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“The brain starts working the moment you’re born and never
stops until... you get up to speak in public.”

Anonymous
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Presentation skills

= Good presentation skills: one of the key aspects for career success
= Presentation skills are acquired, not born with

= Extroverts are natural speakers, yet the most solid presentations are
often delivered by introverts
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Myth of technical presentation

= “Atechnical audience requires a lot of technical details”
o What audience wants: Less is more

= “Content is everything”
o Style + tone > 70% of the overall message impact

= “The main channel for information flow is the slide deck”
o The speaker is always the focal point
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Role model?
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Why/Who/What/How

= Why do you present

= Who are the audience

= What to present to your audience

= How to plan for your presentation

ol
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Planning a presentation present

If the topic is for your choosing, pick one that:

0 you are passionate about

o your audience will be interested in

o tells the audience something that they don’t know

If the topic is given to you:

o clarify the requirements

o add your own perspective

o use current news, examples to enrich your story

HKIE Membership
o highlight how you work, not how the team/system works

o emphasize any decision making opportunities
(technical/financial/ethical...)

0 underscore your inputs, not your observations
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‘ My role as a power engineer - Brainstorm

%

Job

Time

People

Equipment

Decision

Job
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= Job + Time
1. How long | have been in the role?
2. Daily work hours?/busiest seasons?/deadlines?

= Job + People
3. My colleagues/best partners/people’s challenges

4. Professional characteristics for the job (reliable/organized/ethical/positive
attitude/emotional control/communication skills)

5. Training/benefit/perks

= Job + Equipment
6. Description of equipment/system/plant layout/safety
7. Job function: maintenance/operation..

= Job + Decision
8. Daily decisions | have to make
9. My career plan
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= Part1 - Introduction
1. How long | have been in the role?

4. My professional characteristics
(reliable/organized/ethical/positive
attitude/emotional control/communication)

= Part2-Myrole

7. Job function:
! maintenance/operation..

6. Description of

= Part 3 — Challenges/satisfaction equipment/system/plant layout/safety

8. Daily decisions | have to make
2. Busiest seasons?/deadlines?
3. My colleagues/best partners
5. Training/benefit/perks

\ 4

m Part4 - conclusion
9. My career plan
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Formulas for Speech/Presentation Organization

OIBCC — Basic Formula

a

o 0O 0O O

Opening — grab attention

Introduction — “Why bring this topic up?”
Body — bulk of the presentation

Conclusion — summarize briefly points
Close — something to remember/think about
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Harvard School Formula

PREPY
o Point of View — “Smoking is bad”
o Reasons — “cancer/money/bad influence”

o Examples/Evidence — “x people will die from smoking related deceases
by the time | finish my presentation ”

Point of view restated — “If you want a good life, give up smoking”

“You” oriented — “Take the first step now, throw away the cigarette pack
in your packet on your way out”
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HEZIES | BUND SuMMIT

L*;i#' NUZMRS

BUND SUMMIT

= f— @E \Ai_
https://www.youtube.com/watch?v=GqyEGhm sﬂf)zu:r/cqe::(.Singg,E ém()—;()j)& .

NoZk&ab_channel=HuatenGlobal
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Viewpoint (3" AR &N 498 AR A ] #E)2:16 — 3:24

—HUAREM A — B AN, et RF A TIREREN, LEAZK
EE 1%!505 mEAMAANIEZ G, ZRMBEANGZE G, EMENZ
éJ"'“”fl? Ky B A%,

R—LRFESROTET, BAZE OB aOFERA MY

Evidence (Z#H M AR, FABENZ9)

AR BB ENAALEN, ALXMELEAN,. BESREMTEZLZE
I H — R EFAME R M, @B RARR AR, iﬁﬁ%"ﬂ‘@ﬁé, o R BAE
EHE R AT A KR IEM, BB RRGIRAE, ERRMMARG TG, &M
2O ARRRE T, A\ C B RE#MAE, %éﬁ%%%MAﬁ R,

Key Point (% Bl & 4% % A R)

e RAREFTEANANES, TFHANAZRZHIA, KM Mgk kAL,
11 N

S=/FES#N+ALE
Source (Sina, 2020)
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Viewpoint (¥ £|#749 & & 5 7 F]#2) 9:09 — 9:58

A R AR89 BB AT AREE

Evidence (& ‘& f¢ 77 16 7~ L8| #7)

SREMBEFET RS BFRATE, RARE, ROFEA, HEFH
RBARAK, AREFEARMF, BREEHLE, MEHRER, R4
MALE I IR 8, 12 RRMAEF a9k 7 IRF, Bavhe ) R4,

