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1. The process of selling (The selling 

process) 

 
Communication is a process of selling, which consists of presentation, 

negotiation and sales. To sell an idea, proposition, conclusion, knowledge, 
product, service or something else, you have to present it that way, so your 

collocutors can understand you. Then you will negotiate, because initial 
objectives of a collocutor can be extremely different from one to another. As far 
as your collocutor is pleased with your presentation and with the results of the 

negotiations, you will sell the thing you are offering (from an invitation to going 
on a date to a rocket). That is successful communication. 

 
While we are still on the beginning, it is time for a question – are you a 

salesman? Can you say that your job is a job of a salesman? Do you think that 

you are not a salesman if you are working as a finance director, politician, 
minister, college professor, ballerina, teacher, student, physical therapist, 

football player, business analyst, bus driver, mechanic or a laborer in a 
brickyard? Think about it one more time. 

 
Every one of us is selling something every day, products, services, time, 

energy, hands, legs, body, knowledge, ideas, dreams or some skill and 

sometimes even conscience. Everyday we are selling our talent and buying it 
from someone else, and our pleasure, health, wealth and happiness ARE 

depending on the skill to sell it. That moment when you opened your mouth to 
start selling something mentioned, you became a salesman. As soon as you 
accept this truth, that soon your success will become greater.  

 
For start, kick out this sentence from your dictionary: “I am not a 

salesman”. If you are selling something, of course you are! Do you have – some 
– anything – which you offer to someone else, you are a salesman then. Even if 
you are persuading other person to try out, order or even just get a glimpse of 

the thing you are offering, you are a salesman, and that’s ok. The important 
thing here to say is that the sales is integral, important part of our everyday life. 

You are not doing anything bad if you’re selling something. And being a 
salesman does not make you a bad person.  

 

Lots of people have a bad attitude toward the sales, creating a brick wall 
between their capabilities and personal success. Instead to accept the fact that 

all of us are offering something to sell, they are denying that they have any 
connection with it. Numerous PhD’s, artists, professors, politicians, educated 
people, but also workers that just got fired, and won’t admit that they did not 

succeed only because they are offering something nobody wants to buy or they 
didn’t know to offer it the right way. 

 
There are numerous examples about people, to whom refusal of this 

important fact was making it impossible to succeed in their work, being a top 

manager or being employed by a good corporation or even working as an 
entrepreneuer. Every person who thinks of itself that he/she is not a salesman, 
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and has a bad opinion of those who have already admitted that, is creating an 

environment in which it is hard to succeed.  
 

The one thing you can offer on the market is your existing potential. Even 
that is hard to sell sometimes on the market. Some twenty hundred years ago, 
Aristotle1 made an interesting equation. He said if you take Etos (personality, 

reputation, brand name of the salesman), and add it with Patos (emotions) and 
Logos (ability to create logical, rational arguments in the name of a product or a 

service) you will get persuasiveness of a salesman. I will quote one information 
that is extremely important (and because of that I will repeat it a couple of times 
in this book), just for you to understand that nothing has changed since then. 

 
Research done in the U.S. and Europe by the late 20th century, have 

shown that customers throughout the world have similar demands. Even 75% of 
customers, will buy a product if they are pleased with the way salesman dresses, 
acts, with his attitude and with his knowledge about the job he’s doing and the 

product he’s offering, the best example for Aristotle’s theory on Etos, Patos and 
Logos. Many buyers won’t buy a product if salesman doesn’t fulfill their 

expectations – even if they need that product or that service that is offered by 
the salesman. So, while you are reading this book, please have in mind that 

people are working with people. Adopt your appearance to customers’ 
expectations and you have done a first step on your way to success. 

 

 

1.1. Communication – the road to your goals 

 

To find out why and how to succeed in business; let’s start this book with the 
definition of success. Do you believe that success is when you have a lot of 
money, big wheels and a big house? Do you think that success is when you have 

a power to control other people’s lives and destinies? Do you consider that 
success is when others envy you, based on the things you have? Do you accept 

the opinion, that value of the things you have, should determine your value and 
be the measure of the value of your success? But what if you don’t have a lot of 
money, big car and a big house? Then you are not successful? 

Success is a feeling much greater than most of material things that you can 
buy or own. Success doesn’t depend only on the level of your education, on 

political and other connections your parents have, on the name of your 
workplace or on the amount or value of the things you own. You can say that 
you succeeded only if you achieved your personal goals; Simple as that. It is 

basic definition of success, to achieve your personal life objectives.2 

                                       
1 Aristotle (384-322 BC), Greek philosopher and scientist and tutor of Alexander 

the Great, developed logic as a science. For centuries his knowledge was considered as 

the limits of human knowledge. Although he spent 20 years in Plato’s Academy, on one 

occasion he said: “I am a big friend with Plato, but I am even bigger friend with the 

truth.” 

 
2 If power over people, wealth and/or making other people jealous are your only 

and most important goals, then by reaching those goals you also reached your success. 

That is not questionable, I am just wondering about the real value of those goals. 
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One of the most powerful things with which you influence your life is 

determining objectives. There is a difference in life when you have set your 
objectives and when you are living without them. If you are living without goals 

then you are subject to the goals of other people. Someone else will impose his 
goals and encourage you to achieve them. If you accept such subjected role, 
legally everything seems to be fine, but most of people in the end, still feels bad, 

when more and more of other people’s goals start fulfilling their lives. 
 

If you are determining your goals by yourself (or most of the goals by 
yourself), then you are the creator of your life and you decide which you will 
accomplish those goals. That’s the greatest motivation, since you made those 

goals yourself. Every time you fulfill reasonable assignment you feel good, don’t 
you? Goals or objectives are the essences of our lives. Fulfilling our goals fills us 

with pride, vitality and unlimited energy. Determining our goals is directing us 
forward and adds enormous feeling of personal value in our existence. When one 
does not have an aspiration in life, his days are passing just to fulfill his day 

quota. 
 

1.1.1. How to fulfill your goals? 

 
Write a list of all your important goals in life. When you determine your 

goals and make them recognizable then those goals will become reachable. Make 

that list real and all your goals once you reach them. Once you made the list, 
consider determining your priorities. Concentrate on the things you wish in your 

life. That makes the lists a positive thing. Determine your deadlines so you can 
know how much time you need to reach all those goals.  

 When you are determining your goals, be sure what you do. Every 

time think about, is there some goal you want to determine. I don’t think you 
must wonder all the time is that goal reachable or not, is it difficult or not. The 

thing I want for you is to figure out the goal you want to reach. That is very 
important. A lot of set goals aren’t really goals. 

 For instance, losing weight is not a real goal. If you say: “I wanna 

lose some weight!” you haven’t determined your goal. Losing weight is a way of 
reaching your goals. Real goal is: “I wanna have (e.g.) 185 pounds by the end of 

the December!” Do you see the difference now? You will never reach your first 
goal. Why? Because that’s not a goal.  

 It’s always important to know, how precious something really is in 

your life. Do you want to know how much time you spend working something 
what you like and how much time you spend working something you don’t like. 

Compare it with the list of all your goals and check if you spend most of your 
time working on your most important goals. If you are not, then you have to 
change something. For example, quit those assignments which aren’t worth your 

time.  
 If you have already set your objective, next step is to reach it. 

Sounds simple, but speaking from experience it’s not that simple. Always have in 
mind that: secret of reaching your goals is made out of one simple fact, you 
must never quit. If you don’t quit on your first or 41st mile of a marathon, you 

will reach the finish line. If you quit, even few yards before the finish line, it is 
like you never been on that marathon.  

 I will tell you another thing: the thing that almost all successful 
people have in common is that they don’t give up easily. There is no point in 
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setting your goals and then not reaching them. When you feel that you won’t 

make it, remember that the decision is on you to give up or to succeed. If you 
decide to continue, you will make it.  

 Also, relax even if you haven’t reached your goal in the time you 
set. You aren’t unsuccessful if you are still on the way to reach that goal. 
Deadlines exist only to give you a push and to get you in touch with time of 

reaching your goal.  With time consider adjusting your goals and your deadlines 
with your current situation and with new goals which you determined. Conditions 

in which we live are changing on a daily basis and something that looked 
important six month ago does not get to be a priority today. Constant 
determining and fulfilling objectives you set is a skill which you must train to be 

a good negotiator. 
 

1.1.2. Who can than consider himself happy and 
content? 

 

In comparison with depression, loneliness, anxiety and other misery and 
misfortune, luck seems like a boring thing to explore or research. Analysis of 
almost fifty thousand articles from psychoanalysis, which were published in the 

last thirty years, showed that 90 percent of them researched negative feelings, 
and mere 10 percent explored luck, joy, and happiness. I believe that similar 

result would show analysis of all love songs, in any style of art, from renaissance 
to the modern times.  

 Have you read today’s newspaper? On which page did you find 
good, positive and happy information? On fifth or seventeenth, after those entire 
sensationalists, scandalous, shocking and similar texts that fill you with negative 

energy. Having read all those news, you will be persuaded that world is indeed a 
dark place to live, where nobody is happy and then discontent, aggression and 

anger become every day ingredients of your behavior.  
 When they asked the people, during the same analysis, are they 

happy, only 10 percent said that they aren’t too happy, 30 percent said they 

were very happy and the rest were very pretty happy. When this research was 
conducted, researchers didn’t use some kind of a special machine to measure 

people’s luck and happiness. They simply interviewed people, if they could grade 
their current level of happiness, together with their happiness so far. The ones 
who said they feel happy also looked happy to their friends and to the 

psychoanalysts who were interviewing them. Those are the people who are in the 
better mood then the rest, they smile a lot more, and they are also less obsessed 

with themselves, and are lot less aggressive and unfriendly towards others. 
 

