
Presentation Skills 
September 2012 

© Level 3 Communications, LLC.  All Rights Reserved. Level 3, Level 3 Communications and the Level 3 Communications Logo are either registered service marks or service marks of Level 3 Communications, LLC and/or one of 

its Affiliates in the United States and/or other countries.  Level 3 services are provided by wholly owned subsidiaries of Level 3 Communications, Inc. Any other service names, product names, company names or logos included 

herein are the trademarks or service marks of their respective owners. 



Agenda 

• Why are we here? 

• What would you like to get out of this presentation? 

• Practice, practice, practice 

 



Introductions 

• Name? 

• Your role in Zonta? 

• What do you hope to gain from today’s session? 
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Evidence Action Benefit 

Time -  2 Minutes 

Incident or Story 

 

 

 

 

 

1 minute, 50 seconds 

Clear 

statement of 

action we 

want 

listeners to 

take 

 

5 seconds 

Positive 

result from 

the listener 

by taking the 

action we 

recommend 

 

5 seconds 

“People are more likely to do what you would like them to do when you…. make 
the other person happy about doing the thing you suggest.”           
- Dale Carnegie,  Author of How to Win Friends & Influence People 

Dale Carnegie’s Magic Formula 



A.D.D.I.E. Model 

Analysis Design Development 

Implementation Evaluation 

Keep Influence in the forefront of your thought process  

when preparing materials for your meetings. 

 

 



Objectives Are Important 

1. Audience 2. Behavior (action 
verb) 

3. Condition 4. Degree of 
achievement 

• Remember your ABCDs –  

 

The Denver II 

Zonta members 

Will demonstrate 

their ability to log 

onto our new 

website 

After attending the 

demonstration 
With a success 

rate of 90%. 

“The Denver II Zonta members will demonstrate their ability to log onto our 

new website with a success rate of 90%.” 



Creating Your Presentation 
 
• Evaluate your audience 

• Learning Styles 

• Readers 

• Listeners 

• Doers 

• Always include 

• Tell 

• Show 

• Do 

 Tools 

 PPT 

 Posters 

 Job Aids 
 



Delivering the Goods 

What is Presence? 

 

 
 A person’s bearing, especially when it commands 

respectful attention. 

 
 The quality of self-assurance and effectiveness 

that permits a performer to achieve a rapport 

with the audience.  

 Influence:  Power to sway or affect based on prestige, wealth, 

ability or position. 

 



Presence  

How do you create a positive Presence? 

 

 
 Be conscious of your body language.  Your voice tone follows your 

body language. 

 Whether you are speaking to a group or one-on-one, use sustained 

eye contact. 

 Don’t confuse charisma with presence.  Presence is a skill and 

earned over time.  Charisma is personality, looks or charm. 

 Building a strong leadership presence 

is referred to as earned authority. 



Presence 

Can Presence be felt? 

 

 
 There I was, driving down the highway…. 

 

 There I was, having lunch with my work buddies… 



Presence 



Exceptional Leaders 

People 
Skills 

Drive 



Exceptional Leaders 

• Please think of one person that has directly influenced you in your 
career. 

• Write down their Leadership Qualities on a flip chart.   
 



People Skills 
What are People Skills? 

 
 Nearly every human interaction requires some level of communication, 

and those individuals who communicate well with others have a 

definite advantage. 

 



Active Listening 

What is Active Listening? 

 
 Active Listening is not about “hearing” the other person but “listening for 

meaning”. 

 



Active Listening Assessment  

Use this self-assessment to think about how actively you listen. 
Check the box next to the number in the column that best describes 
your listening habits. 

 

44-60 You are an active listener 
 

28-43 

You are a good listener with room for 
improvement 

 

12-27 

You need to focus on improving your listening 
skills 



Trust and Rapport 

What is your definition of Rapport? 

 
 To be in harmony with, on the same wavelength or in-

step with another person. 

 No rapport:  Focus on Common Values/Common Goals 

 

 Belief without proof. 

What is your definition of Trust? 

 



Perception 

How do others perceive you? 

 

  Similar to the Wall Street Journal Test…If someone were to take a snap-

shot of you at different times of the day—what would that picture look 

like?   

 

 Perception IS someone’s reality and our internal and external customers 

will form their own perceptions of Level 3 based upon your level of 

service. 

 How do you want people to perceive you when you leave a meeting?            

(5 characteristics) 



Perception 



Communication 

Words/Voice Tone 

 Pitch 

 Confidence 

 Consistency 

 Modulation 

 Nervousness 

 Unsure 

 



Communication 

It’s not just what you say – it’s how you say it! 

 

 

Words = 7% 

Voice Tone = 38% 

Body Language = 55% 



Communication 

Body Language 

 The gestures, postures, and facial expressions by which a 

person manifests various physical, mental, or emotional states 

and communicates nonverbally with others.   

 

 Stance 

 Hands 

 Posture 

 

 Smile 

 Movement 

 Gestures 
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Evidence Action Benefit 

Time -  2 Minutes 

Incident or Story 

 

 

 

 

 

1 minute, 50 seconds 

Clear 

statement of 

action we 

want 

listeners to 

take 

 

5 seconds 

Positive 

result from 

the listener 

by taking the 

action we 

recommend 

 

5 seconds 

“People are more likely to do what you would like them to do when you…. make 
the other person happy about doing the thing you suggest.”           
- Dale Carnegie,  Author of How to Win Friends & Influence People 

Dale Carnegie’s Magic Formula 



Summary 

• Development process A.D.D.I.E. 
• Objectives are important 
• What does a successful leader look like? 
• People skills 
• Active Listening 
• Trust and raport 
• Tools to use to create your presentation 
• Professional Presence 

 

Today we have discussed… 

 


