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关键字　Key Words


金句（Sound Bite）


台湾的电视节目主持人，在节目要播放影片时常会说：“我们来看一段VCR。”把影片说成“VCR”是误用，正确的说法之一就是“sound bite”。更确切来说，sound bite就是广播和电视新闻中引用的新闻人物（尤指政治人物）发言片段，也引伸为演说内容中言简意赅的金句。sound bite是美国媒体从业人员常用的名词，在媒体爆炸的时代，政治人物或是名嘴为了吸引镁光灯、加深选民印象，都会练就发表“10秒金句”（ten seconds sound bite）的本领。美国盛行的实境节目，为了让节目更有可看性，有时会把主角说过的各段sound bite重新剪辑，塑造出不符主角原意，但比真实生活更精彩的结局。这种东拼西凑的造假把戏，业界戏称为“Frankenbiting”，也就是像科学怪人（Frankenstein）一样凑出来的sound bite。

在2004年以93岁高龄辞世的美国前总统里根（Ronald Wilson Reagan），一向是公认最懂得使用sound bite的政治人物之一。在1977年一场加州的造势大会上，里根开场就说：“据说政治是人类第二古老的行业，我现在才明白，政治与最古老的那一行极为相似。”1980年，里根竞选总统的政见之一是反对堕胎。在面对强烈主张堕胎合法化的抗议群众时，里根说：“我发现，在座每一位支援堕胎的人士，都已经出生了。”说到政府，里根这样解释：“所谓政府，就象是个庞大的婴儿肠胃，上端的胃口大，末端却没有一点责任感。”面对严峻的冷战局势，里根呼吁“把共产主义置于历史的灰烬”，又在访问东柏林的时候公开向苏联叫阵：“戈巴契夫先生，拆了这面墙吧。”甚至在宣布罹患阿兹海默症的时候，里根还能够在告国人书中说出这样动人的金句：“我正走上日落之旅，但我相信对美国人来说，这段路程的尽头永远是日出。”


共鸣（Connection）


要让简报台下的听众产生共鸣，赢得听众认同，就必须从规划内容时，就采取听众的角度。演讲者要能抓住听众心情，了解听众需求、说出听众心声，甚至解答听众疑惑，让听众觉得演讲者跟自己是站在同一边。如果听众是一群母亲，你自己也有子女，就可以特别凸显亲子关系的部分；如果听众是青少年，那么开场就可以是“当我在你们这个年龄的时候……”。美国人权领袖马丁·路德·金，在1963年发表著名的“I Have a Dream”演说时，非常清楚自己诉求的对象是中产阶级白人，因此在讲稿中大量使用金融用语，比喻美国政府未能对黑人实现承诺，例如：支票兑现（cash a check）、签发期票（signing a promissory note），以及跳票（defaulted on this promissory note）等。此外，金在发表演说时，发音清楚，和大多数黑人惯有的腔调不一样，而且用字谨慎，不挑起种族争端，再加上感情丰富的语调以及明确的诉求，不仅现场听众为之动容，更赢得许多电视观众的共鸣。



5分钟摘要



从此手不冒汗、舌不打结，告别台上一条虫的窘境！　
英文



能够呈现一场强而有力、打动人心的简报，并且触发听众采取行动，是商业领域中最强效的天然兴奋剂之一。可惜，大多数人从来没有这样的体验，因为只要老板要求我们做简报，大家就会开始担心惧怕，甚至会觉得自己马上要面临末日审判一样。做简报不一定要这么紧张。事实上，有9项步骤可以让你在做简报时，从冷汗直流，变成口若悬河，连顽石都能被你说动：
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“如果你害怕做简报，我的目标就是要去除你的恐惧感，让你满心期待自己的下一场简报。我完全是用过去担任传媒记者、开设媒体制作公司，以及指导简报技巧的经验，来设计教学内容、诀窍和范例。写作这本书的过程中，并没有反驳或是参考任何研究、分析或数据。我要告诉各位的，就是我客户每天都在用的简报技巧，就我自己亲眼所见，这些技巧的确非常有用。”

——马克·威斯柯




MAIN IDEA



中文



Being able to give a powerful presentation that connects with the audience and moves them to action is one of the great natural highs the world of business has to offer. Unfortunately, most people never experience this because they feel intense feelings of dread or even impending doom when given a speaking assignment. It doesn't have to be that way. In fact, there are nine steps that will take you from a state of perspiration to a state of great persuasiveness:
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"My goal is to move you from feelings of dread, if that's where you are, to feelings of excited anticipation for your next presentation. I've based all these lessons, tips, and examples on my experience as a broadcast journalist, media company entrepreneur, and presentation skills coach. No research, studies, or data were harmed or even consulted in the creation of this material. I'm going to tell you exactly what I see working successfully with my clients every day."

—Mark Wiskup





步骤1　利用恐惧产生的力量　
英文



主要观念

恐惧对做简报的人来说是有帮助的，可以让你鞭策自己做好万全准备。一定要正视自己的恐惧，还要运用恐惧的力量来设计并且发表一场绝佳简报。

支持概念

在面对听众做简报时，可能会产生下列5种恐惧：


	
害怕听众会用严苛标准评量自己的表现，因为你占用了听众宝贵的时间
 ——听众的确会评量你的表现，因为他们把时间花在你身上，而时间正是最宝贵的资产。但你一定要记住，听众的评量也可以有另一种结果。你的简报如果强而有力，而且真正能够引起听众的共鸣，听众会因为这场简报爱上你，并且推崇你。要去除这样的恐惧，就要努力让自己风趣幽默，还要让听众听到真正有意义的内容。

	
担心听众不想听自己简报，因为他们过去上过其他演讲者与无趣简报的当
 ——因此听众会心存怀疑还会尖酸刻薄。这样的忧虑不仅合理而且正确，但对你来说也是绝佳的机会。只要能够先赢得听众对你的信心，然后用精彩的简报回报听众，听众就会热情而真心地回应你。把这样的恐惧化为动力，打动听众，让听众享受绝佳的体验。

	
怀疑听众不会专心听讲
 ——因为就算此时此刻你就站在听众面前，还是有各种型态的媒介会分散听众的注意力。其实只要你的简报很棒，能够引起共鸣，就算有再多讯息干扰，听众还是会专心听你简报。还好，你可以明确感受到听众对你简报内容有多少兴趣。把这样的恐惧化为动力，设计出活泼扎实的简报，让简报内容有趣又吸引人。

	
担心听众会因为自己在简报时犯了错而讨厌自己
 ——事实上，只要简报内容结构严谨，陈述时有条不紊，根本不会有人挑剔你的小瑕疵。不要想去追求完美，反而要全心让听众记住自己的简报。此外，听众其实很喜欢看到演说人犯错，因为这样可以让你更有亲切感。

	
害怕听众会对自己的构想嗤之以鼻
 ——而且认为你没什么头脑。会这么想是合理的，因为简报就是用自己的语言来陈述想法。然而只要引起听众共鸣，就可以避免这个问题。要让听众能够很容易地接受甚至否定你的构想，但是要做好万全准备，才不会让人怀疑你连自己在说什么都搞不清楚。



整体来说，上述5种恐惧不仅合理而且正确，但是只要细心准备，这些恐惧都是可以克服的。进行绝佳简报的第1项准备工作就是，从头到尾把自己的简报内容完整检视一遍。想清楚简报的全貌后，就可以在这个架构上建构简报内容。

精彩简报不会滥用PowerPoint等简报工具，或制作图表的工具。整场简报下来，使用的投影片应该控制在16张以下，投影片的顺序如下：


	用简报题目开场，说明自己接下来要进行的内容（投影片1）

	接下来，提出铿锵有力的金句，也就是你希望听众听完简报后，牢记在心里的关键句（投影片2）

	把简报内容切割成3段说明，每一段说明要用一张投影片介绍，再用两张投影片浓缩整理，并且用可以让听众牢记的故事作为解说的案例（见“精彩简报架构”）

	结束时，再次强调自己的金句（第15张投影片）与简报题目（第16张投影片）
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Step 1  Use Your Fears to Your Advantage  
中文



Main Idea

Fear is a good thing for a presenter. It spurs you on to prepare thoroughly. Always face your fears head on and harness them to create and then deliver a great presentation.

Supporting Ideas

When it comes to making presentations to an audience of people, there are five general fears you'll probably feel:


	
You'll be afraid the audience will judge you harshly because you're taking up their precious time
 —People will judge you because they're giving you their time, which is their most precious asset. Always remember there is another side to this dynamic. If you give a powerful presentation and genuinely connect with your audience, they will love you for it and judge you positively. To offset this fear, commit to being enjoyable and providing your audience with something of value.

	
You'll be afraid the audience won't listen because they've been burned by other speakers and boring presentations
 —and therefore they will be suspicious and caustic. This is reasonable and true. It's also a great opportunity for you. If you can first win and then reward their confidence, they will respond enthusiastically and mean it. Use this as your motivation to connect to the audience and provide them with a great experience.