Key Point (# 77 & 7~ 4T)

SRR ES, (210 Ry Kb B, AR A S I KB b ik
RB AR, TR R PE R 699 ik R B AR

S=/FESHNT AL
Source (Sina, 2020)
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Viewpoint (8847248 % 44) 13:20 — 15:32

ARBBATIRGENE R ST RRK - RIFWEHEHE, BERTRIFELR
RI0FHRAEE IR0 FE KO, (FFRMAME vs RARKR)

Evidence (A K #HEH K HAA)

KATLIE R BN A RGBT 71, B KR A8 0013 A A2 R R g 44 S A
CEFRAEATAZZAITEARE, RERSEUAALGHEAH L, LIALR
T KBHGAERE, TRAEELEAFAME,

Key Point (& A4 AR £ H)

AERBmEe, LLAHER, BARR, EBRIMERE,

5=/FESRI+AIRIR

Source (Sina, 2020)
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Function of presentation deck

Slide deck # key channel for delivering information
Only for clarifying/dramatizing your messages
Practise your key points without relying on the slides
Visuals assist you in:

o Pace of the presentation
o Flow of the information

Introduce the topic area of the next slide before you flip
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Slide layout

Slide deck # reading deck
Each slide should be self-contained

Clear, simple, NO animation/3-D/emojis (unless there is a reason for)

No more than 3 - 5 key points
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Financial applications of basic excel functions

An investor bought the stock of
the company at $12 per share on
1/1/2013. Assuming that on
31/12/2017 he can sell the stock
at a level of price equivalent to
the average Prospective PE (1)
of the comparable companies
times FY2017 EPS, what is the
IRR of his investment? You may
assume that the investor will
collect the last dividend payment
of the period.

If we change the dividend payout
dates to be five months after the
year ends, what is the new IRR
of his investment? (Note: In this
case the investor will not collect
that the last dividend payment of
the period)

= EXxcel Practice Exercise

A simple comparable companies analysis table is required

for the calculation

Comparable Companies P/E Multiples

Company

Market Cap ($ mn)

Share Price ($)

EPS ($)
2012
2013
2014

Company
Company
Company
Company
Company
Company
Company
Company

Average

High

Low

Median

Count

Average (excl. high & low)

A

I G moo >

240
4.50

0.40
0.45
0.56

B (¢} D E
1,500 2,400 1,350 890
15.40 11.50 14.50 12.00
0.40 1.40 115 0.90
1.60 1.60 1.10 0.95
1.80 1.80 1.30 1.10
Historical Prospective (1) Prospective (2)

PE Multiple based on EPS of:

2012 2013 2014
11.3x 10.0x 8.0x
38.5x 9.6x 8.6x
8.2x 7.2x 6.4x
12.6x 13.2x 11.2x
13.3x 12.6x 10.9x
8.9x 8.4x 7.9x
6.3x 6.0x 5.2x
12.4x 11.5x 10.6x
13.9x 9.8x 8.6x
38.5x 13.2x 11.2x
6.3x 6.0x 5.2x
11.8x 9.8x 8.3x
8 8 8
11.1x 9.9x 8.7x

F

540
6.70

0.75
0.80
0.85

G

H
335
120

0.19
0.20
0.23

4,120
24.50

1.98
2.13
2.32
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Planning for your presentation
Myth of presentation

What to present

Who are the audience

Role model

Idea generating techniques

I T N S )

Building your presentation deck

Techniques for delivering your
presentation

© All rights reserved.

Gala




Amine Treating
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Source: GEORGE TCHOBANOGLOUS and HAROLD LEVERENZ
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‘ Use font size that is clear

Wastewater Treatment Process Flow Diagrams
Without and With Influent and Effluent Screens

Source: GEORGE TCHOBANOGLOUS and HAROLD LEVERENZ
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Landfill Developments for Energy and Capacity
Recovery and Control of the Release of Methane

» -_“--Q.

