
Manager Summary 
Key point What participants learned Why it matters

Developing  
Charismatic 
Presence: 
Voice and  

Body 
Language

Analyzing cultural and personal 
problems voice and body language 
and how to improve them through 
personal and group presentations, 
video and trainer examples, activity 
sessions pinpointing specific voice 
and body language qualities, and 

practice using personal presentation 
material.

Audiences judge speakers, 
consciously or unconsciously, 

through their words and 
actions. Avoiding common 

mistakes and utilizing 
professional techniques 
engages listeners and 

persuades them to believe 
and act. 

Building Better 
Messages

Examining common problems with 
content including the amount shared, 
kinds of information used, and how 
audiences’ concerns are addressed. 
Organizing content and messages 

based on a specific persuasive 
template that makes presentation 
memorable from the introduction, 

through the body, to the conclusion.

Audiences too often get 
drowned in facts and 

statistics while not 
understanding the key 
messages of a speech.  

Using particular structures 
leads to memorable 

messages and audience 
action.

Dealing 
Positively with 

Difficult 
Questions and 

Impromptu 
Speaking

Reviewing example question and 
session sessions and practicing 
personal abilities of answering 

questions using a 4-step process and 
speaking off-the-cuff in an organized 
manner the speaks to the person who 
asked the question as well as to the 

audience as a whole.

Handling questions during or 
after presentations may be 

the decision point on whether 
or not an audience will take 

action.  It’s particularly 
important in technical 

speeches and in case study 
presentations.

Using Effective 
Visual Aids

Understanding common visual aids 
pitfalls and focusing on how 
PowerPoint can be effective.  

Learning simple and effective slide 
organization and design rules that 
complement speakers’ messages 
instead of distract.  Restructuring 
personal slides and slide decks to 

create visually appealing and 
memorable presentations.

A large majority of slides 
used everyday are not 

needed, or worse, actually 
work against presenter goals.  

By limiting the information 
and types of visuals 

audiences see on stage, 
speakers are more easily 
understood, likable, and 

persuasive. 
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How to Guide Future Improvement 
Things to look for

1. Presentations open with an interesting hook, review an existing problem, describe a 
common or usual solution, state why that solution isn’t the best solution, and deliver a 

new insightful proposal
2. Presentations address key questions the audience may have and then address those 

questions by giving answers, teaching information, explaining processes, and/or 
otherwise satisfying the audience’s curiosity

3. Key questions and answers lead into the next key question so the presentation flows
4.  Conclusions summarize the presentation content, return to solving the original 

problem, give a positive future view, and call the audience to take action or the next step
5.  Slides can be understood within 3 seconds, use large clear images, use only the 

words needed (usually 7 or less), and large clear text
6.  Speakers’ emotions and energy match their content and are displayed in a variety of 

facial expressions, body and hand gestures, and movement on stage
7.  In Q&A sessions, speakers acknowledge the question asked, clarify or repeat the 

question, answer the question, and confirm that the answer was effective

Coaching questions to use with participants
1. How effective are other people’s presentations in our company in terms of structure, 

amount of content, delivery style, and visual aids?  What advice from the workshop 
could be used by other people to improve their performances?

2.  What future presentations are you working on or might work on in the future?  What 
are existing problems, common solutions, and new insightful solutions?  What key 

questions might the audience have about your insightful solutions?
3.  What was your action plan at the end of the workshop?  What steps have you 

accomplished?  What steps are you taking next?  How has the workshop helped you?
4.  How have your visual aids and slides changed and what has the response been?

Future opportunities to give participants
1. Allow them read speech drafts and give feedback on content and structure

2. Ask for private speech feedback after live or recorded presentations
3. Organize practice sessions or feedback sessions after company presentations

4. Invite participants to deliver speeches or part of speeches for management
5. Ask for visual aid and slide review, tips, and feedback

6. Create informal speaking opportunities at lunches, dinners, and company events

Resources for more information
www.1221.blue/speechresources                   www.1221.blue/powerpointresources 
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