	
You'll be afraid the audience will tune you out
 —because there are so many other types of media competing for their attention even while you're standing in front of them. But the fact is if you're good and if you connect with your audience, it doesn't matter how much other stuff they are bombarded with they will pay attention to what you're saying. The good thing is you have complete control over whether the audience loses interest or not. Use this as motivation to create a brisk and meaningful presentation that is fun-to-listen-to and engaging.

	
You'll be afraid the audience will dislike you because you make some delivery mistakes
 —whereas in reality nobody will worry in the slightest about the odd miscue if your presentation is well structured and delivered. Forget about being perfect and concentrate on being memorable instead. Besides, audiences actually enjoy seeing mistakes—it makes you come across as more human.

	
You'll be afraid audiences will dismiss your ideas
 —and think of you as an intellectual lightweight. This is reasonable because your presentation is your thoughts expressed in your words. You can avoid this, however, by connecting with your audience. Make it easy for people to agree with or even disagree with your ideas but prepare well so there is never any doubt you know what you're talking about.



Overall, these five fears are reasonable and valid, but all of them are also able to be addressed through careful preparation. The first step in preparing to give a great presentation is to have a top-down view of your presentation. When you have this big picture perspective in mind, you can then set to and build your material onto this framework.

Great presentations don't overuse presentation tools like PowerPoint or any other graphic tools. You should plan on being able to give your entire presentation using no more than sixteen slides, structured in this way:


	Start with the title of your presentation, expressed as an action statement (Slide 1)

	Next, introduce your power sound bite—the key phrase which you will want people to remember after hearing your presentation (Slide 2)

	Break your material down into three supporting statements, each of which are introduced with one slide, summarized in another two slides and illustrated with a memorable story (See the template of a great presentation below)

	Close with your power sound bite repeated (Slide 15) and your presentation title (Slide 16)
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步骤2　想一句强有力、好记忆的金句　
英文



主要观念

为简报想一句铿锵有力的金句，这句话要能响亮清楚地说明自己简报的核心观念。每一场让人永志不忘的演说，都有一句这样的金句。

支持概念

金句之所以有用，是因为金句在听众心中留下了“钩子”，一次又一次地勾起听众对这场简报的记忆。金句也是散播想法的好方法，能够方便听众向他的朋友与同事说明你的构想。以下举出几句历史上隽永的金句：


	“我有一个梦。”——美国民权领袖马丁·路德·金

	“我们唯一要恐惧的，就是恐惧本身。”——美国前总统罗斯福

	“你们的日子过得比4年前好吗？”——美国前总统里根

	“生存还是毁灭。”——英国文豪莎士比亚

	“你被炒鱿鱼了。”——美国房地产大亨川普



那么，要怎么为商业简报想出有力又好记的金句？你必须有系统地从下列4种角度思考：


	
从听众角度来陈述自己的构想
 ——构思金句的方向，就是要告诉听众，怎样才能提升自我表现与生活。“各位是本区最优秀团队，很荣幸能够领导各位。”

	
出色的金句直接、有力又简练
 ——立场稳固而明确，不会让听众心生疑义。“这么做，公司就能向前迈进，并且用红利等奖励措施，把更多钱放进各位口袋。”

	
隽永的金句绝不是为了捍卫自己的想法
 ——重点在璀璨的未来，不在过去的问题。“本团队表现杰出，绝对可以持续成功、不断超越。”

	
隽永的金句能够唤起行动
 ——让听众知道你希望达成的目标。“未来几年我们一定会成功，因为我们肯花时间，每半年做一次市场分析。”



你的金句就是简报的架构。想出金句之后，接下来就要建构出3段说明补强你的金句。每阐述完一段说明，其实就是再重复一遍自己的金句，只是用不同方式陈述而已。重复阐释能够让听众了解你的简报内容。

要实际操作上述的简报方式，可以参考下面这个实例：

金句：“投资我们的产品，就是投资一个关心你成功的伙伴。”

说明#1：“投资我们的产品，就是投资一个关心你成功的伙伴。要知道我们一定会说到做到，实践的方法就是追踪你的销售状况，以确保我们提供的产品能够符合你的需要。”

说明#2：“投资我们的产品，就是投资一个关心你成功的伙伴。因此我们不断升级自己的计算机数据库系统，提供更好的服务。”

说明#3：“投资我们的产品，就是投资一个关心你成功的伙伴。因此，我们在这里要恭喜乔治升任地区业务经理。”



Step 2  Develop One Powerful, Memorable Sound Bite  
中文



Main Idea

Develop a power sound bite for your presentation. This should be a ringing and clear statement of the central idea of your presentation. Every memorable speech has one.

Supporting Ideas

The reason sound bites work is they provide a mental "hook" your listeners can come back to again and again. They are also a great way for people to explain your ideas to their friends and associates. Some of history's great sound bites are:


	"I have a dream."—Dr. Martin Luther King Jr.

	"The only thing we have to fear is fear itself."—President Franklin Roosevelt

	"Are you better off than you were four years ago?"—President Ronald Reagan

	"To be or not to be."—William Shakespeare

	"You're fired."—Donald Trump



So how do you create a powerful and memorable sound bite for a business presentation? You need to think systematically:


	
Express your idea from the audience's perspective
 —and mold your sound bite around what they need to do to make their performance and their lives better. "You're simply the best team in the region, and I'm honored to lead you."

	
Good sound bites are direct, strong and simple
 —they take a strong and definitive stand that leaves no doubt in the mind of the listeners. "By doing this, the company will move forward which will put more money in your pocket through bonuses and other incentives."

	
Great sound bites are never defensive
 —they focus on a glorious future and not the problems of the past. "Our team has done well, and we will continue to succeed and excel."

	
Great sound bites are a call to action
 —they tell people what you want to achieve. "We will succeed in the years ahead because we take the time every six months to analyze the marketplace."



Your sound bite will be the framework around which your presentation is structured. Once you've developed your sound bite, you then create three statements that support that sound bite. As you go through the material for each point, you're then in effect repeating the sound bite as well and expressing it in a different way. That repetition is good and helpful in getting your message across.

An example of this idea in action might be:

Sound bite: "When you invest in our products, you're investing in a partner concerned about your success."

Statement#1: "When you invest in our products, you're investing in a partner concerned about your success. You should understand that we walk-the-talk by tracking the success of your products, just to make sure we deliver what you need."

Statement#2: "When you invest in our products, you're investing in a partner concerned about your success. This is why we keep upgrading our computer database systems, so we can serve you better."

Statement#3: "When you invest in our products, you're investing in a partner concerned about your success. And this is why we congratulate George who is now being promoted to regional sales manager."



步骤3　说一段跟金句有关的动人故事　
英文



主要观念

只要能用故事来阐释你铿锵有力的金句，简报的表现就可以从A变成A+。用故事取代数据与术语，听众一定会反应热烈。

支持概念

只要把有力金句跟动人故事结合起来，你的简报对听众来说就不只是有帮助，更有激励人心的效果。

要在商业简报加入精彩故事，可以利用下列方法：


	
介绍主角出场
 ——真实或假想的角色。

	
把故事主角面临的决策或挑战当作实例，用实例取代术语
 ——这样就能把简报内容，转化成实际的行动。

	
用多采多姿的情节，描述行动会产生的结果
 ——让听众能够生动清晰地想象出，你陈述的内容是什么景象。

	
告诉听众为什么要用心听你的故事
 ——换句话说，清楚告诉听众，从这个故事里能够学到什么。这种作法可以让听众知道，你的故事跟他们息息相关，不只是为了说服听众而附会假借的一则故事而已。



一旦构思故事和说故事的功力愈来愈强，你就不只是在传达事实，更是在鼓励听众采取行动。以下是精彩故事的例子：


	“要介绍我们公司，最好的方法就是介绍乔治给各位认识，他是我们在美国西岸的资深项目经理。上星期，我们有一位客户的公司刚完成购并，正在想办法统合两家公司的计算机系统，我们请乔治去服务这位客户。这位客户原本认为，他们公司必须从头来过，建立新的系统。乔治却建议不要买新设备，因为他发现两套旧系统是兼容的。最后这位客户的预算原本是250万美元，最后只花了70万美元。这家公司的董事长不敢相信成效竟然会这么好，所以就把自己在山上的小木屋借给乔治，让乔治和家人今年夏天可以到小木屋度假1周。给我们机会，就会有乔治这样的人才为各位服务。各位必须要有什么样的成功利器，我们都很清楚，希望能为各位服务。”



无趣简报和精彩简报的差别就在故事上。不要引述名人的话，改用感人、好记的故事做简报。听众会因为故事而热烈回应你。



Step 3  Tell an Engaging Story Using Your Sound Bite  
中文



Main Idea

When you incorporate stories that illustrate your power sound bite, you move your presentation from good to great. Replace numbers and jargon with stories and your audience will love it.

Supporting Ideas

When engaging stories combine with your power sound bite, your presentation moves from being helpful to being inspiring. If you tell a short story for each of your three supporting statements, they will come to life for your listeners.

