Excellence in Business Communication, 9e (Thill/Bovee) 

Chapter 14  Designing and Developing Oral and Online Presentations

1) Speeches and oral presentations are much like any other messages in that

A) they require similar planning.

B) the size of the groups to which they are delivered is similar.

C) the interaction between the audience and speaker is similar.

D) they deal with emotional or personal issues to a similar extent.

Answer:  A

Diff: 2
Page Ref: 439

Skill:  Concept

Objective:  1

AACSB:  Communication

2) When you prepare a speech or presentation, your first step involves

A) analyzing the situation.

B) choosing the right words.

C) planning the content, length, and style of your speech or presentation.

D) doing all of the above.

Answer:  A

Diff: 3
Page Ref: 440

Skill:  Concept

Objective:  1

AACSB:  Communication

3) The two most common purposes of business presentations are to

A) analyze and synthesize.

B) regulate and validate.

C) inform or persuade.

D) illustrate and entertain.

Answer:  C

Diff: 2
Page Ref: 440

Skill:  Concept

Objective:  1

AACSB:  Communication

4) One of the steps in analyzing your audience is to

A) determine the emotional state of your audience.

B) remember to keep your speech or oral presentation short.

C) define your purpose.

D) prepare a detailed, informative outline.

Answer:  A

Diff: 2
Page Ref: 440

Skill:  Concept

Objective:  2

AACSB:  Multicultural and Diversity

5) Selecting the right medium for your presentation is

A) easyyou're simply giving a speech.

B) an important decision since technology offers a number of choices.

C) only an issue when addressing audiences from other cultures.

D) not something you need to think about early on.

Answer:  B

Diff: 2
Page Ref: 441

Skill:  Concept

Objective:  2

AACSB:  Communication

6) When organizing a speech or presentation, your first step is to

A) develop an outline.

B) define the main idea.

C) write the introduction.

D) decide on the delivery style.

Answer:  B

Diff: 3
Page Ref: 441

Skill:  Concept

Objective:  1

AACSB:  Communication

7) The best way to clarify your main idea in a presentation is to

A) provide a lengthy handout for your audience to review during your presentation.

B) describe it using jargon and complicated language to emphasize its importance.

C) develop a single sentence that links your subject and purpose to your audience's frame of reference.

D) allow your audience to gradually figure it out on their own.

Answer:  C

Diff: 2
Page Ref: 442

Skill:  Application

Objective:  1

AACSB:  Communication

8) For business presentations, time restraints are usually 

A) rigid, permitting little or no flexibility.

B) meaninglessaudiences expect presenters to take a little more time than they're allotted.

C) imposed only on lower-level employees.

D) not important if you are presenting to your colleagues.

Answer:  A

Diff: 2
Page Ref: 442

Skill:  Concept

Objective:  2

AACSB:  Communication

9) When using electronic slides, try to average one slide for

A) each minute you speak.

B) every 3 minutes you speak.

C) every 7 minutes you speak.

D) every 10 minutes you speak.

Answer:  B

Diff: 3
Page Ref: 442

Skill:  Concept

Objective:  2

AACSB:  Technology

10) In a 20-minute presentation, you should plan to cover roughly ________ slides.

A) 6-7

B) 10-15

C) up to 30

D) none of the above

Answer:  A

Diff: 3
Page Ref: 442

Skill:  Concept

Objective:  2

AACSB:  Communication

11) If you have ten minutes or less to deliver a presentation,

A) speak as quickly as you possibly can.

B) limit yourself to four or five main points.

C) you can assume your audience is already interested.

D) organize your presentation as you would a brief memo.

Answer:  D

Diff: 3
Page Ref: 443

Skill:  Application

Objective:  2

AACSB:  Communication

12) Longer speeches and presentations are organized like

A) reports.

B) memos.

C) letters.

D) e-mail messages.

