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The body language of a good presenter
Does your body language look

like that of a person who can’t

wait to get offstage or

someone who’s confident

and eager to engage with the

audience?  These tips will

help you look like the latter:

1.  Strike a power pose

for few minutes before you

present.  Doing so will

decrease your body’s cortisol

(a stress hormone) level by

25 percent, and increase your

testosterone level (which boosts your

confidence) by 20 percent.  An example of a

power pose would be to stand with your feet

apart and hands on your hips.

2. Make yourself  happy.

Before you present, hold a

pencil horizontally between

your teeth to force your mouth

into a smile.  Studies show

this simple exercise makes

you feel happier.

3. Blink less.  The less you

blink, the more confident you

look.  Since 1980, every

presidential candidate who

blinked more than his or her

opponent during debates lost

the election (with the

exception of George W. Bush and Barack

Obama).

4. Keep your head up.  Looking down or

tilting your head are signs of submission.

Avoid it.

Rocking your next presentation
Presentation specialist and founder of Dubai-
based Satellite Visual Communication, John

Quinn, shares tips on how to engage an
audience using PowerPoint.

Ü Choose a simple slide template with high

contrast between text and background,
though preferably not a while background with

black text, which can cause eye strain.  Link
the template design to your logo or corporate

identity via colours and animated shapes (you
can make these in PowerPoint by combining

shapes).
Ü Avoid gradient backgrounds.  They make

text clarity inconsistent and are reproduced
less faithfully across different monitors and

projectors.
Ü Avoid the temptation to put your logo on

every slide.  The more you show it , the less
it means.

Ü Use no more than two fonts or font sizes
throughout the presentation.  Using three or

more fonts/sizes is called “ransom noting”
in the design community; it is the annoying

mark of an amateur.

Ü Use the 8X24 rule:  no more than eight
lines and 24 words, total, per slide.

Ü Use a few words as possible on each
slide because it takes about one-third longer

to read something on screen than on paper,
and you don’t want to have to stall your

conversation while audience catches up.
Omit articles (a,an,the) to keep your

PowerPoint within the 8X24 rule.
Ü Never read an entire PowerPoint slide

verbatim to your audience, unless they are
in kindergarten and you are reading them a

story.
Ü Use sans-serif fonts (e.g. Arial,

Helvetica) because they are easier to read
on screen.

Ü Use capitalized words sparingly
because they decrease reading speed.

Ü Remove the background from  pictures
on your slides using the PowerPoint “remove

background” tool.  A cut out picture will look
much more professional than a square

picture on a white background.

We’re spending too much precious work time

attending unproductive meetings. For most

executives, meetings take up at least 20

hours every week; one meeting spawns

another, and on it goes. Here are three ways

to prevent meeting bloat:

••••• Keep the invitee list to seven. The

Rule of 7 states that every attendee over

seven reduces the likelihood of making a

good, quick, executable decision by 10%. So

once you hit 16 to 17, your decision

effectiveness is basically zero.

••••• Make most meetings under an hour.

Most of us schedule 60-minute meetings by

default. Every additional minute generates

more cost, so try blocking off shorter amounts

of time that can be spent more productively.

Can you get through your agenda in 30 or 45

minutes instead?

••••• Use longer meetings sparingly.

Create (and enforce) a new rule: any

meetings scheduled to be 90 minutes or

longer need senior approval.

Adapted from “ Yes, You Can Make Meetings More

Productive” by Michael C. Mankins.

Don’t make
these common

negotiating mistakes

Even the best negotiators can make

mistakes. Make sure all of your careful

preparation isn’t wasted at the table by

avoiding these common traps:

 • Failing to listen. Spending hours or

days prepar ing your  argument  wi l l

naturally make you want to share your

interests, lay out options, and so forth.

But when you get into the room, focus

on listening and asking questions as

much as (if not more than) presenting

your case.

• Sacr i f ic ing your  in terests  to

preserve the relationship. Deal with

you and your counterpart’s relationship

separately. Any trust issues should be

please see con’t at the back...