To tell a great story as part of your business presentation:


	
Introduce your hero or heroine
 —a real or a hypothetical person you can name.

	
Replace jargon with the decisions and challenges your central character faces
 —so you can translate the issues being faced into tangible actions.

	
Describe the results of those actions in colorful detail
 —so listeners can visualize everything vividly and clearly.

	
Tell the audience why they should care
 —or in other words, spell out what's in it for them. This will signal your stories are relevant and not merely hypothetical.



As you become better at crafting and delivering stories well, you move from delivering facts to inspiring others to action. Some examples of great stories:


	"The best way to tell you about our company is to tell you about George, our senior project manager for the West Coast. Last week, he was working with a client who had just gone through an acquisition and was looking at how to combine the computer systems of both companies. The client assumed that they were going to have to start from scratch and build a new system. George recommended instead they shouldn't buy any new equipment because he realized the two existing systems could work together. The client ended up spending$700,000 instead of the$2.5 million they were budgeting. The president of the company couldn't believe how well this worked out, and offered George and his family the use of his cabin in the mountains for a week this summer. When you work with us, you get people like George. We know what you need to be successful, and look forward to working with you."



Stories are the difference between a boring presentation and a great one. Forget quoting famous people. Replace them with moving and memorable stories. Your audience will love you for it.



步骤4　设计活泼有趣的简报开场白　
英文



主要观念

精彩的开场白，可以让你立刻引起台下听众的共鸣。在简报开始的头两分钟，就要跟听众建立起紧密连结，这样听众就会专心听你的简报。开场平淡无奇，整场简报都会进行得很辛苦。

支持概念

对大多数做简报的人来说，如果简报的开场很无趣，就很难再把场面活跃起来。要避开这样的厄运，绝对不能犯下列几项常犯的错误：


	
绝对不要用“感谢各位听众捧场”当开场白
 ——全心跟听众建立情感连结才更重要。等到简报结束，听众了解你的价值观以后，多的是时间跟听众说“谢谢”。从第一个字开始，就让听众相信，自己的简报不会浪费大家的时间。

	
不要对听众说自己很高兴能跟他们共聚一堂
 ——这样常常会让听众觉得你不够诚恳。跟听众建立感情，让彼此互动更紧密。激励听众，才是尊重听众时间的表现。

	
不要一上场就说笑话
 ——笑话要讲得成功，绝对没有表面上那么简单。专业演讲者都很清楚插科打诨有多么困难，也很清楚说笑话可能会让自己陷入何等险境。大部分演讲者在试图表现自己的幽默时，充其量不过就只能获得听众平淡的回应，结果弄巧成拙，一不小心还很容易落得让听众觉得你品味低俗，或是举止不当。不要再当上不了台面的丑角，直接切入自己真正要说明的内容。

	
绝对不要用下面这句话当开场白：“主办单位请我来讲关于……”
 ——因为这样的开场软弱无力。这样会让听众觉得，你其实宁愿谈些更有趣的话题。最起码，这种开场白会让听众觉得消极而不舒服，无法吸引人又没有活力。比较好的开场白是：“今天我来到这里，是要告诉各位……”，或是“我今天的目标是要各位记得……”。

	
不要一上场就道歉
 ——不论是因为准备时间不够，或是因为内容不够精彩。这样会让听众觉得你在恳求他们赞美你，或者最起码这显示你对自己没信心。这都会给听众不好的印象。听众不会在乎你来这里做简报的心情，也不会在乎主办单位有没有考虑过请其他人来做简报。

	
绝对不要一上台就大喊“早安！”、“午安！”或“晚安！”
 ——然后还希望听众同样热切地回应你。这么做完全没有意义，听众不想被逼着对你大声喊回去。想要让简报能够感动听众、激励听众，这种开场白简直蹩脚得要命。要记得的是，你做简报是为了帮助听众吸收新知，不是要他们对你五体投地，变成没大脑的应声虫。重点是要感动听众，不是要强迫听众照你的话做。



说到这里，显然是没有什么话题适合当作开场白了。你真正的目标，是要从一开口就表现不俗，然后直接切入简报内容。这听起来或许不可思议，那是因为在你听过的无数次简报中，做简报的人都是用笑话开场，要不然就是感谢你百忙之中抽空来听他做简报。幸好，有更好的方法可以提升简报技巧。

要让简报的开场白更精彩，有下列两种方法：


1．把金句当作开始简报的第一句话
 ——立即跟听众建立紧密互动。这就象是在对听众说：“这场简报绝对非常精彩，要注意听。”我们举下面这个例子来说明：

“我在这边要告诉各位，在接下来12个月当中，组织和个人都将面临一项艰巨的任务。我们的员工人数要增加1倍。未来各位会看到这里出现两倍的人员，也就是说，我们会需要更多工作空间、更多计算机，以及更多杂七杂八的东西。这会是项大工程，但其实我们是非常幸运的，有许多企业都渴望能够体验这种成长的痛苦。我事前评估过，这些成长的痛苦会对各位造成什么实际的影响，现在我手上拿的就是评估结果。各位看过并且认同的话，我会向董事会提出这些建议。接下来我还会向各位说明我是怎么预估的，请各位帮忙确认我进行的方向没有错，确定我的想法跟各位一样。”


2．用令人摒息的故事开场，再用你的金句收尾
 ——这样才能让你牢牢抓住听众的注意力。找个人物当例证，假想的或真实的人物都可以，让这个人物证明你金句的效果。简报这样开场，可以让听众深有所感。

“我想跟各位聊一位大家都不认识的女性，她叫芭芭拉，在我们竞争对手的公司上班。她的头脑非常敏锐，跟客户互动得也很好。但是她不快乐，因为老板没有给她太多晋升的机会。芭芭拉希望为充满活力、正在成长的公司效力，她不是那种未经深思就跳槽的人。我今天跟各位说芭芭拉的故事，是因为各位马上就会看到她，可能是在这间会议室、在咖啡机旁边、在电梯里，也可能是在每月的垒球比赛上。芭芭拉不是唯一即将加入我们的新伙伴。为了要消化公司的工作量，我们就必须在未来的12个月增加1倍人力。我们必须找到、招募，并且训练许多像芭芭拉和其他具备相关经验的同业。这是一项困难的工作，但是事实上也是甜蜜的负荷，有很多竞争对手还都很渴望面对同样的挑战。今天我要向各位清楚说明，我们进行这项‘芭芭拉行动’的想法，希望能确定自己做的准备工作，是真正符合各位需求的。”



Step 4  Give Your Presentation a Truly Dynamic Start  
中文



Main Idea

A great start lets you connect with your audience immediately. Create a strong bond in the first two minutes and they will stay with you. Start slowly and it's an uphill struggle all the way.

Supporting Ideas

Most speakers get their presentations off to a boring start and never quite recover. To avoid this fate, there are a few common practices to stay away from completely:


	
Never start by thanking your audience for coming
 —you're far better off focusing on building an emotional connection. There will be plenty of time for "thank you" at the end of the presentation and once value has been delivered. Right from your first word, start convincing the listener your presentation will not be a waste of their time.

	
Don't tell the audience you're glad to be with them
 —this always comes across as insincere. Build the relationship and do something to establish rapport. Show respect for your audience's time by inspiring and motivating them.

	
Don't start with a joke
 —it's harder to pull off than it appears. Professional speakers know just how hard comedy is and what a potential minefield this approach can be. At best, most attempts at humor come off as feeble and self defeating. It's also too easy to stray into areas of bad taste and inappropriateness. Forget trying to be a closet comedian and instead plunge right into what you're actually there to deliver.

	
Never start your presentation with the line, "I've been asked to speak about…"
 —because this is a weak opening. It sounds like you'd rather talk about something more interesting. At the very least, this opening is passive and uncomfortable rather than engaging and vibrant. You're far better off with opening sentences that begin with "I'm here today to tell you…" or "My goal today is that you remember…"

	
Don't start with an apology
 —for a lack of preparation time or for not being someone more interesting. It sounds like you're pleading for a compliment or at the very least are insecure about your own abilities. These are bad signals to send. The audience doesn't care whether you're glad to be there or whether anyone else was considered for the presentation.

	
Never start by walking to the podium and shouting "Good morning!", "Good afternoon!" or "Good evening!"
 —and then waiting for the audience to respond in kind. It's a completely pointless exercise. The audience doesn't want to be coerced into shouting back at you. That is a completely lame way to get started on a presentation you want to be moving and inspiring. Remember, you're there to help and inform the listener, not make them grovel like a mindless echo. Your assignment is to move the audience and not to whip them into shape.



By this stage, it might appear there's nothing left to do as an opening. Your true objective, however, is to be great from the moment you open your mouth and plunge into your presentation. That might sound impossible, simply because you've sat through countless presentations where the speaker has opened with a joke or by thanking you for the time you've taken out of your busy schedule to attend. Fortunately, there is a better way to move forward.