1.1.1.1. Happiness cycles 

 
In life doesn’t exist constant (un)happy period. People, as individuals, are 

going through different cycles in which their life pluses and minuses are more 
visible, but we can’t say that some years are the happiest, the best or the worst. 
With years and growing up the only things that are changing are the reasons for 

being happy, and that’s good. 
Influence on a level of your happiness is of no gender, nor does have a 

level of education, not even your social status, nor race or nationality, and 
especially not the money you have. Money is indicator of happiness only in poor 
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countries. Only in those countries those that have it are significantly happier than 

the ones that don’t. Certainly, it’s much easier to feel unhappy with the money 
than without it, but even if someone is happy, money won’t significantly increase 

that happiness. The richest people don’t think that their happiness is bigger than 
the happiness of the people who belong to the middle class.  

Even if, let’s say, ordinary people, win the lottery or inherit a wealthy 

uncle, they adapt very quickly to the money (if they, by that time haven’t had a 
heart attack), or stop being happy about it (even if they are anonymous and that 

way avoid bunch of new and old “friends”), or even stop enjoying some stuff 
they liked to do before.  

So what is the difference between happy and less happy (or even 

unhappy) people? There are few important characteristics that make them 
happy. First one, they love themselves. That doesn’t mean that they love 

exclusively only themselves, but on their list of affectionate persons among 
others, they have themselves and they show it through self-confidence, creating 
that way the basis for successful relationships with others. 

“If you want to succeed in life, kill your conscience”, on one occasion said 
Mirabeau.3 Do you believe in this saying from a well known French writer, soldier 

and a politician, who is recognized for switching sides several times during the 
French Revolution, and then you won’t know that other characteristic of happy 

people is clean conscience. Conscience is one of the characteristics that are 
required when we speak about happy people, and this conscience is helped by 
modesty and self-control.  

 Modesty in demands and expectation is the third characteristic of 
happy people. “Don’t let yourself lack in anything, nor let yourself exceed in 

anything” – old Chinese saying which is best at describing a day in which you 
must survive 24 hours. Beside, if you have modest expectations about the other 
people, then your disappointment if they fail will also be moderate, and that way 

you’ll be able to control yourself more easily. 
 The power to feel personal control is the fourth characteristic. 

Happy people believe they can influence things that affect them, that they are 
not just toys in the hands of the destiny. Sometimes when they fail, they don’t 

                                       
3 Mirabeau, Honoré Gabriel Riqueti, Comte de (1749-1791), French revolutionary 

statesman, born in Bignon. In 1788 he was elected as a delegate to the Estates-General, 

the representative body of prerevolutionary France. Although a noble, he joined the third 

estate, consisting of commoners, and on June 17, 1789, together with Emmanuel Sièyes, 

proclaimed the third estate the National Assembly of France. On June 23, when a royal 

messenger expressed the displeasure of King Louis XVI, Mirabeau, speaking for his 

group, replied, “If you have orders to remove us from this hall, you must also get 

authority to use force, for we shall yield to nothing but to bayonets.” 

Mirabeau quickly became a great force in the assembly. A believer in 

constitutional monarchy, he tried to reconcile the reactionary court of Louis XVI with the 

increasingly radical forces of the Revolution of 1789 and 1790. He proposed the 

establishment of a citizen guard, out of which grew the National Guard, and tried in vain 

to come to terms with the king's adviser Jacques Necker and the military leader the 

marquis de Lafayette. He was partly successful in securing for the Crown the right of 

declaring peace and war, and fought hard, but only with partial success, to maintain the 

royal veto. 

On January 30, 1791, Mirabeau was elected president of the National Assembly. 

He died shortly afterwards, and on the last day of his life he said, “I carry with me the 

ruin of the monarchy. After my death factions will dispute about the fragments.” 
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blame it on bad luck, astrology, bad circumstances or other people. They share 

their achievements with their loved ones, aware that with their own abilities and 
work they contributed to that success.  

Fifth characteristic is the optimism. For happy ones, glass is always half 
full and not half empty. They never know why something is good, even if it 
looked terribly bad at the firs sight. That offers them the opportunity to overturn 

unfavorable situation to their benefit, without losing too much time or nerves.  
Finally, sixth characteristic of happy people are open. Open to other 

people, but also to themselves They are sociable and cordial, ready to accept 
(even to themselves) their errors and to fix them. In psychoanalysis that 
characteristic is called extroversion, as opposed the introversion, which signifies 

solitude and isolation. Although one could think that people who hang around 
with themselves are less stressed, and that way more happy, still this fact is 

correct, that those people who hang out with others, that accept good, and reject 
evil, and not letting it influence their happiness.  

 

1.1.1.2. Cause and consequence 
 

Now, the logical question is what is the cause, and what are the 
consequences? Is happiness the reason why people are being more sociable and 

more optimistic or they have conducted themselves that way and that is the 
reason why they are happy? Anyway, your close relationships with people are 
also connected with your happiness and health. 

 A person who is able to name few close ones, compared with the 
people who don’t have that kind of friends are more healthier and with better 

chance of having a long life. Also, a good marriage is significant source of 
happiness. People in a good marriage more often can say for themselves that 
they are happy, compared to those who are unsatisfied with their marriage, 

those who never got married or with those who are divorced. The truth is that 
your spouse primarily must be your friend and then your husband, lover, cook, 

etc.  
 There is another factor that contributes to the happiness: faith. 

Religious people more often estimate themselves as very happy. The main 

reason for that is that beside the religion, there is big common support that 
individuals feel during religious ceremonies or during communication with one 

another. In other words, mankind has survived centuries of war thanks to 
religions which celebrated goodness and love, so all those who believe (not 
necessarily believers) have basis for having a normal life. 

 Finally, to mention one more thing, people who have goals in life 
consider themselves happier then others. 

 Conclusion? Do you want to be happy, stick around people that 
have the behavior that suits you, have a marriage with a person who can be your 
friend, be optimistic, love yourself and others, believe in yourself and in all that 

can help you to be happy and – take your life in your own hands.  
 

War or trade? 
 
Why is this introduction about life, life objectives, success or happiness? 

Just to repeat the knowledge that we don’t give too much attention to, unless we 
are forced. Firstly, happy people are ones who have reached their goals. 

Because, if they haven’t made their goals by themselves, someone else will do it 
for them, and that’s just not it. Secondly, when they determine their goals, those 
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goals will be in a conflict with the other people’s goals. Thirdly, as a conclusion, 

since there is a lot of traffic in a race for objectives, in order to make them real, 
you will have to fight. There are two ways to succeed – by doing war (it can be in 

less radical form, like fighting) or by trading. 
Trading is a communication that consists of presentation, negotiation and 

sales. Since you’ll never get in life what you deserve, but only that you fight for, 

I suggest that, whenever you have a chance, try to make you goals possible by 
communicating successfully – with presentation, negotiation and sales. 

 

1.2. Communication 

 

Communication is a transfer of ideas, opinions, attitudes, information from 
the source to the beneficiary. It’s done on different levels and by different ways – 
by looking, talking, listening, reading, but also with simply being silent. Including 

words, 70% of the message is transferred with non-verbal way (with look, 
expressions, mimics, by body posture, proximity, surroundings in which the 

communication is happening). While with the verbal communication we always 
send information that you can form with your voice, with non-verbal 
communication we transfer attitudes and feelings.  

 Our continuous communication with the world begins with our first 
cry. In the beginning we signalize our needs with simple signals of cry and smile. 

With time our messages become more and more complex, developed, have 
stronger meaning, more abstract and we are feeling more control in 
communication with surroundings. 

 Not being able to understand others and bad communication is often 
cause of unhappiness in people. Unhappiness is also, frequent cause of diseases, 

and because of that the WHO (World Health Organization) named good 
communication as one of the five skills that is important for healthy and happy 
life.  

 People think that they know everything about communication, but 
the truth is that they know very little and also they are not prepared to learn. 

Communication is both powerful and powerless; it depends who is using it. 
Although, we don’t use communication to achieve some result, it’s in a way 
efficient. People think that we communicate only with words, but with non-verbal 

communication we transfer more than 70% of the message, so our collocutor can 
figure it in a different way. Remember, message is not the thing we told, but the 

thing our collocutor understood. 
 People also think that silence is not a way of communicating, but 

that is not true – silence also transmits its own message and can tell a thousand 

words. How the others will understand our message and how many things will we 
achieve, depends on the way we express our opinions and attitudes. Individuals 

that communicate better have more success in resolving conflicts, negotiating, 
have satisfactory relations with others, they have more confidence, and 
consequently they are generally more successful and satisfied. 

 How much are we aware of the way we communicate? How much do 
you know about following situations: I’m feeling tense because I think I’ll say 

something stupid? What about this situation: I’m very natural and I’m expressing 
interest? I’m listening because I wanna understand or I’m just waiting for the 

opportunity to interrupt and attack my collocutor? I’m not trying to find solutions 
when I don’t understand, but I often find hidden, negative meaning in that what 
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has been said? I don’t smile, and I’m not looking in the eyes a person, most of 

the time, while he/she is talking, but I’m looking on my watch, reading 
newspaper or cracking my fingers? I’m speaking fast and loud, often interrupting 

others and imposing my attitudes and opinions? Finally, I often end the 
conversation with subjects I don’t care about? 

 

1.2.1. Rules for communicating successfully 
(RULES FOR SUCCESSFUL COMMUNICATION – ?) 

 

When we talk about rules of successful communication we have to start 
from ourselves. You have to learn how to communicate throughout your entire 

life and adopt it every time you encounter another collocutor. It is up to you to 
take responsibility for the message you send and for possible error that can 
occur and make the message unclear. Develop your communication and take a 

realistic look at the causes of errors in communication (maybe you always want 
to be right, dominate or on the other hand, avoid conflicts, so you backdown, 

and that bothers you). 
 Try to be empathic4 during your communication – listen to other 

people’s opinions and attitudes even if they are different than yours, show 

emotions and try to understand (accept difference between people as an 
opportunity to learn more) but don’t let your emotional occupation influences 

those messages you want to send. 
 During the communication observe and listen actively and carefully, 

have enough time to create messages that have their beginning and ending. 
Focus your attention to your collocutor, show your interest, and give a 
compliment. If you care about the communication you are currently leading, 

show your collocutor that you are interested in the messages that he/she is 
sending (for instance, ask questions, with your own words try to summarize 

collocutor’s story, as a sign that you are listening, but also as a check that you 
understood well). 