Answer:  A

Diff: 2
Page Ref: 443

Skill:  Concept

Objective:  2

AACSB:  Communication

13) When organizing a speech, use the indirect approach if your purpose is to

A) entertain and the audience is resistant.

B) motivate and the audience is receptive.

C) persuade and the audience is resistant.

D) inform and the audience is receptive.

Answer:  C

Diff: 3
Page Ref: 443

Skill:  Application

Objective:  2

AACSB:  Communication

14) When preparing an outline for your speech, choosing a title is

A) unnecessary.

B) needed only if the presentation will be published.

C) a good idea, even if no one else will ever see it.

D) a bad idea, since it will limit your creativity in preparing the presentation.

Answer:  C

Diff: 2
Page Ref: 444

Skill:  Concept

Objective:  1

AACSB:  Communication

15) To reduce the formality of a talk

A) deliver your remarks in a conversational tone.

B) use a large room.

C) seat the audience in rows.

D) do all of the above.

Answer:  A

Diff: 2
Page Ref: 446

Skill:  Application

Objective:  2

AACSB:  Communication

16) Formal speeches differ from informal ones in that

A) formal speeches always include obscure, unfamiliar vocabulary.

B) formal speeches are always much longer.

C) formal speeches are often delivered from a stage or platform.

D) all of the above are the case.

Answer:  C

Diff: 2
Page Ref: 446

Skill:  Concept

Objective:  2

AACSB:  Communication

17) In the introduction to your speech, it is important to

A) discuss the three or four main points on your outline.

B) establish credibility.

C) ask for audience input.

D) boast about your qualifications.

Answer:  B

Diff: 1
Page Ref: 446

Skill:  Concept

Objective:  2

AACSB:  Communication

18) To arouse interest at the start of a speech, you should,

A) always start things off with a joke.

B) unite the audience around a common goal.

C) tease the audience by not mentioning specifically what you'll be talking about.

D) do none of the above.

Answer:  B

Diff: 2
Page Ref: 446

Skill:  Concept

Objective:  2

AACSB:  Communication

19) As a speaker, how you go about establishing credibility depends in part on

A) your relationship with the audience.

B) whether or not you are a well-known expert in the subject matter.

C) whether you will introduce yourself or have someone else introduce you.

D) all of the above.

Answer:  D

Diff: 1
Page Ref: 446

Skill:  Concept

Objective:  2

AACSB:  Communication

20) "Now that we've reviewed the problem, let's take a look at some solutions" is an example of

A) a poor transition.

B) a good transition between major sections of a speech.

C) a small link between sentences or paragraphs in a speech.

D) the kind of wording that should never appear in a speech.

Answer:  B

Diff: 3
Page Ref: 447

Skill:  Application

Objective:  3

AACSB:  Communication

21) To hold your audience's attention during the body of your speech

A) make at least seven or eight main points.

B) include numerous abstract ideas.

C) relate your subject to your audience's needs.

D) do all of the above.

Answer:  C

Diff: 2
Page Ref: 448

Skill:  Concept

Objective:  3

AACSB:  Communication

22) At the close of a business presentation

A)  audience attention tends to reach its lowest point.

B) you should clearly indicate that you're about to finish.

C) you should avoid making it obvious that you're about to finish.

D) audiences resent being reminded of the presentation's main ideas.

Answer:  B

Diff: 2
Page Ref: 448

Skill:  Concept

Objective:  3

AACSB:  Communication

23) When you have covered all the main points in your speech

A) reinforce your theme by repeating and summarizing the three or four main supporting points.

B) wrap up as quickly as possible.

C) avoid using such phrases as "To sum it all up" and "In conclusion."

D) do all of the above.

Answer:  A

Diff: 1
Page Ref: 448

Skill:  Application

Objective:  3

AACSB:  Communication

24) You should always close your speech

A) on an upbeat and memorable note.

B) by leaving the audience with a feeling of incompleteness, which you can resolve in the question-and-answer period.

C) with something dramatic or flamboyant.

D) by introducing some new ideas for the audience to think about.