There are two ways to get your presentation off to a great start:


1. Give your power sound bite as your first sentence
 —and establish instant intimacy with your audience. It is the presentation equivalent of saying: "This is going to be good, so listen up." An example:

"I'm here to tell you we're going to have a challenging assignment as an organization and as individuals over the next twelve months. We're going to be doubling our number of employees. You're going to see twice as many faces around the place, so that means we will need more workspace, more computers, and more of everything really. This will be lots of work, but we're very lucky! Many businesses would love to have these growing pains. Now these are my predictions on what these growing pains will mean for each of you. I will be passing these recommendations along to the board of directors, as soon as I get your approval. I'll also run through how I came up with these predictions, so you can make sure I'm on the right track here and thinking the same way you do."


2. Start with a gripping story and use your power sound bite as the last sentence
 —which literally helps you grab your audience by the lapels. Talk about one person, imaginary or real, who will demonstrate the impact of your power sound bite. This gives you a strong emotional lead-in to your presentation.

"I'd like to talk to you about a woman you don't know. Her name is Barbara, and she works at one of our competitors. She's very sharp and is excellent in the way she deals with her clients. But she's not happy. Her employer doesn't give her many opportunities to advance her career. She wants to work for a dynamic, growing company. She's not the type to change her employer without a great deal of thought. I'm telling you about Barbara today because you're going to be seeing her in this conference room, at the coffee machine, the elevators and at your monthly softball games. And she's not the only one. Just to keep up with our workload, we're going to have to double our head count in the next twelve months. We've got to identify, recruit and train a lot of experienced industry people like Barbara and her peers. It's going to be hard work, but this is actually a good problem to have. Many of our competitors would love to be facing this same challenge. Today, I'm going to go through the thinking we've put into our 'Operation Barbara' initiative. I want to make sure I've done my homework correctly for you."



步骤5　巧妙运用简报工具　
英文



主要观念

像PowerPoint之类的工具，能够让简报更生动、更精彩，然而重点是，要怎么运用这些工具？使用简报工具绝对要愈节制愈好。

支持概念

大概没有演讲者会用投影片投影机了，几乎每个做简报的人都会用数位投影机和PowerPoint等简报软件，这个软件绝对值得你花时间学习。PowerPoint的基本功能不难掌握，而且是构思简报的绝佳方法，可以让你清楚而专业地规划简报。

使用PowerPoint的时候，要记住下列几项原则：


	
要记住使用PowerPoint是为了帮助听众了解内容，不是要把听众搞糊涂
 ——因此听众在银幕上看到的内容，必须跟你正在陈述的内容同步。如果银幕上的内容跟你陈述的兜不起来，对你、对听众都不是好事。

	
银幕上的内容要愈精简愈好
 ——也就是说，字体应该要大，字数要少，不要字体小，密密麻麻一大堆。同时，还要尽量选择有趣的字眼。听众愈容易看懂你画面上的内容，投影片跟你陈述的内容就搭配得愈顺畅。尽量让投影片内容有趣，这么做绝对可以提升简报表现，让简报更流畅。

	
图表与表格要尽量简单
 ——因为现在没有人会特别注意PowerPoint做出来的长条图、圆饼图、线形图和3D图。听众更想了解你正在说明的趋势、模式和议题，他们在听简报时，没有办法去研究那些繁琐、复杂的图表。同样地，使用图表也是要愈节制愈好。图表与表格要简单易懂，一句话就要能解释清楚。要是做不到，就表示你的图表太复杂，必须再简化。

	
不要用美工图案
 ——对你绝对没有好处。美工图案看起来都很老套，而且会让听众的注意力从你身上移开。银幕上写着“现金流量”，永远会比闪着绿光的巨大3D“＄”金钱符号要好得多。现在的听众已经在电视上看过太多精致的图表，无论你能找到什么样的美工图案，看起来都很蹩脚。你反而要把心思放在，怎么让听众对你的话产生共鸣这件事上比较要紧。

	
只用写实的照片
 ——绝对不要用刻意安排的照片。如果要使用公司同仁的照片，照片中他们正专注着某件事的话，用用也无妨。不要随便放张从网络下载的照片，照片上的人笑容完美、身材一流，又一副假装在办公的样子。听众比较容易对真实情境产生切身感受，一般性的影像只会让听众分心。毕竟你希望听众能够去思考你陈述的内容，不要分心去想着自己为什么没有那样完美的笑容或是标准体态。

	
投影片的背景要单纯
 ——不要让投影片的背景干扰到文字制造的氛围。再三播放你的投影片，有必要的话换几个背景试试看，但是一定要选择简单的背景，而且每一张投影片都要这样。

	
适度加入动画效果
 ——只是呈现方式要一致。例如，你可以让文字从银幕右边“飞”到左边，一次秀出一整句。这样做很好，因为这样能够让简报有节奏。只不过呈现方式要前后一致，整场简报都要用同一种效果，不要每张投影片都用不同效果。

	
事前把设备准备妥当
 ——确定投影机和计算机能够正常运作，而且每项设备也都正常。就是不能让听众看着你嘀咕：“我在等机器开机，1分钟就好。”你反倒必须事先做好检查，确保每项设备都能正常运作，尤其是要让简报场地内的每个角度，都能看到清晰的影像。花几分钟把所有投影片看过一遍，确定投影片没有少，而且每项设备都能顺利运作。



使用PowerPoint的好处是，每张新的投影片都是一次新的机会，让你再次唤起听众的共鸣。这其实就等于是很巧妙地对听众说：“各位，关于我们现在讨论的主题，接下来各位必须了解的就是这件事。”只要投影片简洁、有趣又易懂，使用PowerPoint可以让你简报表现加倍杰出。


关键思维

“上台做简报该带什么附件才有用，有两派不同看法：在提示卡上写下重点，或是把所有简报内容一字不漏地印出来。要我评量哪一种才是最好方法的话，我觉得其实都没有差别，也不会影响简报成不成功。我个人偏好用写上重点的提示卡，但是我不认为这一定是最值得采用的方法。你应选择最适合自己的方法。”

马克·威斯柯





Step 5  Use Your Presentation Tools Intelligently  
中文



Main Idea

Tools like PowerPoint can bring your presentation to life and add polish. The key, however, is how you use these tools. This is an area where less is definitely more.

Supporting Ideas

Very few public speakers use overhead transparencies any more. Instead, almost everyone uses data projectors and presentation software such as PowerPoint. It's well worth your time investment to get up to speed on this software. It isn't difficult to use for basic functions and this is an excellent way to structure your presentations cleanly and professionally.

There are a few rules you should keep in mind when using it:


	
Remember you're using PowerPoint to help rather than confuse the audience
 —and therefore what people see on the screen needs to sync with what you're saying. If what is shown on the screen and what you're saying doesn't match, everybody loses. Always make certain what is on the screen mirrors what you're saying.

	
When it comes to screen text, remember less is more
 —meaning you should try to use fewer words in large text sizes rather than loads of words in small text size. Also try and work in lots of interesting words. The easier it is for people to read your visuals, the better the slides will flow with what you're saying. Make your text fun and interesting. Without exception, doing this will bolster your presentation and make it flow better.

	
Keep graphs and tables extremely simple
 —because nobody is very impressed these days by all the different bar charts, pie charts, line charts or 3-D charts PowerPoint can produce. Your listeners will be more interested in understanding the trends, patterns and issues at hand. Complex graphs in painstaking detail are too difficult to study during a presentation. Again, this is an area where less is actually more. Keep your graphs and charts simple and able to be explained in one sentence. If you can't do that, your tables or charts are too complex and need to be simplified.

	
Forget about using any clip art whatsoever
 —it never, ever works in your favor. Clip art always looks tired and takes the focus away from you as a presenter. You're far better off having a screen which says "Cash Flow" than you are showing a big, green sparkling "$" in 3-D.People see so many sophisticated graphics on TV these days than any piece of clip art you can get your hands on will look lame. Focus instead on creating a connection with the audience.

	
Use only real pictures
 —and never staged shots. If you've got an image of real people in your company poring over something, go ahead and use that. Don't just download a picture form the Internet of perfect people with perfect smiles and perfect waistlines acting like they are doing some business activity. Your audience will relate to the real world situation with ease but will get distracted by the generic image. After all, you want people to think about what you're saying and not get sidetracked into wondering why they don't have the perfect smile or the ideal physique themselves.

	
Keep your slide backgrounds simple
 —they should not detract from the emotional impact of your text. Play around with and look at different backgrounds if you want, but stick with what is simple and use that throughout.

	
Incorporate some animation effects in moderation
 —as long as you use them consistently. For example, you might have your text "fly" in from right to left, a full sentence at a time. That's fine to do as it builds a rhythm for your presentation. Just be consistent and use the one effect throughout your entire presentation rather than doing something different on every slide.