A .
~ Fanaiill Bloreactor - methane recovery

\
Enhanced blown air landfilt for
capacity recovery or methane contfol - Compost cover for mathane control

Source: GEORGE TCHOBANOGLOUS and HAROLD LEVERENZ
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Brine Management: Concentration with
Falling-Film Evaporator

Source: GEORGE TCHOBANOGLOUS and HAROLD LEVERENZ
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The training

Challenges for Distributed Systems Challenges for Distributed Systems
1. ;’:‘gﬂ&:g;ﬂ:nﬁ’mtmm" of public health and 1. Protect public health and the environment
2. Overcome the sligma associated with past

poor performance of onsite systems 2. Poor paSt performance
3. Playavital role in water resources 3. Water resources management and

management and sustainability

4. Allow for the implementation of new concepts
for wastewater management (e.qg. different

sustainability

uses of soil, not conventional treatment) 4. Implement new concepts
5. Help to create a paradigm shift from effluent .
disposal to water reuseg 5. Effluent disposal versus water reuse

Source: GEORGE TCHOBANOGLOUS and HAROLD LEVERENZ
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Use parallel sentences

“My job responsibilities include the following:

- Site safety monitoring

- Organize monthly interdepartmental meeting

- Preparing progress reports for the management”

My job responsibilities include:

- monitoring site safety,

- organizing monthly interdepartmental meeting

- preparing progress reports for the management.

© All rights reserved. Gala



Use parallel sentences

“The plan is deficient because:

- the budget was not prepared
- Staffing not approved

- other errors”

The plan is deficient because:

- the budget was not prepared
- staffing was not approved

- other errors were made

© All rights reserved. Gala



Future tense

Chinese speakers tend to use future tense excessively

® Qoo

Be responsible for (& HH iz & iz B — ..
Be able to (FHALEE N & EKEE. ..)

Plan to (fE202 14 F 5 ...)

Lead to (ZEIEEL A NI HTE..)

Is true in general (JKIE T %544)

© All rights reserved.
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Presenting data
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Put numbers into perspective

35% of people thought “million,” “billion,” and “trillion” are

equally spaced on a number line
Many people treat 980 million and 2 billion as nearly identical

“Americans own almost 300 million firearms...” = about 1
firearm for every person in the United States.” (Time)

“120 billion pieces of disposable plastic cutlery each year” =
“about 120 pieces each per person each year”

© All rights reserved. Gal



Rules of writing numbers — common mistakes

“The tunnel cost the company four [?] [ Million. No ‘s’ when an exact ]
dollars to build.” (million/millions) number is given.

“The coal yard has 20 [?] tones of Million. No ‘s’ when an exact
storage capacity.” (million/millions) number is given.

“The new team head is an thirty [?] Year. Thirty-year-old is an

old.” (year/years) adjective.

“Three hundred million dollars [?]
budgeted for the construction of a new

[ Is. A sum of money is singular. ]
airport runway.” (is/are)

© All rights reserved. Gal



Sharing too much data

Income Statement
Year

1

2

3

4 Revenues

5 COGS

i SGEL

T |Operating Expenszes
8 |Depreciation Expenze
9 |EEIT

10 |Interest Income

11 |Interest Expensze
12 |EBT

13 |Income Taxes

14 |Net Income

15

16 |Shares (utstanding {(thousand)