Answer:  A

Diff: 2
Page Ref: 448

Skill:  Concept

Objective:  3

AACSB:  Communication

25) If there is a lack of consensus among the audience at the end of your presentation, you should

A) gloss over it as quickly as possible.

B) make the disagreement clear and be ready to suggest a method for resolving the differences.

C) identify the individuals causing the disagreement and ask them pointed questions.

D) do all of the above.

Answer:  B

Diff: 3
Page Ref: 449

Skill:  Application

Objective:  3

AACSB:  Communication

26) If your speech or presentation requires the audience to participate in an upcoming project, you should

A) go directly to the question-and-answer session after you cover the main points of your speech.

B) close your speech on a note of uncertainty.

C) close your speech by explaining who is responsible for doing what.

D) lead people to believe that the decision will be easy to carry out.

Answer:  C

Diff: 2
Page Ref: 449

Skill:  Application

Objective:  3

AACSB:  Communication

27) Using electronic presentation software

A) is too difficult for most speakers. 

B) allows you to incorporate photos, sound, video, and animation in your presentations.

C) allows you to make each slide much more complicated than you would a visual for a printed report.

D) does all of the above.

Answer:  B

Diff: 1
Page Ref: 449

Skill:  Concept

Objective:  4

AACSB:  Technology

28) When adapting graphics for slides 

A) reduce the amount of detail. 

B) use full numbers, such as 2009, rather than '09.

C) avoid using arrows or boldface type.

D) don't use more than eight or nine graph lines.

Answer:  A

Diff: 1
Page Ref: 452

Skill:  Application

Objective:  4

AACSB:  Technology

29) Compared to completing printed documents, the process of completing presentation materials 

A) is easier.

B) involves a wider range of tasks.

C) is much less important.

D) none of the above

Answer:  B

Diff: 1
Page Ref: 454

Skill:  Application

Objective:  5

AACSB:  Technology

30) Disadvantages of delivering a presentation from memory include all of the following except

A) sounding stilted.

B) possibly forgetting your lines.

C) sounding too informal.

D) All of the above are disadvantages.

Answer:  C

Diff: 2
Page Ref: 457

Skill:  Application

Objective:  6

AACSB:  Communication

31) Delivering your presentation by reading it word-for-word is usually a bad idea unless

A) your presentation is very lengthy.

B) you're delivering a technical or complex presentation.

C) the presentation is humorous.

D) the audience is hostile.

Answer:  B

Diff: 2
Page Ref: 457

Skill:  Application

Objective:  6

AACSB:  Communication

32) Probably the most effective and easiest mode of speech delivery is

A) memorization.

B) reading from a prepared script.

C) speaking from notes.

D) impromptu speaking.

Answer:  C

Diff: 2
Page Ref: 457

Skill:  Application

Objective:  6

AACSB:  Communication

33) Which of the following is not a good way to deal with speaking anxiety?

A) Prepare more material than necessary.

B) Concentrate on your nervousness.

C) Take a few deep breaths before speaking.

D) Have your first sentence memorized and on the tip of your tongue.

Answer:  B

Diff: 2
Page Ref: 458

Skill:  Application

Objective:  6

AACSB:  Communication

34) During the question-and-answer period after a presentation, repeating audience members' questions will

A) frustrate everyone.

B) compromise your credibility.

C) confirm your understanding of each question.

D) do none of the above.

Answer:  C

Diff: 2
Page Ref: 458

Skill:  Concept

Objective:  6

AACSB:  Communication

35) When your time is up at the end of the question-and-answer period, you can prepare your audience by

A) beginning to pack your materials.

B) refusing to acknowledge those who wish to speak.

C) saying that you will take one more question.

D) waving good-bye and leaving the podium.

Answer:  C

Diff: 2
Page Ref: 459

Skill:  Application

Objective:  6

AACSB:  Communication

36) Because you can adapt to your audience while you are speaking, it's not as important to research your audience for an oral presentation as it is for a written message.