 To send a message to your collocutor that your are active in the 

communication, use positive body language – look your collocutor in his eyes, 
smile, don’t interrupt him with annoying moves, don’t walk or stand while your 

collocutor is sitting. 
 Communication is a two-way street. Say what you think in 

transparent way – express your needs, attitudes and don’t expect the others to 

read your thoughts. Sometimes tolerate the silence, and silence is also a way of 
communicating. 

 In conflicts concentrate on the existing problem (don’t list all your 
problems). Don’t criticize, but suggest common solution. Sometimes count in 
yourself to ten before you say something. Say what bothers you about the way 

your collocutor behaves (don’t condemn the entire person), and how you feel, 
focus on the things that can be fixed and done, and let your collocutor say what 

he want’s from you. Especially be careful of emotional and rash statements. 
Don’t say something just because you know the others would like to hear it. 

 Practice new ways of communicating, but don’t be angry if once 

again old habits come around. Practice in front of a mirror and be ready to adopt 
new skills which will enrich your vocabulary, style of expressing yourself and 

                                       
4 Empathy – state in which you show understanding for the feelings of the other 

side (emotions, urges), but you are not turning on your emotions (instead of sympathy). 
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subject you will use in your conversation. Pay attention on (TO) communication 

of successful people, and transfer some new experiences in your own style (but 
don’t entirely copy others, because then you won’t be you anymore, you will 

become more or less just a bad copy, instead of staying a good original. 
 Adopt your communication to the situation, which means you must 

not communicate by habit or by learned text, because not all the situations are 

the same and niether is the communication. In specific circumstances you will 
have to have prepared answers in your head, the answers to all the possible 

questions or structure things you want to say, but then we are talking about 
good preparation (e.g. for a school exam, for a business meeting with a 
customer, etc.). 

 Communication is a part of characteristics of specific people or 
groups of people, so in international relations it’s very important to know culture 

and tradition of your collocutors to communicate successfully.  
 

1.3. Effect of Androcles 

 
Androcles was a Roman slave who, according to a traditional story, fled from 

a cruel master into the African desert, where he encountered a crippled lion and 

pulled out a thorn from its paw. The lion later recognized Androcles, who had 
been recaptured by the Romans, in an arena where prisoners were pitted against 

hungry lions in a fight to the death. The lion spared the slave’s life. Emperor 
Tiberius freed them both, according to legend.  

 There is another version of this story, for which I believe is closer to 

the truth. In the moment of their encounter, Androcles told the lion that he 
would have to hold a speech for the audience after the lunch so the lion got back 

scared to his cage. 
 After few thousands and more years, Androcles was still among us. 

You wouldn’t believe, but recent public studies about fears showed that people 

are more afraid of possibility that they would have to hold a speech in front of an 
audience then they fear death. They even made a list of ten most frequent and 

biggest fears people have. On the last place of biggest fears is a fear of dogs, 
then we have fear from being lonely, from flying, death, diseases, deep sea, 
financial troubles, bugs, height, and the worst fear of them all is the fear of 

speaking in public (public speech).  
 Fear of speaking in public is more common than flue. If you are one 

of those who admitted to themselves that they are more scared of speaking in 
public or having a presentation then they are scared of diseases, bankruptcy or 
mother in law paying a visit. I want you a nice welcome in the society and I’m 

also offering help. 
 Every one of us on a daily basis is using its own arts of 

communicating with members of his family or friends, his colleagues at work, 
business partners. To achieve your goals, you have to show/do or say 
something. You have to communicate. Good presentation of thoughts and ideas 

is a first step of successfully presenting yourself to others for that what you are 
going to say or do. 

 Numerous people are in big trouble when they need to show their 
knowledge, propositions, ideas, plans, programs, products or services to the 

others (spouse and children, friends and relatives, colleagues, boss, potential 
buyer, creditor, attendants of a seminar, shareholders…). A big problem of 
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correct communication is present all around the world. Best ideas and plans, 

even if you invested great effort in them, won’t realize if you don’t communicate 
in the way that is acceptable to your collocutors.  

 For a communication to succeed (verbal and non-verbal), it is 
important that it reflects the attitude of the emitter. Since the others also think 
with their heads, you are exposed to collocutor’s evaluation during your 

conversation. Good grade means a good message reception. Bad grade means 
the opposite, even the end of communication. 

 I believe that this book will be equally interesting to anyone who 
experienced presenting something in front of a bigger audience: economists and 
lawyers, doctors and physicians, politicians and diplomats, traders and bankers, 

but also to housewives and students who are selling dishes and cosmetics as 
their part-time job. Whoever sensed an urge for an advice or help, will 

understand me. 
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2. 2. PRESENTATION 

 
How many times in your life were you in an oportunity to make a speech 

or a presentation to a larger group of people? Businessmen, professors, 
politicians, doctors, lawyers, artists and others find themselves daily in an 
oportunity to make a presentation, give their opinion, present the results of their 

research, or, simply, make a speech in front of a large group of people. They find 
it easier to research the facts and information and prepare a presentation in 

advance, rather than to improvise, especially if the audience is uninterested, or 
even hostile. 

 

 Preparing the presentation starts with a dilemma: Can I do it? Am I 
the right person to speak about this? There must be many speakers who are 

better than I. Can I make a successful presentation? 
 
 Every man sets goals for himself, and one of them is often a desire 

to distinguish himself among others and make a name for himself either by his 
actions, skill or appearance. In the times of ancient Greece and Rome, rhetoric5 

was the art of speaking convincingly. Language is a sign of one's politenes, the 
foundation of communication, the medium of socialization and transfer of 
information, and finally, the basis of human contact. The goal of the speech was 

simple – if you can make a good, convincing speech, you will prevail over those 
who can't.  

 
 The speaker's task is to convince, and terefore it's important for him 

to please his listeners in order to get their attention. A speech should be 

decorated with easily understandable explanations and lively anegdotes. 
Boarding a ship, Gaius Iulius Caesar6 once said that it wasn't necessary for him 

to stay alive, but it was imperative for him to get to where he was going. 
 
 The style is the clothing of the mind. If your style is rude and 

vulgar, your ideas will appear to be the same and won't be accepted well by 
others. Your goal is to capture their hearts, and eyes and ears are the path to 

the heart. Win their eyes with the way you look and move, flatter their ears with 
elegance and elocution. An old saying says that a man falls in love with a woman 

by looking at her, and a woman falls in love with a man by listening to him – just 
another example that eyes and ears help communicate emotions. 

 

 Reasonable arguments, even if roughly formulated, will have effect 
in a private conversation, but a bigger gathering needs not only substance, but 

also form. A big gathering is often a mob with it's passions, moods and 
sympathies and can be affected best by your rhetoricall skill. If you want to 
please people, you have to do it their way. Since you can't change them, accept 

them for who they are. 
 

                                       
5 Rhetoric – the art of using language in an impressive way, esp. to influence 

people in public speaking 
6 Gaius Iulius Caesar (100. - 44. B.C.) – a roman general and emperor 
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2.1. Pre-preparation stages 

 The first stage of pre-preparation, while the idea is still a spark in 

your head, is understanding the basic reason for the presentation. The motive 
and the theme can come from the individual, or a business/social group he 

belongs to. More specifically, those motives can be a desire to sell a product or a 
service,   

present the results of a research, educate your audience, controll a certain 

group or event, etc. 
 

The second stage is an intensive search for ideas that can be presented 
with real chances for success of the presentation. Very few speakers immediately 

«see» their presentation from start to finish. Mostly, it's just an idea that must 
be structured and refined before it can be presented to anyone. Most ideas come 
to you while engaged in everyday activities like taking a shower, driving or 

resting. But the basic rule is – if the idea isn't followed by a clear vision of where 
it would lead, or the problem it would solve, wait for the next idea. Generally, 

one idea isn't enough to motivate you to become a speaker or to prepare a good 
presentation. 

 

During the third stage, find out who are the potential «users» of your 
information. If you realize that your idea is interesting to a couple of people (who 

are not presidents of important and powerful countries or directors of wealthy 
corporations), tell it to yourself in the mirror and be done with it – you have 
given your presentation, hadn't gone through a lot of trouble, your audience 

listened to you carefully, and you left the room a happy man. 
 

If you have concluded that your idea might interest a larger group of 
people, you're on your way towards a presentation. If your potential listeners 
discover a benefit for themselves in it (financial, educational, social or business), 

you will also have an audience. There's an old saying that goes: «When a man 
with money does business with a man with an idea, the man with the idea gains 

money, and the man with money gets the idea». Can you sell your idea? Both 
literally and metaphorically? 

 

In the last, fourth, stage, you need to purify your initial idea. Find out 
what you'll need (information-wise, financially and technically). It is necessary to 

find out all the relevant details and ask the opinion of people who know more on 
the subject. If you can't do it all by yourself, carefully choose one or more 
partners. While talking about the idea, try to look at it through other people's 

eyes and try to improve and adjust it constantly. Evaluation and achievment of 
your idea often calls for alternative solutions. 

 
The presentation and it's course must be planned and rehearsed in detail. 

«A monkey that does not have a clear image of the branch he's jumping to, is 

potentially a dead monkey» - says sir Rudyard Kipling in «Junglebook», so if you 
don't know what the beginning, middle and ending of your presentation should 

look like, you risk reactions ranging from dissatisfied whispers to rotten egg 
target practise. 
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Of course, it is always good to have a couple of introductions, bodies and 

conclusions prepared, especially in the situations when you don't know who your 
audience is or what their attitude towards your subject is. 