17 |EP3

18

19 Balance Sheet

20 |Year

21

22 |Cash Balance

23 |Account Receivables 49,3
24 |Gross FPE

25 Aecumulated Depreciation

26 |Net FPE

27 |Total Assets

28

29 |Account Payables 19,1
30 |Debt

31 [Common Stocks
32 |Retained Earnings
33 |Total Liabilities and Capital

35 |Cash Flow Statement
36 |Year

38 |Net Income
39 |Add: Depreciation
40 |Lezs: Change in Working Capital

Scroll Lock

H £ Type here to search

10 11 12
f00.0 G25. 0 Ta8l1.3 976, 6 1,171.9 1, 347.7 1,482. 4 1,630, 7 1,712. 2 1,787.8
240.0 300.0 78,0 468. 8 A74.2 G60. 4 T26. 4 815, 3 866, 1 808,49
5.0 93.8 117. 2 146. 5 176. 8 202.1 222. 4 244. 6 256, 8 2697
3158.0 3938 492, 2 615, 2 ThO.0 862.5 948, 8 1,069, 9 1,112.49 1, 168. 6
54,5 To.5 89,5 99,5 109. 5 116. 8 124.0 131. 3 138.5 145. 8
130. 5 151. 8 199, 6 261.8 312. 4 368, 4 409. 7 439.5 460. 8 483.5
1.9 2.3 2.5 1.3 0.7 0.7 1.3 1.2 1.4 1.7
15.4 13.5 22,9 22,9 22,9 22,9 22,9 22,9 22,9 22,9
117.0 140. 6 179, 2 240. 3 280, 2 346, 2 3881 417.8 439, 3 462, 3
361 42,2 53.8 72,1 a7.1 103.9 116. 4 126. 4 131. 8 138.7
81.9 8. 4 126. 4 168. 2 203.1 242. 3 271.7 2082.5 307.5 323.6
71.580 91, 80 91, 80 91, 80 91, 80 91, 80 91, 80 91, 80 91, 80 91, 80
0. 90 1.08 1.37 1.84 2,22 2, 65 2,97 3020 336 3. 54
3 4 ] ] 7 8 9 10 11 12
116. 7 124. 4 65, & 361 33.2 66, 2 61,8 68, 2 86, 7 113.9
61,6 771 96, 3 120. 4 144. 5 166. 1 182. 8 201.0 211.1 221.6
1,080.0 1,680.0 1,780.0 1,990.0 2,190.0 2,335.0 2,480.0 2,625.0 2, 770.0 2,915.0
159. 0 238.5 328.0 427.5 R37.0 653, 8 TTT.8 a09. 0 1,047.5 1,183.3
931.0 1,361.5 1, 462.0 1,562, 5 1,663.0 1,681.3 1,702.3 1, 716.0 1,722.5 1,721.8
1,109.3 1,663.0 1,623.8 1,718.0 1,830.6 1,912, 6 1, 946. 8 1,985, 2 2,020, 3 2,087.3
25,9 32,4 40,5 B0, 6 61,6 T0.9 T8.0 a7.1 91. 5 96,0
269.5 457.5 457.5 457.5 457.5 457.5 457.5 457.5 457.5 457.5
715.0 9158.0 9158.0 9158.0 9158.0 9158.0 9158.0 9158.0 9158.0 9158.0
8.9 148.1 210.8 204,49 3965 469, 2 496, 4 h25. 6 AEA. 4 h88. 7
1,109.3 1,663.0 1,623.8 1,718.0 1,830.6 1,912, 6 1, 946. 8 1,985, 2 2,020, 3 2,087.3
3 4 ] ] 7 8 9 10 11 12
81.9 8. 4 126. 4 168. 2 203.1 242. 3 271.7 2082.5 307.5 323.6
54,5 To.5 89,5 99,5 109. 5 116. 8 124.0 131. 3 138.5 145. 8
A.5 .49 11.2 14.0 13.0 12.4 9.5 9.1 .7 6.0
9 169. 0 203.8 2537 2096 346, 7 386, 1 414.6 440. 3 463. 4
Ratio | Valuation | Limitation |

4] |Cash Flow from Operating Activit: 130,
| Inputs | Working Statement
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Presenting data

Car accident

rate N

# of holidays

»
| o

“We have observed that the
number of holidays drives
the rate of car accident.”

Confusing correlation with
causation.
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Presenting data

top 10 salariesat O

RANGE FR(

Lead Software L. @ Senior
Engineer —L=F Managers
Contractor ';}31: - 192k

221k - *239k

Group
Product
Manager

$216 5k

157 - "172%
Product & © Marketing

Management Director
Director 165k - *179k

203k - "218k (7
®
Staff User

Experience

Designer
Directors 167k - *197%

172k - 23
two salane Senior Partner

Technology

Manager

180k - "195k

Engineering
Director

184k - "198k

Human
Resources
Director
183k - 199k

Source: jobvine.co.za

© All rights reserved.

Gala



Presenting data

Top 10 Google Salaries by Job Category
JOB CATEGORY according to users of GlassDoor
Lead Software Engineer Contractor . —
Product Management Director - —
an— ——
Engineering Director - —
Human Resources Director - ——
Senior Partner Technology Manager . —
Staff User Experience Designer ‘ —
Marketing Director ‘ —
Group Product Manager ‘ am—
Senior Manager* ‘ ————
sus  ws s ws s ms  us
* Only 2 respondents hold the titie ANNUAL SALARY in THOUSANDS OF DOLLARS
of Senior Manager (elf-reported by Respondents)

Source: junkcharts.com
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Presenting data

sales Northwest [
$300,000
— soutwest |
e soun |
$150,000
5100000 midwest |
Sal
*ouy 7T Nortneast |
AP S A P o Soutneast. | EE—
& & & > 8
& & & 3§ e op"” & $O $50 $100 $150 $200 $250
S & 4
. Sales (000s)
Horizontal is \
Remove easier to read Condense axes
borders

Source: Michele Kiss
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Unnecessary #-D

- Slightly over $150,000
ales
$300,000
$250,000
$200,000
$150,000 Slightly over $150,000...
$100,000 I I but you have to work
o to figure that out...
é& eeo“ f@ &o“ 4 &o“ < eeo“ r a;o“ p eeo“
S e >
e0&‘;1‘ "0‘)“\ '-,o ‘}\sl‘ “ob‘& °’°§Q Sa'es

Source: Michele Kiss
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Pie-chart
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Delivery '.
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Opening

You presentation starts when the first audience appears in the
room...