Answer:  FALSE

Diff: 1
Page Ref: 439

Skill:  Concept

Objective:  1

AACSB:  Communication

37) You will communicate more successfully with an international audience if you speak slowly and distinctly and pause frequently.

Answer:  TRUE

Diff: 2
Page Ref: 441

Skill:  Concept

Objective:  1

AACSB:  Multicultural and Diversity

38) Organizing an oral message is similar to organizing a written message.

Answer:  TRUE

Diff: 2
Page Ref: 441

Skill:  Concept

Objective:  1

AACSB:  Communication

39) You should be able to summarize the main idea for a speech in a single sentence that links your subject and purpose to the audience's frame of reference.

Answer:  TRUE

Diff: 2
Page Ref: 442

Skill:  Concept

Objective:  1

AACSB:  Communication

40) Most speakers can comfortably cover one electronic slide per minute.

Answer:  FALSE

Diff: 2
Page Ref: 442

Skill:  Concept

Objective:  1

AACSB:  Communication

41) Even when you expect your audience to be skeptical, the direct approach is always best for presentations.

Answer:  FALSE

Diff: 2
Page Ref: 443

Skill:  Concept

Objective:  1

AACSB:  Communication

42) If your purpose is to analyze, persuade, or collaborate, you should organize your speech around conclusions and recommendations or a logical argument.

Answer:  TRUE

Diff: 3
Page Ref: 443

Skill:  Concept

Objective:  1

AACSB:  Communication

43) In preparing a speaking outline for your presentation, you should avoid cluttering it with complete sentences.

Answer:  FALSE

Diff: 2
Page Ref: 443

Skill:  Concept

Objective:  1

AACSB:  Communication

44) Unless your presentation will be published, choosing a title is a waste of time.

Answer:  FALSE

Diff: 1
Page Ref: 444

Skill:  Concept

Objective:  1

AACSB:  Communication

45) The speech outline is not an appropriate place to include notes about the visual aids you plan to use.

Answer:  FALSE

Diff: 2
Page Ref: 445

Skill:  Concept

Objective:  1

AACSB:  Communication

46) Your speech outline is a good place to include annotations about the tone or body language you want to use.

Answer:  TRUE

Diff: 2
Page Ref: 445

Skill:  Concept

Objective:  1

AACSB:  Communication

47) In general, you should use a casual style when speaking to small groups and a more formal style for large groups.

Answer:  TRUE

Diff: 1
Page Ref: 446

Skill:  Concept

Objective:  1

AACSB:  Communication

48) A good introduction arouses audience interest, establishes your credibility, and prepares the audience for what will follow.

Answer:  TRUE

Diff: 1
Page Ref: 446

Skill:  Concept

Objective:  3

AACSB:  Communication

49) Of the total time you spend writing your oral presentation, you should devote only a minimal amount to writing your introduction.

Answer:  FALSE

Diff: 2
Page Ref: 446

Skill:  Concept

Objective:  3

AACSB:  Communication

50) When discussing topics of profound importance to your audience, you usually don't need to craft an attention-getting introduction to your presentation.

Answer:  TRUE

Diff: 2
Page Ref: 446

Skill:  Concept

Objective:  4

AACSB:  Communication

51) Asking, "Did you know that almost 90% of American homeowners are underinsured?" would be a good way to get the audience's attention at the beginning of a presentation on homeowner's insurance.

Answer:  TRUE

Diff: 2
Page Ref: 446

Skill:  Application

Objective:  4

AACSB:  Analytic Skills

52) One good way to arouse audience interest during the introduction of your presentation on a new product line would be to pass out samples of the product.

Answer:  TRUE

Diff: 2
Page Ref: 446

Skill:  Application

Objective:  4

AACSB:  Communication

53) If you have no working relationship with your audience, you have only a few minutes to convince them that what you have to say is worth listening to.