 

2.2. Creative ideas and preparation of 

presentation 

Let us repeat it once more, a speech is consisted of three main parts: 

introduction, body and conclusion. Tell the people what you are going to say in 
the introduction, say it in the body, and summarize what you've said in the 
conclusion. 

 
Since the body is the main part, and takes up more than two thirds of the 

speech, we start our preparation with that. The success of the presentation 
depends on the harmony of sentiment and argument, so start preparing «from 
the tail»  - by determining conclusions and basic ideas, after which you create a 

frame of the presentation and fill and shape it with words. Always have in mind 
that you must say the things people should learn. 

 
To determine exactly what you want to say, you have to carefully study 

the materials at your disposal, wether it's results of your own studies or 

somebody else's work and ideas. Read them with comprehension in order to get 
a complete understanding of the idea you're presenting. 

 
Read the materials several times thoroughly, noting key words and 

sentences. After detailed analysis, establish links and consistencies between 

ideas, determine places which are problematic or unclear, connect the key parts 
of the speech and find out which information you still need to complete your 

presentation. Of course, you need to write it all down. 
 
In this phase, improvisation and rellying on your good memory is not 

recommended. During the presentation, something can distract you and, without 
notes for reference, you may not know how to continue your presentation. 

Besides, the fact that you have your notes at hand gives you more security and 
confidence. 

 

If you're a speaker who likes to pick out only the key ideas and improvise 
a speech around them, you will need to go through the same procedure, only 

you will spend more time memorizing it. Doing that will burden your brain with 
more details, and put you under more pressure. Of course, there are speakers 

who can improvise an entire speech. The only downside is they will soon forget it 
and probably won't be able to repeat it in full ever again. 

 

These ways for preparation have both advantages and flaws. A written 
preparation gives you confidence, enriches the presentation with details and 

keeps to the basic structure of the speech. But if you stick blindly to written text, 
the audience might feel that there are too much cold facts and that they should 
have read your presentation instead of listening to you. 

 
Preparing only a few key ideas leaves you with much space to show your 

rhetorical skill, to observe the audience and establish a contact with them. It can 



 17 

also lead to inconsistencies and conflict of ideas, it is easier to lose sight of the 

main topic of the presentation, so this kind of preparation requires a lot of 
confidence. 

 
In order for your confidence to be more than subjective opinion of your 

abilities, I suggest a combination of both ways for preparation: To carefully 

prepare the presentation and the notes, rehearse it, and then present with little 
or no help from the notes, leaving an impression of an excellent speaker. 

 
Organize your memory so that your basic ideas are always at hand, and 

store the details where you can find them when you need them – in your head, 

your computer or on a piece of paper. 
 

 

2.3. Memory 

Memory is a mental system that records impressions from senses, like 

sight, hearing, taste, smell and touch, and your strongest experiences will be 
remembered the best. Taste, smell and touch can't help memorize your notes, so 
we depend on what we see and hear. As we grow older, those senses begin to 

weaken, so it is good to renew them by creative interest in things associated 
with presentations as well as connecting them in a way which will allow us to 

remember the information we need. 
 
While training your memory in normal circumbstances, which helps your 

mind the most, keep track of how the things you see and hear affect your 
memory. To expand it's ability, connect your thoughts into a logical unity and 

bind them together in a way which would allow you to connect the parts into a 
coherent and logical presentation. Don't be shy to use notes, but be sure to 
organize them to be a help and not a distraction during the presentation. 

 
Here's an exercise you can use to practice your memory. On your way to 

work, look at a store window and say aloud the names of ten items you see 
inside. Then turn away from the window and try to repeat them. If you can't 
remember all ten, practice every day until you succeed. Listen to yourself 

carefully while numbering the items so that your hearing could participate in 
activating your memory. 

 
On the way back, before you get to that store, try to repeat the ten items 

you chose. When you reach the store, check to see if you've got it right. If you 

made no mistakes, your hearing had helped you memorize, and your audience 
will also memorize a combination of what they saw and what they heard. 

 
If you rehearse your presentation aloud, you will be able to memorize 

more details. You should, of course, prepare short notes, but if you repeat them 

aloud, you will find them easier once the presentation starts. 
 

Try doing the same exercise, but in stead of saying the items, write them 
down. Read the list once, then try to repeat it. At the end of the day, repeat the 

test. If you scored better than the first time, you have, so called, photographic 
memory and you should rely on it during the presentation. For example, it is not 
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rare for a speaker to remember the text because he or she knows that it's 

located in the top left corner of page seven. No matter which sense you use to 
best support your memory, you should practice both techniques. Together they 

will give you the best support during your presentation. 
 
 

2.4. 2.4. Sense of time 

The sense of time is an important mark of a good speaker, and you should 
be able to juge how long your presentation is going to last even before you open 

your mouth. Most speakers don't have a sense of time, which causes problems 
for the audience, and often also for the organizers of conventions who need to 

stick to a pre-set time table. 
 
The convention supervisors must respect the time reserved for 

presentations and discussion. There's an anegdote about a convention supervisor 
whose speech went on for fourty minutes, instead of ten that were planned. 

When he finally called for the first speaker, he said: «Honoured chairman, my 
presentation is in this folder, and my train leaves in twenty minutes.» 

 

Strict adherence to time is only necessary when you're rehearsing your 
speech. During the presentation, leave a couple of «safety» minutes in case 

something changes your pre-rehearsed speech. Don't be a slave of time, or you'll 
leave an impression that you've «worked off» your presentation paying more 
attention to time than your audience. 

 
When you organize the time for your presentation, reserve 20 – 25% of 

the time for introduction. The body should take 50 – 60%, and the last 20 – 25% 
of the time should be left for the conclusion. Even in the situations where you 
don't have a time limit, the conclusion should not be longer than ten minutes. If 

you are Fidel Castro7, disregard this paragraph. 
 

If, during your numerous presentations, you become tired of all the notes 
and reminders, don't forget that you need to oil your machine in order for it to 
work smoothly. Oil your thoughts with short and clear reminders, which will allow 

you to smoothly start, develop and conclude your speech, without ever 
endangering your confidence. 

 
 

2.5. 2.5. Structure of the presentation 

Besides knowing what to say, you should know when to say it and in what 
way. When the time comes for your presentation, take the place reserved for the 
speaker. If it's a social speech, you may only have to stand up from your seat. In 

any case, it is important that the audience can see and hear you.  
 

                                       
7 The Cuban president. Came into power after the revolution in 1959. Legendary 

for his, often several hours long, speeches. 
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If necessary, say your name and the topic you will be talking about. Tell 

them the duration of your presentation, and when you will be taking their 
questions (during the presentation or afterwards). 

 
Every presentation must have it's introduction (start), body (main part), 

and conclusion (end) - in the written preparation, as well as in front of the 

audience.  

2.5.1. 2.5.1. Introduction 

In the introduction, try to introduce the audience with the subject of the 
speech, give a short history of the problem and the present moment. Get them 

to start listening and open their mind in order to understand the main part. 
Introduction depends on your quick and experienced inclusion in the 

presentation. If you don't «start functioning» in three minutes, your audience will 
have a problem with a boring and incomprehensible presentation. 

 

A lot of well prepared speeches were ruined by a boring or nervous 
introduction. Interest and attention need to be established before the transition 

to the body of the presentation, or there's a possibility that all your effort would 
be in vain. 

 
The introduction includes greeting, self-introduction and beginning of the 

presentation. 

Greeting. Your appearance must be pleasant, professional and 
authoritative. Enter the room walking steadily and greet the audience in a 

customary way. 
Self-introduction. Tell the listeners your name, experience, field of 

expertise and the names and status of collegues (if there are any) who are 

assisting the presentation or have contributed to it's preparation. 
Beginning of the presentation. If you want to have a successful 

presentation, you need to interest your audience for the subject in the first three 
minutes, when their concentration is at a peak. Start slowly - that will help you 
relax and better control your voice. Look at your audience and start with 

something you have in common, in order to gain their acceptance. Avoid reading 
the first sentences. You have to be relaxed and look natural. Gain their attention, 

draw them in with your topic, your personality, speech and presentation style. 
 
It could be that the subject of your presentation is too extensive (more 

often) or too contracted (seldom). In both cases the subject must be prepared 
and adjusted for the presentation. The same material can be presented in 

various ways, depending on the speaker and the audience. 
 
 

2.5.2. Body 

The body includes elaboration of ideas given in the introduction, stating 
facts, pointing out examples and significant data, and a complete interpretation 
of the topic you're presenting. Success of the body depends on the successful 

use of words. Present the facts with clear and understandable language, which 
shouldn't be misused to fill in the holes in your presentation. The body 

establishes rhythm and tone of your presentation. Use all the advice you've 
heard and all the experience you have. Enable the audience to participate. 
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You should not drink mineral water, carbonated beverages, coffee, tea or 
alcohol before the presentation. Carbonated drinks can make you flatulent, warm 

drinks might make you sleepy and the alcohol could make the brain-thongue 
connection somewhat unreliable. Drink a glass of water or a natural juice and 
clear out your throat. 

 
To make your presentation rhythm acceptable to most of the audience, 

use pauses after key ideas to make them easier to recognize and understand. 
Speak in a calm and articulate voice because that will stimulate the audience's 
interest and help gain their attention. 

 
You should slow down, if the topic is difficult to understand, if you're using 

numbers and statistical data, if you're showing pictures and slides, and especially 
if the audience looks fatigued and «ten years older». 

 

The tone of your voice must be coordinated with your body language. It 
must not be monotonous, boring or sound like the calm ocean, lulling your 

audience to sleep. Allow yourself a brake between the sentences since the 
audience doesn't know if you've forgotten or omitted to say something. 