	
Get set up well in advance
 —and make sure your projector and computer are talking with each other as expected and that everything is working. You just cannot do this with the audience looking on as you mutter: "I'm just waiting for this to boot up. It will be just a minute". Instead, you need to check everything is working in advance, especially that the image looks clean and clear from all over the room. Take a few minutes to click through all your slides to make sure they're there and that everything is working smoothly.



The good thing about using PowerPoint is every new slide gives you an opportunity to re-connect with your audience. It's actually a very subtle way to say, "Hey, this is the next thing you need to know about the subject we're discussing." If you keep your slides simple, fun and easy to understand, using PowerPoint will help you time your presentation well.


Key Thoughts

"There are two schools of thought about what you should bring up to the front of the room to help deliver a presentation: bullet points on note cards, or all of the pages of your presentation, printed out word for word. Let me weigh in on what's best: It doesn't matter and it doesn't affect success. I like bullet points personally, but I don't necessarily recommend this as the best path to follow. Do whatever is most comfortable for you."

Mark Wiskup





步骤6　少用数据，最好不用　
英文



主要观念

尽量少用数据，简报才会更有力量。除非你确信听众会觉得这些数据有意义，而且能够立刻说明这些数据，才在简报中加进数据。

支持概念

在商场上，数据是很重要的。然而，在简报中使用数据会有一个问题，就是每个人理解数据的速度不同。你如果花太多时间说明某项数据是怎么求得的，有些听众会感到无趣，有的人则必须坐下来仔细计算，才会接受你提出的数据。在简报中使用大量数据的结果就是，你会失去部分听众的注意力。这绝对不是好事。

你如果去思考商场上常用来形容数据的说法，就会发现下列几项值得注意的看法：


	数据是要经过思考和消化的

	数据必须经过转化才有意义

	数据是冰冷的，必须加以诠释

	数据在确认之前还都必须经过调整

	数据通常必须经过加工修正



这些跟数据有关的现实状况说明了一件事，那就是听众无法轻松、实时地消化数据。在简报中播放一张又一张的繁复数据，保证是最有可能失去听众的方法。听众希望你告诉他们这些数据对在座每一个人的意义，而不是去比你能够在简报中提出多少数据。

除了听众理解数据的速度不一样之外，在简报中使用数据，还有下列几项缺点：


	数据会分散听众对简报内容的体验。数据会分散听众对金句的注意力、会冲淡说明的力量，还会让故事黯然失色。

	生命中最重要的谈话与讨论是来自数据代表的意义，而不是数据本身。例如，你不会因为成功率达到94.576％而获得升迁，却有可能因为表现超越了公司设定的所有目标而升迁。

	数据用看的效果比用听的效果好。从嘴里说出数据，听起来总是少了点什么。不管你说的是“百万”、“十亿”，还是“无限大”，都会让听众感到十分困惑。听众在心里计算这些数据时，是不会注意你在说什么的。

	你的简报如果要依赖数据，听众就会觉得你这个做简报的人既缺乏想象力又差劲。最起码，你会很难在听众心中留下深刻印象，甚至可能会让他们感到无趣。做简报一定要尽量避免这种情况。

	即使是字面上看来漂亮的数据，从嘴里说出来也有可能让听众觉得非常陌生。最好一开始就尽量避免使用数据，我们用下列几个例子来说明：
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	只要你使用百分比，听众就会在私底下思考，为什么不是100％。听众就不再思考你陈述的内容，转而自己计算起来，这对简报没有帮助。百分比用书面呈现，会比用口头说明有效。

	把内容简化成干巴巴的数据，就会冲淡金句的力量与效果。告诉听众你的新任业务经理“能说8种外语”不会给听众留下多大印象，还不如告诉听众，她能“跟波昂的顾客说德语，跟米兰的顾客说意大利语，还可以跟圣保罗的顾客说葡萄牙语”。



要在简报中有效使用数据，最重要的是要做到下列两件事：


	减少使用数据——更用心地跟听众建立关系。把简报做成两种版本，一种提出详细的数据，另一种只引用少量数据，坦诚地比较两种版本。在大部分情况下，你会发现引用少量数据的版本比较有说服力，听众也比较容易理解吸收。采用这个版本，另一种版本可以留着，必要时再用。

	每引用一个数据，就要加上这个句子：“这些数据是表示……”——这样才能够说明数据代表的意义，而不只是卖弄那些数据。





Step 6  Use Numbers Sparingly and Possibly Not At All  
中文



Main Idea

Keep numbers to a minimum and your presentations will be stronger. Only include the numbers you're sure will have meaning for your audience and which you can explain immediately.

Supporting Ideas

Numbers are important in business. The problem with using them in presentations, however, is everyone processes them at different speeds. Some people get bored if you spend too much time dwelling on how some number was arrived at, while others have to sit down and go through the calculations in fine detail before they feel comfortable about them. The upshot of this is when you use lots of numbers in your presentation, you're going to lose some of your audience. That's never a good thing.

If you think about the language that commonly describes the use of numbers in business, you'll get some worthwhile insights:


	Numbers need to be pored over and digested

	Numbers need to be tweaked to be meaningful

	Numbers are cold and impersonal, they have to be interpreted

	Numbers need to be adjusted before being finalized

	Numbers often have to be reworked and modified



All of these truths about numbers point to the fact they aren't easily and readily digested by audiences. Instead, people need to sit down and absorb them in a quiet setting where they can be studied and gone over at length. Injecting page after page of complex numbers into your presentation is the surest way ever devised to lose your audience altogether. People want you to speak about what the numbers mean to everyone in the room rather than win a competition to see how many numbers you can work into your presentation.

In addition to the fact people process numbers at different speeds, there are also some other disadvantages of using numbers in presentations:


	Numbers detract from the overall presentation experience. They divert attention from your power sound bite. Numbers dilute your supporting statements and kill your stories.

	The most critical conversations and discussions in life involve numbers in context rather than the raw numbers themselves. For example, you don't get promoted because you've achieved a 94.576% success rate. Rather, you might win a promotion because you've exceeded all the targets that were set for you.

	Numbers work best when they are seen rather than heard. They just never sound right when you're talking. People get too confused whether you said "million" "billion," or "zillion." While they are figuring that out in their own mind, they're not paying any attention to what you're saying.

	When you rely on numbers, you come across as being unimaginative or weak as a presenter. At the very least, this less than favorable impression distances your listeners and possibly even bores them. This is well worth avoiding as a presenter if at all possible.

	Even numbers that sound good when written can come across strangely when spoken aloud. You're far better off avoiding this possibility right from the outset by avoiding the use of numbers whenever possible. Some examples:
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	Whenever you use a percentage, people always work backwards in their minds and figure out why it's not 100％. They stop thinking about what you're saying and go off into their own mathematical world—which is not a useful thing. Percentages work best when they are written rather than heard.

	When you reduce things to raw numbers, you dilute the power and effectiveness of your sound bite. Saying that your new sales manager "speaks eight foreign languages" is less impressive than noting she will be able to "speak German to your customers in Bonn, Italian to your customers in Milan and Portuguese to your customers in Sao Paulo."



The key to using numbers in presentations effectively is to do two different things:


	Reduce the number of numbers you use—and focus more on building your relationship with your listeners. Try developing two versions of your presentation, one which goes into the numbers in great detail and another which is very light on the use of numbers. Compare the two honestly and candidly. In almost every circumstance in which you give a presentation, you will find the numbers light version is punchier and easier for the audience to take in. Run with that version of your presentation. You can keep the other in the wings to be used if required.

	Every time you use a number, add a sentence that starts with: "These numbers mean…"—so you'll always be placing numbers in context rather than relying on them to dazzle on their own merits.





步骤7　舍弃别人惯用的陈腔滥调　
英文



主要观念

禁用商场上常用的陈腔滥调。有些用词和说法就算看起来无伤大雅，却可能让听众产生反感。用有趣的用词取代陈腔滥调，有趣的用词可以强化简报效果，不会削弱简报效果。

支持概念

有些用词会让听众对你产生反感，然后心思就跑到其他事情上去。这些用词会让听众觉得你摆出一副高姿态，有意贬抑听众的思考能力。这些用词包括下列几种：


	“就我所知……”

	“或许……”

	“多半来说……”

	“有点……”

	“差不多……”

	“基本上……”

	“本质上……”

	“根本上……”

	“就像我前面说过的……”

	“老实说……”

	“说实话……”

	“我再重复一遍……”



这些用词反映出你对自己陈述的内容不是很确定，也不愿意坚持自己的观点让听众可以信赖你。这样的表现会跟听众对你的期待落空。听众希望能够从你传递的明确观念中，获得力量。

如果你对自己想陈述的内容没有十足把握，就要用更铿锵有力的说法来取代这些用词，例如：


	“根据本公司过去两季的表现，以及我们正在推出新产品这两件事来看，可以看出销售在成长。我们公司正在向前迈进。”

	“这两位应征者实力都很坚强，如果预算充足，我会很希望两位都能雇用。根据我事前的了解，我们在扩展国外子公司的营运时，会比较需要乔治的财务分析能力，大卫的营销专长比较无用武之地。我投乔治一票，但是如果大家有不同的选择，我也会非常高兴能跟大卫共事。”

	“我目前很难明确告诉各位，感恩节过后那天要不要上班。但是我可以告诉各位，如果我们第3季的订单跟第1和第2季一样明显成长，那个星期五的一早我们一定会见面。这是甜蜜的负担。我们很幸运顾客喜欢我们的独特产品。我们今年一定会很棒。”



简报从头到尾都要直接有力。把所有听众已经听腻的陈腔滥调丢到一旁，才能引起听众共鸣，不要回过头来又用那些累赘又没有意义的用词说服听众。试著录下自己练习简报的过程，检查自己无意中用了多少这类软弱的用词。然后坐下来好好思考，要怎样才能用更有趣、更直接，而且更有力的方式，表达同样一件事。听众会热烈回应你的表现的。



Step 7  Forget the Cliches and the Tired Phrases  
中文



Main Idea

Ban the business cliches. Even words and expressions that seem harmless can turn the audience against you. Replace cliches with interesting words that will enhance rather than dilute your effectiveness.