Answer:  TRUE

Diff: 2
Page Ref: 446

Skill:  Concept

Objective:  3

AACSB:  Communication

54) Audiences tend to decide within only a few minutes whether or not someone is worth listening to.

Answer:  TRUE

Diff: 2
Page Ref: 446

Skill:  Concept

Objective:  3

AACSB:  Communication

55) Having someone else (such as a Master of Ceremonies) introduce you can help establish your credibility as a speaker.

Answer:  TRUE

Diff: 1
Page Ref: 447

Skill:  Application

Objective:  4

AACSB:  Communication

56) Giving your audience a preview of what you'll be talking about will reduce their interest and attention.

Answer:  FALSE

Diff: 1
Page Ref: 447

Skill:  Concept

Objective:  4

AACSB:  Communication

57) Transitional words and phrases such as "Now that we've covered . . . " are generally less important in oral presentations than in written reports.

Answer:  FALSE

Diff: 2
Page Ref: 447

Skill:  Application

Objective:  1

AACSB:  Communication

58) To keep an audience's attention, try to present every point in light of the audience's needs and values.

Answer:  TRUE

Diff: 1
Page Ref: 448

Skill:  Concept

Objective:  4

AACSB:  Communication

59) The ending is the least important part of a speech.

Answer:  FALSE

Diff: 2
Page Ref: 448

Skill:  Concept

Objective:  1

AACSB:  Communication

60) As you end your presentation, it is best to avoid obvious clues such as, "In conclusion" or "To sum it all up."

Answer:  FALSE

Diff: 2
Page Ref: 448

Skill:  Application

Objective:  1

AACSB:  Communication

61) When concluding a speech, don't bore your audience by restating points you already made in the body of the speech.

Answer:  FALSE

Diff: 2
Page Ref: 448

Skill:  Concept

Objective:  1

AACSB:  Communication

62) Audience members' attention tends to be at its lowest at the end of a presentation.

Answer:  FALSE

Diff: 3
Page Ref: 448

Skill:  Concept

Objective:  4

AACSB:  Communication

63) You should always end business presentations in a cheerful, optimistic toneeven it requires some acting on your part.

Answer:  FALSE

Diff: 2
Page Ref: 449

Skill:  Application

Objective:  1

AACSB:  Communication

64) At the close of an action-oriented presentation, it is rude and unprofessional to show the audience a visual that lists the action items, deadlines, and the name of the person or team responsible.

Answer:  FALSE

Diff: 2
Page Ref: 449

Skill:  Concept

Objective:  1

AACSB:  Communication

65) To make your presentation memorable, your ending should be spontaneous and impromptu.

Answer:  FALSE

Diff: 2
Page Ref: 449

Skill:  Concept

Objective:  4

AACSB:  Communication

66) The best way to prepare for a business presentation is to memorize the whole thing.

Answer:  FALSE

Diff: 2
Page Ref: 457

Skill:  Concept

Objective:  5

AACSB:  Communication

67) Making a presentation with the help of an outline or note cards is the most effective and easiest delivery mode.

Answer:  TRUE

Diff: 1
Page Ref: 457

Skill:  Concept

Objective:  5

AACSB:  Communication

68) With today's technology, there are only a few things that can go wrong in a major presentation.

Answer:  FALSE

Diff: 2
Page Ref: 457

Skill:  Concept

Objective:  5

AACSB:  Communication

69) An effective way to deal with anxiety about public speaking is to prepare more material than you really need.

Answer:  TRUE

Diff: 2
Page Ref: 458

Skill:  Concept

Objective:  5

AACSB:  Communication

70) Successful professionals never admit they don't know an answer during the question-and-answer period that follows many presentations.

Answer:  FALSE

Diff: 2
Page Ref: 458

Skill:  Application

Objective:  6

AACSB:  Communication

71) The purpose of most business presentations is to inform or ________.

Answer:  persuade

Diff: 1
Page Ref: 440

Skill:  Concept

Objective:  1

AACSB:  Communication

72) Early in the planning stages of a speech, you should develop a(n) ________ profile.