 
You are not the only reason for the audience's attention, so relax. If the 

topic is tiresome, loosen the audience up with an anegdote or a good-timed joke. 

A smile on your face and a friendly approach will help you relax the audience as 
well as yourself and set the necessary conditions for the sucess of the 

presentation. Believe in the power of your smile. 
 

2.5.3. 2.5.3. Conclusion 

Many speakers get so well prepared for the presentation that they forget 

to finish it. Many, troubled by the body, forget about the conclusion. Don't forget 
that the impression your audience got at the beginning of the presentation 
doesn't necessarily have to be the impression they go home with. Inexperienced 

and unprepared speakers, especially if the speech is long, can lose the basic idea 
of the presentation, which is bound to confuse the audience. If you raised some 

questions at the beginning of the presentation, be sure to answer them in the 
conclusion. 

 

It is important to thank the audience for their attention, remind them of 
the most important issues of the presentation, give your conclusion based on the 

formerly mentioned facts and perhaps invite them to contact you if they would 
want more information. After a customary greeting you should sit in the audience 
if there are other speakers after you, and participate later in the social event if 

the organizer (it could even be you) arranged one. 
 

It is very important to conclude your presentation in a clear way because 
it will be a ackward situation if you've finished and everybody is waiting for you 
to continue. Also, if your conclusion is too long, you will get the same effect as if 

you had none at all. The conclusion must be short, clear and specific. 
 

You should always finish your presentation with a smile and a loud «thank 
you». If you're using an OHP or some other technical help, you can show a 
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goodbye sketch or a photo. Bring positive emotions into the conclusion and 

successfully finish the presentation. 
 

2.6. 2.6. Types of presentations 

 
We can divide presentations into two subcategories: spontaneous (social 

speech, oral test examinations, talking to acquaintances, unplanned meeting 

with a business partner) and prepared in advance (political speech, business 
presentation, presentations on seminars, a lecture in school or college). 

Presentations can also be categorized according to occasion, duration and 
goal. 

 

2.6.1. Presentations according to occasions 

Every presentation must have it's reason – an occasion that gives it place 
and meaning. Depending on the occasion, we will choose the topic, style, space 

and technical support, the level of contact with the audience and the duration. 
 
2.6.1.1. Business presentations 

 
This type of presentation is mainly determined by rules of business 

procedure. It is recommended to clearly articulate the main arguments at the 
start of the presentation, using minimum explanation, and to summarize them in 
the conclusion. After you've prepared the speech, check it, then write the main 

ideas and rehearse a couple of times, always timing yourself, in order to have 
complete control over your presentation. 

 
Business presentation can be internal (board meeting, work/task group 

meeting) and external (presentation of a product/service to customers, 

presentation of business results to shareholders, etc.) 
 

An external business presentation can start with: I am here today to show 
you how to increase/cut something. The customers always want to know two 
things: how to increase sth. (revenue, profit, production, etc.), or how to lower 

sth. (employee numbers, expenses, risk, etc.). Research in the USA and the UK 
in the nineties has shown that american and european customers make more 

than half of their decisions on the basis of presentation. They love a good 
prosentation – clear, concise and well prepared. They don't like bad 
presentations – unprepared and unskilled with technical support. 

 
Presenting products is easier if your hands are full. It is better to stop 

speaking while the audience is observing the product you're presenting and then 
continue by repeating the last sentence once their focus is back on you. 

 

The purpose of the presentation is to provide an opportunity for the 
customers to see and touch the product, and your voice should be soundtrack, 

giving them information about the product that they can't see. If the product is 
being handed from one person to another, stop the presentation because your 
every word undermines their concentration, as well as your own. 
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2.6.1.2. Organizing conventions 
 

Meetings, seminars, symposiums and other conventions are organized by 
a person whose task is to make sure everything goes by in a pleasant 
atmosphere, with quallity filled presentation time and in satisfaction of all 

attending parties. Bad conventions are result of a combination of bad preparation 
and lack of training and experience in event management. 

 
Experienced presenters are generally also successful convention 

organizers. But if the job is given to somebody without experience or feeling for 

basic rules of presenting, the result can be devastating. Badly run conventions 
lead to loss of precious time for everybody involved, since even the good 

presentations are lost in the general dissatisfaction of the audience. Most of 
these conventions last too long, lose purpose and become a torture which we 
attempt to avoid either by not attending, or by phisical presence accompanied by 

absence of mind. 
 

Successful conventions start with realization that they are means to an 
end, not the end itself. The goal of the convention is to provide information and 

knowledge offered by the presenters, to insure feedback and repetition of 
conclusions. That enables the organizer to present the suggested solutions to 
problems that can be accepted by the majority of participants. 

 
In the preparation of conventions it's important to consider all the details, 

like the number of participants, delivering the agenda in advance, limiting 
presentation and discussion times, and gathering all the needed technical 
support. There are skills regarding convention management that need to be 

learned and can hardly be «picked up along the way». Some say the experience 
is crucial. They're half right. Others say that training's the key. They're right too. 

 
The convention organizer opens the event by greeting the people 

attending, briefly states the events preceding the convention, announces 

speakers' names, shortly gives the topics of the convention, asks the audience (if 
necessary) to pay close attention and explains when the speaker will be taking 

their questions, and introduces every speaker and the theme of his presentation. 
This part of the convention shouldn't last longer than five minutes. 

 

During the discussion, the questions are directed to the convention 
organizer, who acts as a moderator. If the question wasn't really a question, but 

more of a supplement or a personal conclusion, thank the person, and, without 
calling for the speaker, move on to next question. Do not allow more than one 
question at the same time. 

 
If possible, it is good to have questions in writing because it's easier to 

determine their order. Whenever you read the question, also announce the next 
one. If the participants apply by raising their hands, try to give them word in the 
order you spotted their hands. After their question, repeat it again in order to 

give the speaker time to prepare the answer, and to be sure that everybody 
heard it, because people often ask quietly or unintelligibly. 
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In the end of the convention, thank the speakers for their presentations, 

summarize the main conclusions, and thank everybody for their attention, 
participation (if there was any) and the time they devoted for the convention. 

 
An experienced organizer can contribute to the success of the convention 

not only by choosing quallity presentations, but also by encouraging participants 

to join discussions after the presentations. The result is not only greater 
efficiency of the convention, but also the satisfaction of participants who start to 

feel included in the convention. 
 
If you're ever in an opportunity to organize conventions, take care of the 

participants. Respect their time, as well as yours. Don't let it turn into a scene 
out of «Sleeping beauty», but also don't let paticipants take control. Don't jump 

in front of the spotlights, but show with your words and attitude that you're the 
manager for a reason. By respecting yourself you will  show more respect to the 
people attending. Complete the task you have taken on – organize a successful 

convention. 
 

2.6.1.3. Meetings 
 

Life of the company is unimaginable without the meetings of it's 
management and employees. But the life of a manager filled with bad meetings 
is unbearable. «I have to go to the staff meeting» is a phrase that makes most 

business people sick. It rings with boredom, frustration and generally represents 
a waste of precious time. Spending most of their workhours in meetings is the 

fate of managers, and most of them believe that at least half of those meetings 
is nothing but a waste of time. But you can't do without meetings. A team isn't a 
team if they don't discuss their problems and make their decisions together. That 

is only possible in effective and productive meetings. 
 

Successful meetings start with realization that they are means to an end, 
not the end itself. Although there are a lot of crucial meetings for the company, 
there is also a large number of those that leave participants thinking they just 

lost their time in vain. It doesn't take long for people to realize that a meeting 
should never have taken place, and then the grumbling starts: «He could have 

told us that over the phone» or «Why didn't he just send a memo?». So, before 
you send an invitation, be sure that the meeting is really necessary. 

 

Don't torture your people like one, today already ex-, director of a croatian 
company, who every monday used to keep his employees in a meeting all day 

(the record-holder is a meeting that was held from 8 a.m. to 9 p.m. and was 
interrupted, only half through the agenda,  because a storm had caused a power 
shortage). I've had the opportunity (or a misfortune) to attend those meetings 

for a year, until I transferred to another firm. What a horrible experience.  
 

After that, I've kept myself away from meetings that discuss the firm's 
financial politics for the next month in ten minutes, after which the moderator 
allows a three-hour discussion on wether the workers should be wearing a knee-

long or an ankle-long safety apron, which was the topic of half the last meeting 
as well. The best part is that the problem could have and should have been 

decided by the production director. So, be careful of those directors who hold a 
meeting because their wife is coming home later that night and they need 
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something to bide their time, or simply because they want to test the patience 

and nerve thickness of their employees. 
 

Moderating meetings has it's simple laws that say: unite the group, direct 
the group and mobilize the group. 

 

Unite the group - The goal of meetings is to present solutions to problems, 
insure feedback and determine conclusions. That enables the organizer to 

present the suggested solutions to problems that can be accepted by the 
majority of participants. To achieve that goal, get the participants to strive to a 
solution that can satisfy everybody's, or at least majority's, expectations. During 

the discussion, the moderator must not side with any group. The main threat is 
the aggression of individuals who insert their opinions (and their interests), 

regardless of their value for the final conclusion and the worth for the firm's 
business results. So, loosen up, be impartial, stick to the facts and include 
everybody in the discussion. 

 
Direct the group - During the meeting, it's possible to stray from the topic, 

either because of deliberate influence, or reckless discussion. There's an efficient 
way to discipline tedious speakers, used by some african tribes. In order for the 

chiefs' meetings to last as short as possible, it is customary that every speaker 
drinks a potion with strong diuretic qualities before he begins. Lacking this 
potion, limit the time for presentation and discussion. 

 
Since you are the moderator, stay «sharp» and concentrated the whole 

time, «hands on the steering wheel». Check to see if the suggestions are 
relevant for the topic. Make sure everybody understands the suggestions. Check 
again if you don't understand. 