© All rights reserved. Gala



Who are the audience

= Don’t assume that your audience:

arrives on time

wants to listen to you

IS technical

wants more, not less information

can connect the first part and the second part of presentation
will go home and remember the content of your presentation

0 0O 0 0O O O
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The audience

People acquire/retain
knowledge by:

By reading 10%
By seeing 20% 50%
By hearing 30%

By doing 80%

© All rights reserved.
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Oral presentation

Openings to avoid:

“Sorry for being under-prepared, | was only told about the
presentation a week ago...”

“Thank you for your time, this isn’t going to take very long...”
Read out an opening from your notes...

Hey! Hello

© All rights reserved.
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Opening - typical

“Hello, everyone. It is my
pleasure to be here today.

My name is :
and | am going to be speaking
to you today about

To begin, my agenda today
include the follow points, they

”

© All rights reserved.
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What if/ Surprising statistic

“What if the world is doomed and we can leave ONLY one sentence to the
future generations to reboot technology, what will it be?”

© All rights reserved. Gala



What if/ Surprising statistic

“Look to your left. Now look to your right. On average, one of your two seatmates
will develop cancer in his/her lifetime”

© All rights reserved. Gala



What if/ Surprising statistic

“It is estimated that 99% of all the species that have ever lived on Earth are
now extinct”

© All rights reserved. Gala



What if/ Surprising statistic

“120billion pieces of disposable plastic cutlery are discarded in India alone
....each year”

© All rights reserved. Gala



Pacing in the room

Audience

Audience

Audience

Screen

© All rights reserved.
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Gesture

* Eye contact

Smile

Natural stand
Appropriate hand gesture

© All rights reserved. Gala



Gestures

Use gestures for :
*Weight

*Shape
*Direction
*Importance
*Comparison...

© All rights reserved. Gala



To avoid..

© All rights reserved. Gala



Bad body language

1. Don'’t fumble with a pencil, watch, or ring

2. Don’t use um, ah, so, you know, well, right?

3. Don’t feel awkward with silence (5 seconds)

4. Don't try to use a “professional voice”. Use a clear voice
5. Don’t read from your slides

6. Don’t pay more attention to the screen than to your audience

© All rights reserved.
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Q&A

Thank you a Nod as you listen
for the question a Compliment the question
q
Reframe the o Frame the question such that everyone can understand
guestion o Strip out the part that is an opinion

o Never give a yes/no response

Answer the _ s
guestion o Explain your thinking process
C ud o Give a very brief statement to conclude
onclude

o Nod and smile

© All rights reserved. Gala



Difficult questions

= Don’t break into nervous laugher when you cannot answer a question
= Calmly admit that you don’t have the answer

= Even you don’t have an answer, explain your logical thinking

= Most audiences are sympathetic

© All rights reserved. Gala



Criticism

= Nod and smile as you listen to criticism

= If you do not agree with your audience:
o Don't fold you arms/shake your head/frown..
o Don’t answer back with “but”
o Say thank you

= Remember: there is no ‘you vs them’

© All rights reserved. Gala



Criticism

= “That’s an interest angle, if | may add on that...”

= “Thank you for your insight. It is valuable. If | may add a
different perspective..”

= Find the part of the criticism that you can agree on:
o “Thank you, we both think that .....is important”

o “Thank you for your valuable comment, | in particular agree
with the part you mentioned about .....and regarding (what
you disagree)...... my view is that.....”

© All rights reserved.
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Bad advice

What if | — Fear of public

Fear of being )
screw up? — speaking

judged

Practice in front of a mirror

Just ignore your anxiety

“Focus in” as if the audience is not there
Imagine you are presenting to melons

© All rights reserved. Gala
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Handling anxiety

— Enjoyable
+ — speech
* Normalize public speaking
* Believe in what you are going to share
« Imagine that all participants are your friends
* Focus on the needs of the audience
© All rights reserved. Gal

All rights reserved



Conclusion: What to avoid...

focus on oneself rather than on the audience

blame the setup/room/temperature/equipment/colleagues
apologize for every minor thing

look impatient and just want to finish with

read out from a presentation deck that has everything typed up
use filler: ah, uh, | mean, like, okay, you know, um...

walk up and down too much

look to the ceiling/floor (whether presenting or waiting for your turn)
use jokes that are tone death

use acronyms (SPV, RBS, CDO...) that are unexplained

0 0o 0 0O 0 0O 0 o0 o O
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