Answer:  audience

Diff: 2
Page Ref: 440

Skill:  Concept

Objective:  1

AACSB:  Communication

73) The ________ of a speech is a one-sentence statement that links your subject and purpose to your audience's frame of reference.

Answer:  main idea

Diff: 1
Page Ref: 442

Skill:  Concept

Objective:  1

AACSB:  Communication

74) A presentation ________ helps you organize your material and can serve as the foundation of your speaking notes.

Answer:  outline

Diff: 1
Page Ref: 443

Skill:  Application

Objective:  1

AACSB:  Communication

75) For a large audience and an important event, your tone will generally be ________.

Answer:  formal

Diff: 2
Page Ref: 446

Skill:  Concept

Objective:  2

AACSB:  Communication

76) The ________ to your speech must capture the audience's attention.

Answer:  introduction

Diff: 2
Page Ref: 446

Skill:  Concept

Objective:  2

AACSB:  Communication

77) At the beginning of a speech, you need to establish ________ with your audience by explaining your qualifications.

Answer:  credibility

Diff: 2
Page Ref: 446

Skill:  Concept

Objective:  2

AACSB:  Communication

78) A good introduction gives the audience a(n) ________ of what's ahead in your speech.

Answer:  preview

Diff: 2
Page Ref: 447

Skill:  Application

Objective:  2

AACSB:  Communication

79) In the body of your presentation, it is vital to hold your audience's ________.

Answer:  attention OR interest

Diff: 2
Page Ref: 448

Skill:  Concept

Objective:  3

AACSB:  Communication

80) When adapting graphics from a written report for use in electronic presentation slides, it is important to reduce the level of ________ on each slide.

Answer:  detail

Diff: 2
Page Ref: 452

Skill:  Concept

Objective:  4

AACSB:  Communication

81) A slide ________ feature makes it easy to maintain consistency in your presentation slides because it applies design choices to every slide in a presentation.

Answer:  master

Diff: 2
Page Ref: 453

Skill:  Concept

Objective:  4

AACSB:  Communication

82) To make a good first impression on your audience for a presentation, it is helpful to include one or two ________ slidesthe equivalent of a report's cover and title page.

Answer:  title

Diff: 2
Page Ref: 455

Skill:  Concept

Objective:  5

AACSB:  Technology

83) To help keep your audience's attention during a presentation, take particular care to maintain eye ________ with its members.

Answer:  contact

Diff: 2
Page Ref: 457

Skill:  Concept

Objective:  3

AACSB:  Communication

84) You can overcome ________ related to public speaking by concentrating on your message and your audience, not on your fears.

Answer:  anxiety OR nervousness

Diff: 2
Page Ref: 458

Skill:  Concept

Objective:  6

AACSB:  Communication

85) The ________ and ________ period following a presentation gives you a chance to build enthusiasm for your point of view, work in material that didn't fit into the formal presentation, and obtain important feedback from your audience.

Answer:  question; answer

Diff: 2
Page Ref: 458

Skill:  Concept

Objective:  6

AACSB:  Communication

86) List the four steps involved in planning an oral presentation.

Answer:  (1) Analyze the situation. (2) Gather information. (3) Select the right medium. (4) Organize the presentation.

Diff: 2
Page Ref: 439

Skill:  Concept

Objective:  1

AACSB:  Communication

87) You've been asked to give a presentation on cybercrime. List two steps that can help you define the main idea of your presentation, and then provide an example of the second step.

Answer:  The first step is to figure out the one message you want audience members to walk away with. Then compose a one-sentence summary that links your subject and purpose to your audience's frame of reference. An example would be "With cybercrime more common than ever, the public needs to be smarter about using the web." 

Diff: 2
Page Ref: 442

Skill:  Application

Objective:  1

AACSB:  Analytic Skills

88) In a longer presentation, how does your purpose influence the way you organize your material?

