25 years, 1
have worked with some of the most for-
ward-thinking corporations as well as many of the
world’s finest speakers and trainers. The synergy
n this team has been terrific. The output is much
more valuable than what we would have produced

individually.

Who Can Benefit from
This Book?

While professional speakers will certainly benefit
from this book, it has been designed primarily for in-
dividuals who are experts in their business or tech-
nical fields and who, as part of their responsibilities,

must present their ideas to others, inside or outside of
their organizations. It is also designed for people who

must train or coach these individuals.
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Typical of these who would find this a valu-
able guide are:

A President of a company or a nonprofit corpo-
ration, for a report to the board of directors or stoc-
kholders.

A Sales engineer, for a technical sales prsen-
tation to customer representatives.

A Controller, for an overview of the company’s
financial projections to a high-level management g-
roup.

4 Manufacturing cost analyst, for a review of
staff loading requirements with the department
manager.

A Research scientist, for a presentation of the r-
esults of a study at a formal gathering of peers (for
example, a national symposium) or to management
people not specifically oriented to that technical
field, two distinctly different types of presentation.

4 Government department head, for presentati-
on of a new initiative to the appropriate legislative
body.

A Credit manager, for introduction of a new
credit-application system to employees.

A Training instructor for presentation of a se-
minar of workshop.

4 Human resource specialist, for an employee
recruitment Presentation.

A Project engineer, for a report on the current
status of a directed design change to a customer or
to his or her own management.

A Purchasing agent, for a bid-seeking meeting
with potential subcontractors.

A Supervisor, for a motivational presentation
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LOUD AND CLEAR

on workmanship to employees.

A Safety engineer, for an accident-prevention
presentation to a group of maintenance supervis-
ors.

A Any technical person, for a presentation to
other technieal people or to nontechnical people..

A Any nontechnical person, for a presentation

to technical people or to other nontechnical people.

How can You, as an Individual, Gain
Maximum Benefit from this Book?

Recognizing that many individuals will want or, of
necessity, have to use this book without benefit of an
accompanying skillstraining program, we suggest the
following approach for maximum benefit. As with
most tools, the versatility and usefulness of this book
will increase in direct proportion to your effort and
experience in using it. [t will be of most value to you
if you:

1. Skim through it quickly to get an overview.

2. Then read it carefully, doing the recom-
mended action exercises.

3. Use it as a specific guide every time you
make a presentation.

4. Refer to it for solving specific problems
only after you are familiar with the total recom-
mended approach.

5. Practice the recommended techniques every
chance you get.

6. Start now!
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How Can You, as a Presentation Skills Trai-
ner, Use this Book in Your Training Program?

Your personal preferences and experience as an
instructor and the particular circumstances of the
moment will affect the approach you use in con-
ducting a presentation skills-training program. Our
training efforts have been successful when the fol-
lowing points were observed.

1. Optimum group size: 12 to 15 persons.

We have conducted effective classes, howev-
er, with as few as seven and as many as 25, in the
latter case using a second instructor for divided
practice sessions.

2. Optimum program length: 21 to 27 hours

a. Separate sessions of two, three, of four hours
(three is the optimum length).

b. A three-day intensive seminar-workshop.

c. Combination of half-and full-day sessions.

The actual program length will be directly re-
lated to the number of participants because of the
need for individual practice presentations. Also, you
could easily expand the program to a full semester in a
classroom setting, with greater subject depth and with
more and longer practice presentations.

3. Preparation exercises.

a. Preassignment. Participants should come to
first session with a presentation topic in mind and
with a general knowledge of the subject matter.

b. Participants should write their presentation
objectives in class, followed by small-group evalu-

ation, while you circulate among the groups, assist-
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LOUD AND CLEAR

ing as needed.

c. Each participant should prepare a Prelim-
inary Plan, in or out of class, with in-class, small-
group evaluation, while you circulate.

d. When practical and desirable, participants
should design their visuals, in or out of class, for
evaluation by other class members as well as by
you as the instructor.

4. Practice presentations by participants.

a. Each participant should make at least two
in-class presentations of 10-to 15-minute dura-
tion. Some variation, either shorter or longer, is
possible without loss of value. Our experience in-
dicates that individual learning is much greater
with two or more practice presentations than wih a
single practice presentation, because of the opprtu-
nity to correct presentation errors.

b. We strongly recommend videotaping the pr-
actice presentations, with the opportunity for later
review and evaluation with you as the instructor/
coach or for selfevaluation by the presenter indi-
vidually.

c. Audiotape recording is an acceptable alter-
native if video is not available, recognizing that eval-
uation is limited to the voice and verbal message only.

d. We recommend that you prepare both a
written and a verbal evaluation, as the instructor,
and by fellow participants, immediately following
each practice presentation to provide instant feed-
back to the presenter as well as cumulative learning
for all participants. (One technique that we have
found effective is to rotate a“chief evaluator’ role

among participants, giving each the opportunity to
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evaluate constructively someone else’s presenta -
tion. You can supplement this with your own com-
ments as well as comments from other participants. )

5. Instructional approach.

a. You need to be a role model, demonstrating
a variety of visuals and other aids and presentation
approaches during your formal subject matter pre-
sentations.

b. Cover each of the six presentation steps
completely detailed in Chapter 2, with supervised ac-
tion exercises, before you proceed with practice pre-
sentations.

c¢. Encourage participants to read Chapter 3,
Developing and Using Presentation Visuals and
Support Materials, on their own, with an option of
a separate, supervised workshop session on prepar-
ing visuals.

d. Schedule practice presentations to start as
quickly as possible after you cover preparation steps
and related exercises, making initial assignments

during the first session.

e. Develop a series of short discussions on
presentation techniques that can be interspersed as
a change of pace between groups of practice pre-
sentations.

f. When feasible, schedule one-on-one coach-
ing reviews with participants using the video- or au-
diotapes recorded during practice sessions.

Please bear in mind that these factors have
proved effective in training programs that we have
conducted. You may be equally successful using a
different combination. You can adapt the material

in this book easily to almost any approach.
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