Supporting Ideas

There are some words that make the audience turn against you and think about other things. They are patronizing and demeaning of the audience's ability to think for themselves. This list includes:


	"As far as I know…"

	"Probably…"

	"For the most part…"

	"Sort of…"

	"Pretty much…"

	"Basically…"

	"Essentially…"

	"Primarily…"

	"As I said before…"

	"Honestly…"

	"To tell you the truth…"

	"Let me repeat…"



All of these expressions flag that you're not sure what you're saying and you're not willing to stand and be counted. This is the opposite of what an audience wants from a presenter. They want strength and power expressed in definitive ideas.

If you're not absolutely certain about what you want to say, replace these qualifiers with stronger sounding statements:


	"Based on our firm's performance over the last two quarters and the fact we're also releasing new products, this is a likely pattern for sales growth. We're moving forwards as an organization."

	"These two job applicants are strong and if we had the budget, I would happily employ them both. My homework tells me we'll need George's financial analysis skills more than we could use David's marketing expertise as we ramp up our foreign operations. I vote for George, but I will be happy to work with David if the team wants to go the other way."

	"It's very hard to tell yet whether we will be working the day after Thanksgiving. But I can tell you this. If our orders keep growing strongly in the third quarter the same way they have in the first and second quarters, I'll see you bright and early that Friday morning. This is a good problem to have. We're lucky to have customers who like our unique products. We're having a great year."



In all your presentations, be direct and strong. Connect with the audience by removing all the cliches they hear over and over. Don't backpedal by incorporating words that take up space but say very little. Try recording a trial run of your presentation and see how many times you inadvertently use these weak words. Then sit down and think about how you can say the same things in interesting, direct and more powerful ways. Your audience will love you for it.



步骤8　收尾一定要“猛”　
英文



主要观念

简报的收尾要有力。想个有力的结语，用结语创造出最大的效果。让听众更渴望可以多知道一些你的点子、你的想法，多感受一点你充沛的活力。

支持概念

要让简报的结尾强而有力，其实只有下列两种方法：


	总结自己之前陈述的内容——再次强调金句和3段说明，这个方法可以让听众觉得你前后一致。这种重复前述内容的结尾方式效果很好，可以营造出听众喜爱的节奏。

	说个故事，清楚阐述铿锵有力的金句——这个方法可以留下无穷的余韵，让听众慢慢回味。故事中必须融入铿锵有力的金句和说明，用情感充沛的要素来强化金句和说明。



绝对不要说“总之……”，暗示听众你就要结束简报，这句话只会冲淡你在结语时候的效果。最好在听众开始收拾纸笔之前，直接抛出有力的结语，然后走下讲台。

有些做简报的人喜欢把问题丢给听众思考。只要你提出的问题直接易懂，这是个不错的方法。把问题抛出来，然后简洁有力地说声：“谢谢”。用这样的方式结尾，听众就会很清楚知道，该鼓掌了。

“在听众开始收拾纸笔之前，

直接抛出有力的结语，然后走下讲台。”

如果简报中有安排问答的时间，要注意下列几件事：


	绝对不要用“是”或“不是”来回答问题——而是要说：“是的，让我告诉你原因……”或者“不是，我来说明一下为什么不是……”

	对某些特定问题，不要害怕承认自己不知道正确答案——但是一定要跟提出问题的人保证，你第2天会以电子邮件回答这个问题，然后要真正做到。这么做会大大提升你在组织里说话的份量。

	不要重述或再一次诠释听众提出的问题——因为这样会让听众觉得，你在摆高姿态。听众不要你同情他们，要尊重提问的人，就算你确信对方不会同意你的答案，还是要简单直接地回答对方。有时候，有点小摩擦反而是件好事，这样可以让简报真正令人难忘。

	绝对不要说：“这个问题很好”——因为这样好像是在说其他问题都很逊。暂停一下，热忱地回答问题，并再次强调你的金句。对每一个问题都用同样热忱的态度回答。



简报结束时，你如果故做谦虚，先前赢得的所有赞誉都会化为乌有。简报结束后，如果有听众来向你致意，你应该优雅地接受，简单说声“谢谢”。如果你跟对方说，自己是在简报前最后一刻，才准备好简报内容，或是其他类似的话，就会让彼此都很尴尬。简单道谢，然后询问一下对方的职业。可以的话，跟对方交换名片，讨论一下对方可能希望后续能够进行哪些交流。让彼此有更进一步交流的机会。



Step 8  Always Wrap Up With a Bang  
中文



Main Idea

End your presentation strongly. Develop a power close and use it to maximum effect. Leave them wanting more of your ideas, your thinking and your energy level.

Supporting Ideas

There are really only two ways to close your presentation powerfully:


	By summarizing what you've said—and repeating anew your power sound bite and three supporting statements. This shows the audience you delivered what you promised at the outset. The repetition close works well because it generates a rhythm the audience will like.

	By telling a story which illustrates perfectly your power sound bite—and which will leave a lingering memory for the audience to think about. The story should let you weave in your power sound bite and supporting statements and charge them with some genuine emotional elements.



Never signal you're just about to finish by saying: "In conclusion…" All that does is dilute the impact of your closing comments. You're far better off moving directly into your power close and then getting off the podium before people start packing up their papers and other materials.

Some speakers like to leave their audience with a challenge. This is good, as long as what you're asking is easy to understand and direct. Make your request, and then end with a simple but emphatic, "Thank you." Finish that way and the audience will know it's an appropriate time to clap.

If you include a question-and-answer session as part of your presentation:


	Never answer questions with "yes" or "no"—but say "Yes, and let me tell you why…" Or "No, and I'll explain why not…"

	Don't be afraid to say you don't know the correct answer to a specific question—but always promise to get back to the person asking the question by e-mail the next day. Then follow through and do that. This will greatly enhance your standing as a speaker within the organization.

	Don't repeat or paraphrase the question you're being asked—because this comes across as patronizing. The audience doesn't want your sympathy. Respect the questioner and give them a simple and direct answer, even if you're reasonably certain they will disagree with what you're saying. Sometimes, a bit of friction is a good thing. It might make for a truly memorable presentation.

	Never say: "That's a good question"—because by inference that suggests all the other questions asked were dumb. Pause, respond with gusto and repeat your power sound bite. Treat all questions with equal enthusiasm.



At the end of your presentation, you can throw away all of the kudos you've earned if you display a sense of false modesty. When people come up to you afterwards with compliments, accept them graciously with a simple "Thank you." If you try and tell them you just threw the presentation together at the last moment or something similar, it creates an awkward moment for both you and them. Say thanks and ask the person about what they do. Trade business cards if appropriate and discuss what kind of follow-up they would like to happen. Provide an opportunity for the connection they feel to grow and deepen.