 
Mobilize the group - Because of the aggressive individuals, it is possible 

that the «weaker ones» are driven back. Experienced and well trained 
moderators can activate those who mainly listen, who are affraid and 
unmotivated, by encouraging them to participate in the discussion. The result is 

not only greater efficiency, but also loyalty of the employees who start to feel 
wanted, appreciated and invited to give their input in a meeting. 

 
Protect the weak and keep a tight leash on the strong. Ask for everybody's 

view, gather all the propositions. Write them down. When participants voice their 

ideas and suggestions, don't belittle them. Upgrade them with a comment or a 
suggestion of your own. 

 
Research, conducted regularly on thousands of employees and managers 

of top global companies, has shown that one third of time spent on staff 

meetings is unnecessarily wasted. The higher the manager is, more serious it 
becomes, because he participates in more meetings, which, according to this 

research, is at least 17 hours a week for higher ranking managers. 
 
Still, more than 80% of the people interviewed consider managing 

meetings an important test of manager's competence. Because, meetings are 
management. They make the core of every quality project and therefore every 

quality company. Good meetings give participants a feeling of accomplishment 
and useful use of their time. Bad meetings leave them in a bad mood, 
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unmotivated and fragmented. When you think about it, meetings are often the 

only place where all the board members are together and the only place where 
the leader is percieved as a leader, and not the person you give your reports to. 

 
Experienced presenters are generally also successful meeting organizers. 

But if the job is given to somebody without experience or feeling for basic rules 

of presenting, the result can be devastating. Badly run meetings lead to loss of 
precious time for all involved, since even the good ideas are lost in the general 

dissatisfaction of the participants. 
 
If the participants feel their time is being spent in vain, they won't just 

lose respect for the leader, but also the organization that named him. One 
depressing discovery of this research is that people running the meetings don't 

get better at it over time, but pass their bad habits to the other participants 
instead. 

Five key elements of successful meetings are: 

 
Planning – Think about it and specify the goals of the meeting, why you 

need it, give the agenda in the invitation. Invite only the people who need to 
know what it's about or can contribute to it's success. 

 
Preparation – You need to find a logical connection between various topics 

and compose the agenda accordingly. You also need to reserve enough time so 

the important issues can get enough time for a quality discussion. 
 

In the preparation of meetings it's important to consider all the details, 
like limiting the number of participants to those who are really necessary, send 
the agenda ten days in advance, limit the time for report presentation, 

presenting ideas or discussion, and prepare the technical support needed for a 
successful meeting. 

 
Informing – The moderator «opens» the meeting by greeting participants 

and describing events that preceded the meeting or were the cause for the 

meeting. He shortly explains the agenda, asks the participants (if necessary) to 
listen carefully and give their input with questions, propositions and conclusions. 

He can present the speaker before every presentation. In the introduction, he 
states the goal of the discussion, so it's necessary to prepare the information 
needed for the discussion in advance. The moderator shouldn't spend more than 

five to ten minutes for this part (depending on the number of attendants and the 
goals of the meeting). 

 
Structure and control – A meeting is not group therapy, so you should 

make any speech interruptions impossible. During the discussion, the questions 

are directed at the moderator, or with his approval. If the question wasn't really 
a question, but more of a supplement or a personal conclusion, thank the 

person, and, without calling for the speaker, move on to next question. Do not 
allow more than one question at the same time. 

 

If the participants apply by raising their hands, try to give them word in 
the order you spotted their hands. After their question, repeat it again in order to 

give the speaker time to prepare the answer, and to be sure that everybody 
heard it, because people often ask quietly or unintelligibly. Listen to the way they 
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speak, because those who look confident and affect the forming of opinions tend 

to speak louder or speak in a deep, resonant voice. 
 

If it comes to an aggressive conflict of opinions or if you know you will be 
attacked, practice raising your voice and aggressive attitude. After every opinion 
you give ask somebody if they agree: «Wouldn't you agree, John? Isn't that 

right, Victor? I believe you will agree with me, mrs Smith?». Singling people out 
usually creates discomfort, so you can leave the role of victim and nervous 

answers to them. 
 
An experienced organizer can contribute to the success of the meeting not 

only by choosing quallity presentations, but also by encouraging participants to 
join discussions. The result is not only greater efficiency of the meeting, but also 

the satisfaction of participants who start to feel appreciated and invited to 
actively participate, instead of being listeners and head-nodders. 

 

During the discussion, respect it's structure: first state the problems, then 
give the evidence, discuss what the evidence confirms, reach the conclusions and 

then, and only then, you can decide on the actions that are needed. 
 

Summary and minutes – In the end of the meeting, sum up what has been 
said and write it down in a form of minutes, which you should distribute to the 
participants after the meeting. Thank the speakers for their presentations, 

summarize the main conclusions, and thank everybody for their attention, 
participation (if there was any) and the time they devoted for the meeting. 

 
Forming a position in a meeting is a political process, and often a rough 

game, but you don't have to be Rambo or Terminator to survive. Observe the 

ones percieved as successful – they are confident and know how to articulate a 
problem. They can offer a solution. And know how to avoid the problem. 

 
2.6.1.4. Political speach 
 

A presentation of political ideas and positions to an average group of 
people is always made up of more emotions and less facts, so you need to pay 

more attention to approach and conclusions in your preparation. 
 
If you are holding a political speach and the audience is asking questions, 

it is good to have an experienced moderator who will repeat every question 
aloud, and in so doing give you a few extra seconds to prepare an answer. 

Although it's harder on the speaker, direct questions (followed by good answers) 
have a bigger impact on the audience than the prepared questions, which are 
often percieved as staged, and thus less credible. 

 
Although these speeches, like all the others, are subject to the old latin 

saying Verba volant, scripta manent8, this type of speeches is remembered 
longer. People want to hear something satisfactory, the emotions are stronger, 
so it's important to have a sense for the content of the speech. Even though it's 

said that people have a short memory, political speeches are among the rare 
ones that can come to haunt you even after ten or more years. However 

                                       
8 Latin: The word flies, the written stays. 
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untouchable you think you are, don't forget that even one of former USA 

presidents, at the time the leader of the most powerful nation in the world, had 
to answer for what he had said during the Lewinsky case. Verba volant, but 

sooner or later it has to land. 
 
2.6.1.5. Social speeches 

 
A light encouragement after a good meal can help the digestive organs 

function better, that's why the social speeches are often held in restaurants or 
similar places. They are often held in somebody's honour or to celebrate some 
special occasion. To make a good social speech, don't talk about a person's 

attributes, but focus on his or hers work and social activities instead. 
 

If the speech is being held at an opening of an object or event, it should 
not be longer than five minutes. It's good to have it prepared and rehearsed in 
advance to make sure it doesn't last longer than that. 

 
A social speech held at a wedding or some other celebration, is not limited 

by time, and it depends on your feeling for the audience, their power of 
concentration, the occasion, and, of course, your rhetorical skill. 

 
 
2.6.2. Presentations according to duration 

 
Duration of the presentation depends on numerous factors. If you're 

participating on a convention, seminar or symposium, the moderator will allow 
15 to 20 minutes for your presentation. If you are the only presenter, you will 
determine the time, having considered your audience and the topic you are 

talking about. 
 

During the presentation, have in mind that an adult's concentration ranges 
from eight seconds to twenty minutes, and don't forget to «freshen» long 
presentations with pauses. That can be pauses up to 15 minutes, or speech 

pauses filled with images, movies or silence. The audience needs pauses to 
renew their concentration, but you need it too. 

 
 

2.6.2. 2.6.3. Presentations according to goal 

I've heard a good joke recently. Two gentlemen are playing golf, and one 

of their caddys9 is acting strangely. So one of the golfers asks: «What's wrong 
with you, man? Are you in such a hurry to get home? Every time I hit a ball, you 
look at your watch.» And the caddy replies: «That's not a watch, sir. It's a 

compass.» It's the same with presentations. If you don't know what and where 
your goal is, every presentation will get you there. 

 
The content, duration and the style of the presentation depend on it's 

goal. The most common objectives of presentations are to determine and solve a 

problem or to transfer ideas. Presentations that transfer ideas or research results 
are a good occasion for the audience to participate by asking questions, giving 

                                       
9 Caddy – a golfer’s assistant who carries his equipment 
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suggestions and ideas. Their participation contributes to the goal of the 

presentation – accepting knowledge, learning and analysing new ideas and 
information. 

 
Presentations whose goal is to help the audience reach a business 

decision, are focused towards familiarizing the audience with the product 

(service), it's use, technical and other qualities, and other benefits for the user. 
The presentation is expected to rouse curiosity and encourage questions, which 

can lead to a favorable business decision. A business presentation that focuses 
on financial and business results requires a detailed preparation and clear cause-
effect connections between ideas, numerous indicators and thurough analysis, 

and the participants are expected to ask questions and give suggestions. 
 

Presentations that are supposed to influence listeners in making some 
other decision (for example, political), usually in favor of the speaker, will be 
adjusted to the attitude and feelings of the audience. Emotions are an important 

factor for this type of presentations, while the facts and analysis become 
subordinate to the needs of the moment. 

 
Presentations during a social event need to be short, relaxed and generally 

acceptable. Their goal is to amuse the audience with a story (mostly humorous) 
about a person, object or event that's the cause for the gathering, and to give an 
opportunity for the participants to get to know each other better. 

 
Presentations whose only use is to strengthen the speaker's authority, 

whose propositions are to be unanimously accepted, are based on the obedience 
and completing orders, no questions asked. Duration and topic of these 
presentations are not important for their success. The only thing important is to 

have an audience ready to listen to the speaker, regardless of what he's saying, 
as long as it suits what they want to hear. 
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3. 3. PRESENTATION KNOW-HOW 

A certain presentation will be good or bad depending on all actions we do 
from its beginning till the end. Preparation, training, act of presentation itself, 

and part anticipated for questions and answers should be fit together. 
Presentation should be well shaped so that listeners can accept it with approval.  