A leader is one who knows the way, goes the way, and

shows the way.
--John C. Maxwell

Source:  www.johnmaxwell.com
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resolved before you move on to the

substance of the negotiation.

• Focusing on posi t ions,  not

interests. It’s easy to establish what you

both want and then move quickly into the

specifics of the agreement. But the two

of you need to take time to understand

the drivers behind your positions — or you

won’t be able to reach an agreement that

satisfies both of you.

Adapted from HBR’s Guide to Negotiating by

Jeff Weiss.

con’t, don’t make these common...

Workplace happiness
An obsession with workplace happiness is

counterproductive, Randy Conley writes. In

the end, being happy flows from doing a good

job, not the other way around. “Happiness

should be a pleasant outcome of good

leadership and organizational culture, not the

goal,” he writes.

Source:  SmartBrief on Leadership

Mismanaged priorities can
take you off the track

If leaders priorities are disordered they will

mismanaged their schedules, author and

leadership coach, John Maxwell writes in his

blog.  “If you are feeling crunched for time,

don’t focus on greater efficiency, he writes.

“Instead, re-evaluate your priorities.”

Source: www.johnmaxwell.com

Demonstrating respect
at work motivates employees

Employees want respect from their

managers, writes Susan M. Heatfield,

www.humanresources.about.com. In fact,

treating employees with dignity and respect

tops the list of factors that enable managers

to motivate employees. The relationship

between an employee and his or her

manager is a key factor in employee

motivation, engagement, and retention. You

can motivate employees by treating them

with respect, she adds.

Source:  www.humanresources.about.com

Moderating authority
Give your staff responsibility for client’s

satisfaction.  Knowing that their treatment of

clients is what will make the business thrive—

or fail—is very inspirational.  Empower reps

to handle transactions (within limits, of

course) so that clients don’t have to be put

on hold, or worse, called back. Clients resent

waiting for a rep having to go ask a supervisor

for the answer to a question; they could have

just called the supervisor to begin with, right?

Source: 199 ideas, Member Service and Engagemen, ASAE

Splitting HR
Something radical needs to happen to the

HR department, argues Ram Charan,

long-time CEO advisor. CEOs need HR

heads  who can  th ink  o f  ta len t

strategically. But most HR chiefs are

tactical experts in personnel benefits,

compensation, and labor relations. That’s

not an executive role, Charan argues. It’s

an administrative one, which should split

off and report to the CFO. Then a new

role should be created – HR head for

leadership and talent – who would report

to the CEO and focus on acquiring,

developing, and channelling the talent the

organization needs to fulfil its strategic

goa ls .  Rather  than  be  seen as  a

specialist, this position would, like the

CFO and COO, be a developmental step

for high potentials aspiring to be CEO.

Charan expects to get some flak for this

idea. But he believes even the critics

would agree that the way HR functions

in most companies today just doesn’t

work.

Providing professional
feedback in difficult conversation

The best feedback is straightforward and

s imp le ,  says  Susan M.  Heat f ie ld ,

www.humanresources.about,com.  In

giving feedback, she advises that there

is no need to  beat around the bush. “ I

am talking with you because this is an

issue that you need to address for

success in this organization.”

Source:  www.humanresources.about.com

Source:  Ram Charan

Making a mistake to
wow your audience

The best public speakers often include a

small, deliberate mistake early in their

presentat ion,  wr i tes Chr is  Crouch.

Showing your audience how easily you

can recover from a perceived problem

helps establish your confidence and

competence, Crouch explains. “When

you recover  smooth ly,  i t  pu ts  the

audience at ease,” he writes.

Source:  SmartBrief on Leadership

“I don’t know”

Avoid this at all costs.  “Let me find out; I’ll

provide a response within 24 hours” lets

the client know that action is being taken.

Source:  199 ideas, Member Service and

Engagement. ASAE

A good leader takes a little

more than his share of the

blame, a little less than his

share of the credit.
--Arnold H. Glasow