步骤9　练习、练习、再练习　
英文



主要观念

要让自己的简报技巧更高明，唯一的方法就是练习。绝对不要以为自己可以一步登天。要想做精彩简报，就必须投入时间和努力。

支持概念

要做真正精彩的简报，就必须拟定计划与练习进度表。只要有系统地做好万全准备，精彩简报不是什么了不起的难事。要为精彩的简报做好准备工作，必须经过下列3个阶段：
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准备工作阶段1——设定目标


做简报一定要根据自己的预期，加上主办单位的预期，来设定简报目标。你必须跟主办单位一起讨论下列几项问题：


	听众在听完简报后应该有什么收获

	听众应该要能更清楚理解哪些事项

	听众花时间听简报能够有什么样的改善

	希望对听众造成什么改变



根据彼此讨论结果去发想铿锵有力的金句，再根据金句构思简报内容。在还没花时间努力想出金句之前，先不要急着去收集资料与数据，或是做其他准备工作。金句会是整场简报中，让听众印象最深刻的一张投影片。


准备工作阶段2——具体内容


想出铿锵有力的金句之后，就要按照16张投影片的简报架构，构思简报内容：


	想个特出、活力的简报题目

	把金句区分成3段重点说明

	针对每段说明，设计两份资料或讯息，再加上一则故事，用故事阐述说明的内容

	每一份资料与故事，都要做成一张投影片

	想个方法让听众能够对你简报的内容产生共鸣。规划自己做简报的方法，让自己跟听众可以通过简报不断加深彼此的共识

	完成简报内容准备工作后，就要开始发想有力的开场与结尾。想好自己要怎么利用这两个段落，激励听众、吸引听众。你可以不必制作这两个部分的投影片，只要在开场和结尾时把金句打在银幕上就可以了。

	再次检视自己的简报题目。记住，听众进场时第一眼看到的，就是银幕上的简报题目，所以题目要能让听众打起精神、专心听讲。有活力的题目会让听众觉得这场简报跟其他简报不一样，不是那种公司要求他们参加的老套简报，而是跟个人职涯发展切身相关的。要发挥洞察力与同理心，才能想出适切的题目。




阶段3——练习


至少花两天时间再三练习做简报。重点是要记清楚前后衔接的内容，这样才能掌握各个部分的表达方式，以及怎么安排才能让演说内容跌宕有致。简报进行的节奏要逐渐加温，但是这样的效果不会从天而降。你必须静下来想象，自己在陈述所有精彩想法与点子的样子。

要注意的是，练习不是只把投影片浏览一遍。你必须找个不受干扰的空间，实地演练一次。真正在简报时要使用的笔记、提示卡与资料在练习时都要用上，计算机与投影机也不例外，这样你才能确实掌握简报要使用的投影片。在真正上场简报的48小时之前，至少要进行3次完整的练习。

上台简报的前一天晚上，还要再诵读所有简报内容至少3次。尽早开始练习，不要拖到深夜。你已经进行过6次完整的简报练习，对简报内容也都很清楚了，要对自己有信心。这么做可以建立你的自信心，相信自己会有不俗的表现。

简报当天，你要把所有过程再练习一遍。这样应该就可以自信满满地上台，因为你很清楚自己已经用心做好充分准备。然后，一定要提早抵达会场，打开计算机和投影机，确定这些设备都能正常运作。


关键思维

“你的目标是要建立井然有序的简报准备流程，让自己再也不会觉得：‘天哪，我该怎么办？’而且即使只有1天到2天的准备时间，也不再惊慌。许多要上台简报的人会等到紧要关头才开始准备，不是因为他们动作慢，而是他们不知道该从何着手，自然就会再三拖延。”

马克·威斯柯

“引发听众对你的见解产生强烈的共鸣，是职场中最不需要有罪恶感、最令人沉迷的乐趣。想想看，不用担心宿醉，又可以体验到迷醉的快感，是多美好的事。你可以跟听众建立稳固的关系，情感紧密连结，不必利用任何人，也不会有任何人觉得自己被利用。你可以训诫听众、教育听众、劝服听众、尽情表演，以及影响听众，而且经过30分钟的‘唯我独尊’后，还可以获得满堂彩。简报可以令人满足、让人心情大好，也可以让人体验到更优异的职涯发展，并且跟听众建立共识。我已经提供各位许多点子，有些你可能觉得不适合，有些或许你觉得不管用，这都无妨，只要去思考新点子，改采自己从来不曾想过的沟通方式，你的信心会增强，上台简报的技能也会进步。”

马克·威斯柯





Step 9  Practice, Practiceand Then Practice Some More  
中文



Main Idea

The only way to become better as a presenter is to practice. Never think you can just wing it. Devote the time and effort required to become a great presenter.

Supporting Ideas

To give a truly great presentation, you'll need a game plan and a practice schedule. This doesn't have to be a major drama if your systematic and thorough in your preparation work. Preparation for a great presentation has three phases:


Preparation Phase 1—Set goals


Always set goals for your presentation in terms of what you want to achieve and what the person who is extending the invitation wants to achieve. Sit down with them and discuss:


	What the audience should know at the end of the presentation

	What they should understand better

	How they will be better off for their investment of time

	What it is hoped they will do differently



Based on this discussion, you then develop your power sound bite around which your presentation will be built. Don't start assembling facts and figures or do anything else until you've taken the time and effort to come up with your power sound bite. This will be the most memorable slide in your entire presentation.


Preparation Phase 2—The nuts and bolts


Once you have your sound power bite in place, go through the 16-slide presentation template:


	Develop a compelling and dynamic title for your presentation

	Break your power sound bite down into three key supporting statements

	For each supporting statement, think of two pieces of data or information and one illustrative story

	Create a slide for each of these pieces

	Think about how you'll create a connection with your audience. Plan what you'll do to deepen that connection throughout your presentation

	Once you have the meat of your presentation in place, think about your power open and power close. Decide how to make these two elements inspirational and riveting. You probably won't need slides for these, but plan on having your power sound bite on screen when you're giving these.

	Revisit your presentation title. Keep in mind this will be the first thing the audience sees on screen when they come into the room, so you want something that will make them sit up and take notice. A dynamic title will signal to the audience this isn't just another cookie cutter presentation they are paid to endure, but something of vital interest to their careers. To come up with just the right title, try being insightful and empathetic.




Preparation Phase 3—Practice


Allow at least two days to practice delivering your presentation over and over. The key here is to know what's coming next so you can understand all of the nuances and all the natural ebbs and flows. You want your presentation to build to a natural crescendo, but this won't happen by accident. You have to sit down and visualize delivering all the great thoughts and ideas you have in mind.

Note practice does not mean skimming through your slides. It requires that you actually speak your presentation out loud in a room by yourself. Use the same notes, cards and papers you will be using for the real thing. Have your computer and projector on, so you know this side of your presentation inside and out. Try and give your presentation in its entirety at least three times about forty-eight hours before you have to deliver it.

Then, the night before your presentation, run through it three more times out loud and in full. Get this in early rather than trying to slog through it around midnight. Take confidence from the fact you've already delivered this presentation six full times and you know your material. This should give you confidence you will be great.

50On the day of the presentation, run through it one more time by yourself. You should then be able to approach your assignment with confidence because you know you've paid the price to get ready. Then make sure you get to the venue early enough so you can start your computer and projector and check they are all in order.


Key Thoughts

"Your goal is to create an order and a discipline to the process of preparing for a presentation, so you'll never feel that 'oh my gosh, what am I gonna do?' feeling again, even if you have only a day or two to get ready. Many speakers wait until the last minute to prepare, and it's not because they're laggards. It's because of the natural inclination to delay something when we have no idea how to begin."

Mark Wiskup

"Creating a powerful connection with an audience is one of the most guilt-free, indulgent pleasures that the professional world has to offer. Think of it: You can experience euphoria without any fear of a hangover. You can develop powerful relationships, filled with intensity and emotion, without using anyone and without anyone feeling used. You can pontificate, educate, proselytize, emote, influence and receive rousing ovations after thirty minutes of it being 'all about you.' It can be satisfying and mood elevating, as well as a career-enhancing experience, to create a strong connection with the audience. I've thrown many ideas at you. You may find some of them don't fit your style, or you may think they just won't work. That's just fine. By considering new ideas and playing with different communication styles you haven't considered before, you'll gain confidence and better podium skills."

Mark Wiskup





在地观点

上台，就准备演一场好戏


王蓓蓓



如是方知公关顾问公司副总经理


我坐在观众席，和评审们一起望着台上口沬横飞的报告人。为了争取到奖项，这些来自大企业、各界大专院校的代表，有硕、博士研究生、也有系所教授，就着他们准备的简报内容，逐一地向评审们口述。

我觉得很不舒服。不是因为身体微恙，也不是早餐来不及吃，而是因为台上的简报内容。大家的简报都是一页接一页，全被文字塞满的简报档，让我感到压迫，枯燥无味的版面呈现，让人打不起精神。说真的，我很想偷闲一下，打个瞌睡或许还能增强下午的体力，可是报告人那没有训练过的声调，忽大、忽小，就像噪音一样，我怎么可能会有一场好眠？

当下，我内心盘算起来，长期以来只讲授的营销学课程，或许现在新增“如何教你做好简报”的课程，把我过去累积的实务经验传授出来，会是不错的时机点，至少眼前这些人士都应该来上课，才符合上台的资格。有资格上台，才有可能参与竞争，才有得胜的机会。输了第一步，后面都不必谈了。

了解听众，简报第一步

简报，在本期原著作者以沟通专家的眼光来看，是让听众产生共鸣的主工具，这样的定位无庸置疑，我的公关顾问工作中，也大量依赖简报。然而，曾任电视台新闻记者的作者，协助的对象多属于民间企业，从高阶主管到一般的客服人员都有，就是没有在台湾的我们，最常遇到的政府官员和学生。