 

Even when creating it, presentation can get a clue of success or failure. 
When speaker comes in front of listeners, good preparation is most often also 

indication of good presentation. It happens that speaker prepares good 
presentation, but during its physical happening (due to personal or external 
reasons) presentation becomes bad.  

 
Audience presence may reflect speaker two ways: it can motivate him/her, 

or it can also unable him/her to communicate successfully all he/she prepared. 
Audience may be like a bull from the joke in which young commercialist hurries 
to catch a train and looking for a shortcut asks a villager who gurads cows: “ 

Hey, grandpa! I have to catch the train at 8:15. May I cross over your land?” The 
answer was clear: “Sure, young man, but if my bull sees you, you’ll even catch 

the one at 7:45.” 
 
I know some speakers who prepare presentation well, practice it, hold a 

brilliant speech, prepare all present for interesting proceeding and then – click, 
something happens, they deliver one bad sentence, they stiff and instead of good 

presentation they torture listeners as well as themselves for the rest of the time. 
Maybe they feel like the bull from the joke is right behind them the whole time, 
so they don’t have more time to think about successful presentation closure, 

instead they “fight” for “survival” and for quick closure of speech in front of 
audience. 

 
More common case is for a speaker to perform good preparation poorly 

than viceversa. Great experience, subject understanding, improvisation ability 

and a lot of emotions are needed to make a poorly prepared presentation, thanks 
to a speaker, into a good one. But don’t too selfconfidently rely on your 

improvisation skill. Let it be with you, like a life-saving belt in case something 
gets of expected course, but don’t base your presentations on inspiration or 

improvisation. This may “work” once, maybe even several times, and then in the 
middle of the important presentation it will leave you.  

 

3.1. The Disaster of a bad presentation 

The main threat to successful presentation is you. Your fear, your 
ignorance and your improvisation will ruin your every effort to present new 

information or ideas. Bad presentation will manifest through dissatisfaction of 
present with the content and/or way of presentation. It is up to you to restrain 
above mentioned threats with self-confidence, knowledge and readiness, in order 

to hold a successful presentation.  
 

Except for personal causes of bad presentation, there are also other, 
objective threats to successful presentations: 
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1. Too big or too small room, considering the number of the listeners. 

2. Inappropriate or unpleasent room temperature. 
3. Listeners’ position, maybe part of them can’t even see or hear the 

speaker. 
4. Telephone in the room. 
5. Lack of technical tools or technical problems during usage. Be sure you 

know how to use all technical equipment during presentation. 
6. Bad sound isolation (street or hallway noise or similar). 

7. Failure in managing unpredicted situations. 
8. Open criticism. 
9. Toleration of interruptions although you said in the introduction that 

you expect questions after the presentation. 
10.Making a clown of yourself. 

11.Uncomfotable clothes or footwear. 
12.Hunger, thirst or digestion problems. 
13.Disapproval of asked questions. 

14.The loss of control over the presentation. 
15.Rush caused by lack of available time (due to obligations of listeners or 

your own obligations). If you can, postpone presentation. If not, 
introduce only the essence and leave time for questions. Listeners will 

then, “pull out” the most interesting part of presentation for them. 
 
 

3.1.1. 3.1.1. Fear 

 
Nervousness is the energy of nerves, this mysterious strenght is created 

and powered by emotions, which affects the entire nerve system, whether it is 

being shaked or anxiety which gives you feeling that you can reach the highest 
peaks of speechmaking , is being created. When nervousness wouldn’t be here, 

we would be emotionally dead. This is exactly why we shouldn’t fight against this 
energy or we could put out creativity spark in us. 

 

If this energy is incorrectly directed by fear it can cut out your nerve 
system with defeating results. Every man is afraid, but fear can be overcome. 

Speaker who brags that he/she is never nervous before presentation, will never 
achieve much, since he denies to his thoughts and speeches dynamic power of 
feelings. Furthermore, if you claim you are not afraid of anything, you are either 

among candidates for mental institution, or you are so afraid of your own fear 
that you are scared even to admit it to youself. 

 
Nerve energy, that is properly controlled and directed by knowledge, 

sincerity, honesty, enthusiasm and by all other constructive emotions can help 

you present yourself in the best possible way during presentation. How can we 
ensure the perfect nerve control? The only way is to eliminate sources of 

incorrect guidance in order to come to a correct emoional control, as a driver has 
to learn how to use gearbox in the vehicle before first drive. Since, over time, 
self-confidence of the driver grows, gear switch becomes automatic operation 

and nervousness disapperas. This is also the case with the knowledge of good 
speechmaking. With increasing number of presentations, along with knowldege 

of techniques and presentation skills self-confidence of speaker will also increase.  
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The most common speaker’s fears are: fear of the uknown, of being 

misunderstood, of not being heard, of the individuals in the audience, and fear of 
physical reaction. If you prepared speech well the major part of nervousness 

should disappear. Self-confidence will turn nerve energy into its servant, as 
experienced driver will do with gearbox. 

 

3.1.1.1 Fear of the Unknown 
 

This fear emerges from two sources: ignorance of techniques and skills of 
speechmaking and ignorance of issues you are presenting. Its elimination 
depends on practicing speechmaking techniques, speechmaking experience and 

complete knowledge of subject matter and everything related to presentation. 
Thanks to the opinion that training is unnecessary to good speakers and that 

only knowledge being presented will do, many speakers have fake feeling of self-
confidence, which endangers their criticism capabilities, so they take over an 
assignment which is above their qualifications. In the moment they come in front 

of the audience the feeling of responsibility will appear so they can be 
overwhelmed with sudden discovery that they control powerful force about which 

they know little or even nothing. The result is fear which takes over the control 
of his nerve system and switches his mental gearbox backwards resulting in 

uncontrolled or incorrectly set nerves which cause fatal physical consequences 
and often even pure panic. Hard self-control can prevent disaster, but nervous 
behaviour will obviously make even promising speech into bad presentation. The 

result will be completely the same as if a singer came in front of the audience 
and hadn’t warmed up his voice, or if an actor, who didn’t rehearse moves to go 

with the text, would do the same. Why would speakers be any different from 
them, when their task is even more complicated, since it requires generation and 
presentation of the ideas and thoughts? Therefore, it’s not strange for 

subconsciousness to react to assignment of presentation and realizes too late 
that knowledge has to be coordinated and words managed professionally. 

 
Old Persian saying states: “ The one who doesn’t know and doesn’t know 

that he doesn’t know is dangerous, take care of him. The one who knows and 

doesn’t know that he knows is a sleeper, wake him up. The one who doesn’t 
know and knows that he doesn’t know is a child, teach him. The one who knows 

and knows that he knows is a wise man, follow him.” You are a child until you 
overcome presentation techniques, and with good reason you will be nervous 
until you gain self-confidence through practice. One or two succesful speeches, 

prepared and presented in the right way will boost your self-confidence. When 
you know that you know you will be a wise man and you will not be afraid of the 

unknown anymore. 
 
3.1.1.2. Fear of being misunderstood 

 
A creative person, who intends to communicate the message and is afraid 

that the message won’t be registered, as it was intended can get rid of such fear 
only with help of reasonable plan, or some other way of subconscience control. If 
he doesn’t do this, the ideas become mental breaks and fear takes over the 

control leading its miserable victim to repeat the same thought several times in a 
row, instead of going to the next thought quickly and easily.  
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 Speeches planned on a pure, architectural links with useful notes 

will eliminate this fear, in the same way as a careful reading of map, or 
knowledge of given path route will enable the driver not to stop at every crossing 

but to move fast and safely.  
 
3.1.1.3. Fear of the audience 

 
 The knowledge of managing the audience is the matter of 

psychology and very important aspect of speechmaking. In the beginning of the 
presentation there is always indefinable barrier between the speaker and 
listeners (another form of fear of the unknown, since listeners  “are afraid” of 

you and things you are going to say) and this creates nervousness at every 
sensible speaker. 

 
 Learn how to fit in, feel expectations, get listeners’ sympathy and 

this fear will disappear. Adaptation to the listeners is similar to the life 

adaptation. Courage, motivation, tact, patience and imagination can create 
miracles. 

 
3.1.1.4. The fear of not being heard 

 
 Learn how to handle the tools of your craft, especially if lips, 

tongue, teeth and jaw are used. Experienced speaker has a confident appearance 

and is not afraid of mistakes, since he knows how to handle his knowledge and 
mentioned “tools”. Amateur-speaker, who doesn’t know how to tune his organs 

for speech is often nervous and concerned about his voice during the entire 
presentation. 

 

 Confirm your self-confidence with concept that your voice is 
sufficiently warmed-up, so you can use it for every presentation, and than forget 

this thought during the speech, so your brain can relax and concentrate on new 
ideas. Sometimes when you are listening intently the sound of your voice for the 
first time can be frightening, but this fear is being eliminated by loud 

pronunciation. Become the friend of your voice and reach satisfaction of the 
listeners together with it. 

 
3.1.1.5. The fear of individuals in the audience 
 

 Modesty of the speaker who doubts his competence, can cause fear 
of possible (imagined in advance) mistake. This fear can arise at speakers, who 

are concerned about the effect of the presentation on listeners or they are afraid 
of “I know everything” people in the audience. The fear of individual(s) in the 
audience can provoke nervousness of speaker and dimminish the effects of the 

presentation. 
 

 The concentration of the thoughts on the end of presentation 
creates a certain “picture” in the head. If you created a picture of unsuccessful 
presentation in your head, there is a great possibility it will end that way. In the 

contrary, if you created a picture of successful presentation and satisfied 
listeners, and you “imagined” this picture for couple of times, you can be sure 

presentation will accomplish success. 
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 The concentration of the thoughts is the weapon you can use to 

beat this fear. Your presentation is the thing you are supposed to think about, 
you can impact its quality, whereas reacton of audience or behaviour of 

individuals surely cannot be influenced. Don’t be frightened by the things you 
cannot affect, so niether fear of individual(s) in the audience will affect you. 

 

3.1.1.6. The fear of physical reaction 
 

 First public appearance frequently causes physical stress which is 
carried over to nerve system. Muscles that control your lungs, your body, and 
your brain may need strengthening, habits that give phychic energy may need 

check up and you should practice deep breathing. But once that you are aware 
that this body adjustment is necessary in order to speak without any problems it 

is easy to overcome this machine and be reasonably self-confident and also have 
confidence in mechanisms of fear elimination.  

 

 Human body is like a machine, which like any other machine, 
sometimes has operating problems. Bad health or fatigue will influence your 

oratory skills. But, as a healthy person whouldn’t live in a constant fear of illness, 
a speaker shouldn’t be afraid of possible pshycal crushes. If though blocade 

appears, tragedy won’t happen immediately. Self-suggestion should be applied, 
together with methods like of distinction between listeners. You can be sincere 
with yourself and admit you made a mistake, so you will successfully beat this 

fear and boost your self-confidence. 
 

3.1.1.7. To overcome fear 
 
 Six major fears, mentioned in this chapter, cause nervousness of 

speaker, but if he applies methods to fight against them he can appear 
confidently and hold good presentations. 

 Fear of the unknown is beaten with knowledge of presentation 
techniques and constant practicing. 

 Fear of being misunderstood will be overcome with good notes and 

clear and simple presentation. 
 Fear of the audience is being handled with knowledge of human 

psychology. 
 Fear of not being heard well will be beaten with better voice 

production. 

 Fear of the individual(s) is overcome with concentration and 
memory training. 

 Fear of physical reaction is beaten with deep breathing and 
psychical adjustment (autogeneous training, e.g.). 

 Accept the challenge of nervousness with approval and confidence, 

activate all your weapons and tools for self-defense and get rid of fear(s) forever. 
Be encouraged by your conclusion that many famous speakers (Demosten, 

Roosevelt, Churcill) went through agonies of nervousness, but they were inspired 
by thought that they can beat the fear, they created controlled energy of 
nervousness which resulted in their participance in making the world’s history. 
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3.1.2. 3.1.2. Ignorance and Improvisation 

Logical assumption is that you will present only what you know, but a 

presentation during which it becomes clear that speaker doesn’t know what he’s 
talking about or he is improvising is not a rare thing to happen. If these 
presentations occur at a bigger conference, filled with presentations that differ in 

quality, listeners may not even notice it, or they will forget it fast. But if you are 
the only speaker at a conference or if you hold business presentations, than your 

ignorance and improvisation can lead to a dissatisfaction of listeners, and even to 
interruption of presentation. At that moment, probably, not even experience nor 
knowledge of improvisation will help you correct the mistake. 

Ignorance and improvisation are noticed by listeners when speaker during 
presentation reads prepared text, makes inappropriately long pauses between 

words and sentences, looks for a foil between materials or a slide which should 
be displayed, and he “wanders” during speech and frequently goes back and 
repeats earlier said. When a presentation doesn’t match the announced title 

listeners can also conclude this is due to the ignorance of the speaker. The old 
joke about biology student, who learnt everything about elephants and came to 

exam, and draw question about mices so he started presentation: “mices are 
small animals, and elephants are afraid of them. And elephants are” can describe 

these kind of situations. 
 
Don’t come to a situation when listeners notice your ignorance or 

improvisation. In fact, do not hold presentation if you don’t know what to say of 
if you don’t prepare. Maybe some groups of listeners won’t resent you wasted 

time, both, theirs and yours, but once they will react disaffectedly and there is a 
possibility that at every following presentation you will be “marked” as ignorant 
and unskilled. Believe me, you don’t need such negative mark in life. 

 

3.2. The Power of  the Good Presentation 

The expectation of good presentation is a reason of subject acceptance 

and listeners’ appearance on the spot of presentation. To fulfil their expectations, 
follow golden rules of good presentation: 

1. Keep in mind the basic ideas of presentation in their order. 

2. Come earlier, so you can revise the room and check technical gear. 
3. Always stand with feet slightly apart and move in order to get free of 

initial stage fright. Try to look calm. 
4. Keep your hands slightly gathered at your belly or hold notes or any 

other subject in them. The body must stand upright. 

5. Look at the audience, don’t start speaking until everyone is quiet. 
6. Behave as a leader, in fact you are one during presentation. Present 

masterfully and with confidence. 
7. Look out for your moves, gesticulation, and comments. Use hands to 

stress important parts of presentation. 

8. Tell to your listeners when to ask questions. Tell them also when 
interruptions are desired and when they are not. 

9. Don’t deal materials and brochures to listeners while speaking, that will 
distract them. 

10.Be careful when using dialect or “slang”. 

11.Use pauses to stress something. 
12.Model your voice to create an interest. 
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13.Speak clearly. Don’t mumble. 

14.Be sure not to loose the power of your voice in the end of the sentence 
or part of presentation. 

15.Be sure to hold constant eye contact with audience, don’t look at the 
floor. 

16.Enable to the present ones to feel important. The presentations is here 

for them, if they weren’t here your would talk to yourself. 
17.Encourage communication with listeners. 

 
Good presentation is based upon knowledge and good preparation, which 

will be introduced to present with proper voice, behaviour and moves, using 

proper technical tools. 
 

3.2.1. Knowledge 

 

Human brain is misterious organ, and only one ninth of it is used. All data 
that we receive through sight, hearing, feeling, taste and smell are processed in 

the brain. A human being receives about 90 % of data through sight, so this part 
of information input is the most important for our everyday survival. Events and 

pictures, letters and numbers, are processed in brain so it could be used on as 
data that might be required for further needs. 

 

As any good manged office has successful data entry system, so all 
information are there when you need them, your knowledge will also “require” 

good referent libraty and effective way of storing facts. This is relatively easy and 
all speakers should gather data and store them methodically or they should know 
where to find an information or data that are needed. And what is even more 

difficult, and more important, to establish system of photo and picture entry 
which can be naturally used during speech, if prepared and available. 

 

3.2.2. Idea Recording 

 
Your creative thoughts demand efficient system of data entry to your 

memory, so any idea spark that lightened up your imagination in specific 
improper moments (mostly when you take a bath or in the middle of night while 
you are asleep) could flash as a lamp, that has brightness that leads you through 

dark forrest of different thoughts. If you don’t catch and record them 
consciously, these thoughts will fade and won’t enforce your mind when it will be 

needed.  
 
Mechanical action of writing down the impressions has to become a 

constant habit, and every speaker will develop his own data entry system, which 
suits his mentality. Little notebook and a pencil, which will always be on hand, 

will satisfy instant need to write down the idea. Voice recorder is a bit improved 
version of thought entry, but still the essence is to record the idea while it is still 
flashing, while it is clear, before it turns off in the darkness of forgotten. 
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3.2.3. Information Gathering and Monitoring 

 

I believe you collect life frases, metaphores and analogies, quotes and 
stories so I suggest to limit our entry system to such materials only. Later on 
you can adjust any kind of information to this very same system. 

 
Most of the brains observe selectively only things and phenomenas they 

find interesting, but if you rephrase your streinghts to a whole, wider 
observation, you will gather very rich collection of information, which will be used 
joyfully by your creative mind as an antidote for pure facts. Of course you won’t 

pour in your head absolutely everything, but if you, more or less, have defined 
areas that explicitly occupy your interest and areas connected with basic ones, 

you’ve already made a selection of information that are intended for an entry 
and processing. 

 

Observe nature, always fertile land can give a lot of analogies, like animal 
habits can encourage listeners to think: “as a tiger lurks for his catch, so do we 

have to wait for the right moment.” Every revolutionary process can find a 
comparison in tree or flower growth, and garden comparisons are always 

popular: “Rose flower is more beautiful than potato folwer, but potato soup is 
more delicious than rose soup.” Or “We have to protect parts of our business 
(economy), as in winter roots of the plant need to be protected so that next year  

it will blossom again.” 
 

Recording this ideas for future use is a gradual process, since your mind 
needs time to “produce” reasonable speech from inputed data, so it is good to 
update your “database” on daily, weekly and quartal basis, after which a revision 

and little “cleaning up” of many information that are, most often, just piled and 
wait for assortment that should be done. 

 
Record daily all interesting things that you have noticed or read and spare 

fifteen minutes before bed time to sort and select them. Record all the ideas you 

have heard during conversation you have had that day, since these thoughts will 
even after few hours still be fresh and memorabile to details. 

 
At the end of every week revise ideas and information and throw away 

those that haven’t caught your inerest not even in second round. They will 

usually make at least a half, and separate what has left into a folders, that will 
be named, for example, quotes, meaphores, facts or after a certain areas. If you 

are in a fashion business, label folders with titles like hats, gloves, pants, 
dresses, cotton, silk, etc. and if you are in a traffic business label folders with 
titles like vehicles, traffic signs, traffic safety, traffic accidents, etc. leave all the 

ideas and information to develop in your head until final, quartal revision. 
 

Analyse systematically all folders that have been filtrated at the end of the 
week. Except for being a good way to repeat once again what you keep at your 
folders, quartal revision, is also a start of preparation of processing specific 

topics which can be used then to create your presentations. 
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3.2.4. Self-confidence 

 

Good speaker relies on facts, good demonstration, confident appearance 
and correct use of voice. Correct and successful use will bring you self-
confidence, which will help you create conditions for a successful presentation of 

your thoughts. You can rely on a speech text, good presentation moment, 
positive audience expectations or good equipment, but it is most valauble to 

confide in yourself. This is why it is called self-confidence. Noone can create it 
but yourselves. 

 