个人多年来的简报经验，可以就听众对象分为3类，公家单位、民间企业，以及学生。凸显简报价值的第一步，是先搞清楚听众对象的身分和需求，以下略为整理三者的差异：

公家单位：包括中央部会所属的机关，有许多外包的活动计划，希望借由民间单位协助执行完成。这类计划最大的特色，是活动内容的规格己经定好、经费也被固定，委托单位没有空间去天南地北地构想，特别是参与竞标时，每组时间限制在10至15分钟，没有机会细细解释。因此致胜的要项，是让简报的内容以“量”取胜，一则简报张数准备要充足、但不一定每一页都要提出来简报；另则，要对官员、评审专家强调，“可以提供超过既定规格的份量”。例如，政府部会非常重视媒体宣传，也期待每一次的活动都得到社会大众的认同与参与，因此我就会在媒体露出及组合广宣上细部说明，把广宣的成本效益细细计算，容易得到官员们的支持。

民间企业：和公家单位不同的是，民间企业对于公关活动没有既定的经费，正面来说，被委托的执行单位弹性很大，负面来说，则是变量较多。因此简报的制作以花俏为主，可以增加小动画，清楚地表达“主题”，特有的点子构想要在这部分表现出来。若是建议一系列的活动，串连的架构要符合逻辑，经费的规划可以大胆建议，但运用上不能夸张，只是不必在简报内容细述成本效益，民间企业的财会能力比我们高明多了。

授课学生：这里的学生不是指学校里面的在学生，而是参加特定课程的学员。简报可以是教材、教案，内容以文字为主，增加数据、统计表等，让学员一目了然。作者建议的“少用数字”不能套用在这里，反倒是讲解过程多举实例、增添小故事，是在这类简报的技巧。

在上述解释3类听众的简报准备中，每一类多少会触及到原著作者提出的9项步骤，有些则与作者的建议反其道而行，这表示每个简报其实是个案状况，没有哪一类一定要套用某种公式。就个人经验上，综合各类的简报作法，以下3项要件才是“通体适用”，负责简报当事人必须多加研磨的：

慎重选择想要传达的重点——确立并掌握“主题”，是做好简报的第一步骤。例如在争取国家发明奖的活动计划时，我们内部进行多次的脑力激荡，找出“破茧而出”为活动的主题。准备简报时，从一开始的活动主旨、精神承传、报纸广宣、海报设计，小至邀请卡设计、工作人员识别卡，都维系在这个主题上。在简报进行时，我们把设定的主题持续传达给评审，每进行下一页的简报、说明下一个小项活动，评审们都了解当初规划的原理原则，最后当然给我们最好的成绩。

在选择传达重点时，目的在于强化听众对讲解人员的信心，也可以作为让受众者留下深刻印象的方法。我们曾经受邀参与竞标政府计划，这是公家机构常有的状况。有时候明明知道得标的机会渺茫，可能该场子是某特定竞标者的场子，我们只是去陪榜。我并没有因此而随便准备竞标简报，而是把每一次的竞标当成“颠覆传统”的实验品，提出相当大胆的构想给主办单位，整场的简报也特别强调全新作法。

有一次是政府某推广文化事业的标案，虽然简报档准备完整，我只挑出其中2页来讲，在规定的10分钟之内，向该单位提出“10问”，把该单位为什么文化活动做不起来、为什么媒体不重视、为什么过去的规划都错了……等等问题全都挑明了来讲，确实相当颠覆。最后成绩出来，3位该单位内部评审给我们第一名、4位外部评审给我们最后一名，显示评审们确实受到严重的内心冲突，但对我们并没有损失，反正早就知道拿不到标案。有趣的是，反而后来该单位方面主动再邀请我们参加标案，希望我们多多提案、协助举办活动。

用逻辑的贯连撑起简报主轴——作者提醒做简报的人，虽要展现“口若悬河，连顽石都能被你说动”的功力，例如不要害怕畏缩，其实愿意上台报告的人，在答应接受时，就已经部分克服了恐惧，加上有充足的准备，临场没有害怕的可能，甚至在时间紧凑下，连畏缩的时间都没有。临场反应是做好简报的基本功夫，这一点我个人比较有优势，因为我是主修戏剧，上台，就是要演出一场好戏。

找出一句Slogan，是作者建议做好简报的要项，我的建议是要“头脑清楚”、“逻辑贯通”。想想看，任何政府的委办案经费都在上百万，有些还会有近千万规模的大案，却只给10至15分钟的时间进行60多页的简报，若只求快速讲完，评审们却各个听得一团迷糊，必定被评为“糟糕透顶”的简报，不可能有机会拿到案子，唯一的方法就是跳着来讲。当然，这也得视当场评审的背景及精神状态（有可能已经听过10家公司的简报，有可能是刚吃过午饭），挑出必要的简报内容作为讲解主轴，其余则留待简报之后的答询（Q＆A）使用。不管是不是所有的简报内容都在讲解时使用到，重要的是自己要把讲解的过程条理化、逻辑化，把评审的思绪带着走，在评审内心还在思索疑问时，就提出“麻烦各位翻到手上资料的第N页……”，答案就呈现在里面。

同样的情况，如果是业务人员到客户公司进行简报，不仅简报时间由对方规定，尤其是该公司董事长或总经理亲自聆听时，他们属下一定特别交代，“总经理时间宝贵，请挑重点讲”。这时候，清楚的头脑、逻辑贯通，将成为能否得到客户赏识的决定关键。有些MBA学程，老师会训练学生进行简报，规定只能有1页的简报资料，要把一个个案在10分钟讲清楚，也是很具挑战的。

多多阅读增加说故事的素材——简报不是在上课，而是让构想得到回响，进而得到落实的机会，因此作者指出的“不只是在传达事实，更是在鼓励听众采取行动”是重点之一。我的作法是引用小故事、提到媒体之外的内幕，或是行家才懂的窍门技巧，很容易得到听众的唱和。为了培养这样的能力，一则平常要多多阅读，例如我每天读7份报纸，每个月翻阅时尚或专业杂志，或是多和人们聊天，老友或新知都多交流，不断吸收新知。另则，准备简报之前要做功课，在产业上是指做好产业竞争分析、事前市场调查。在准备彰化县政府旅游季规划时，我们实地到当地的6大景点逐一拜访，做出个别地点的优劣点、地点之间串连等分析，连地方人士的派系也摸清楚了，幸运地聘到专业的文史工作者作为顾问，一起做出来的简报令县府惊为天人，实际执行时也一帆风顺。

20％靠天赋反应

本文的主轴是强调简报的功课，其实简报内容之外的应对功夫，在过去多年的成功案例中，几乎占去20％的重要地位，内容的准备只约占50％。这不是作者说的“练习、练习、再练习”，就可以学会，而是靠着个人天赋，常有好点子、积极创新、临场反应快、口齿清晰、逻辑贯通，才有机会拿到这20％的成功。个人还有一次经验，连一张简报都没有准备，就和客户公司的总经理见面，在听完对方公司的需求时，我就灵光一现，结果产生了和谐按摩椅的成功个案。这家外商公司把一张纯白的按摩椅摆饰在忠孝东路SOGO百货大门口的玻璃屋内，羡煞所有过往的消费者、勾起买家内心的蠢动，成功打响促销方案。

你自信有天赋吗？来动脑吧，让简报活起来，让听众醒过来，让业绩订单都到手。


本文作者简介

国立台湾艺术专科学校戏剧科毕业，媒体经验包括平面与广播的联结，曾任《商业周刊》广电小组主任、台北之音新闻部资深制作人，在公关业担任过创势公关公司专业顾问，而后与好友共同创业，设立如是方知公关顾问公司，抒发个人澎湃的绝妙点子，也是企管课程的讲师。多年来执行过中央部会、地方政府，以及复兴航空等民间企业的活动案。


知识广告牌


文化商圈在城市一角隐现


你可曾发现城市的容颜不一样了。

近年来随着文化创意产业愈受重视，文化创意据点正从点线面遍地开花，甚至带动文化商圈隐隐成形，这股文化磁吸力量，成为城市活化新动力。

文化结合消费、休憩的新型态据点增多，让艺术生活化的理念得以平易深入民间。但，文化商圈真的在台湾成气候了吗？

“这是我们努力的梦想！”台北市文化局副局长李斌说，他理想中的文化商圈，是像伦敦柯芬园（Covent Garden）那样，“一家连着一家”的文创群聚商街。

以台北市敦南诚品为例，虽然算得上是带动人文人潮的据点，但周边未见几家文化商家，只有个体创作者以路边摊方式聚集。艺术创作者无法负担的高额店租，正是文化商圈不易形成的主因。

艺术创作者陈浚豪分享参访北京的经验，发现当地没有法规管理，但文化商圈却如雨后春笋般冒出。法规，更是文化商圈形成的障碍。

全台各地老建物借引进文化创意而新生的例子多不胜数，甚至成了观光景点，加上近年兴起的各式文化艺术节的助阵，文化与观光商业价值如何避免主客异位，也成了思考的问题。

经济部文创产推动办公室经理张克源指出，传统产业因注入文化创意有了新风貌，不只带来收益，也带给民众新的生活体验。他坚信：“台湾环境要改善，就要靠文化商圈！”
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