Answer:  If the purpose is to inform, use a direct approach and a structure imposed naturally by the subject (importance, sequence, etc.). If the purpose is to analyze, persuade, or collaborate, organize the material around conclusions and recommendations or around a logical argument.

Diff: 3
Page Ref: 443

Skill:  Concept

Objective:  1

AACSB:  Communication

89) Briefly explain the difference between a planning outline and a speaking outline.

Answer:  Whereas a planning outline is very detailed and includes all the points you plan to cover in your presentation, a speaking outline is much simpler and provides only the cues and reminders you need to present your material.

Diff: 2
Page Ref: 443-445

Skill:  Concept

Objective:  1

AACSB:  Communication

90) Give an example of one way to arouse audience attention at the beginning of a presentation on your company's new long-term disability insurance.

Answer:  (Answers will vary.) One way to get the audience's attention would be to ask, "Here's a serious question: What would happen to you, your finances, your home, and your family if an illness or injury kept you out of work for a three months or more?" 

Diff: 3
Page Ref: 446

Skill:  Application

Objective:  2

AACSB:  Communication

91) List two goals to achieve in the body of a business presentation.

Answer:  (1) Make sure that the organization of your presentation is clear and (2) maintain your audience's interest in your topic.

Diff: 2
Page Ref: 447

Skill:  Concept

Objective:  3

AACSB:  Communication

92) Briefly describe the three tasks that an effective closing to a presentation should accomplish and give an example of a sentence that would be an ineffective ending.

Answer:  (Answers will vary.) (1) Restate your main pointsemphasize what you want the audience to do or think. (2) Describe the next stepsexplain who is responsible for doing what. (3) End on a strong notemake your final remarks encouraging and memorable. An ineffective ending would be "Well, I guess that's about all I've got."

Diff: 2
Page Ref: 448-449

Skill:  Application

Objective:  3

AACSB:  Communication

93) Briefly describe. the tasks involved in completing presentation materials.

Answer:  Completing your presentation involves testing your slides, verifying equipment operation, practicing your speech, and creating handout materials. It is also important to revise your slides (for readability, conciseness, and consistency) and finalize your slides and support materials.

Diff: 2
Page Ref: 454

Skill:  Concept

Objective:  5

AACSB:  Communication

94) Briefly explain how nervousness can actually improve the quality of your presentation.

Answer:  Nervousness is an indication that you care about your audience, your topic, and the occasion. Such stimulation can give you the extra energy you need to make your presentation sparkle.

Diff: 2
Page Ref: 457-458
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95) Briefly describe a strategy for effectively handling difficult or complex questions following a business presentation.

Answer:  Avoid the temptation to sidestep these questions or try to laugh them off without answering. Offer to meet the questioner afterward if giving an adequate answer would take too long. If you don't know the answer, don't pretend that you do. Instead, offer to get a complete answer as soon as possible.
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96) When planning a presentation, what does it mean to "analyze the situation"? Briefly explain each of the tasks involved.

Answer:  Analyzing the situation involves defining your purpose and developing an audience profile. The purpose of most business presentations is to inform or to persuade, although some may involve collaboration, such as when you're leading a problem-solving or brainstorming session. Developing an audience profile requires anticipating what sort of emotional state your audience is likely to be in and determining whether your audience is comfortable listening in the language you speak. 
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97) Describe the four steps to organizing a presentation effectively.

Answer:  (1) Define the main ideawhat do you want the audience to walk away with? (2) Limit your scopetailor the material to fit the time limit. (3) Choose your approachdirect for supportive audiences and indirect for resistant audiences. (4) Prepare your outlinekeep it audience-centered for maximum effectiveness.
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98) What six stages should you go through in preparing an effective outline for a presentation?

Answer:  The first stage is to state your purpose and main idea and then use these to guide the rest of your planning.The second stage is to organize your major points and subpoints in a manner that is logical, stating each major point as a single, complete sentence. Third, identify major points in the body first and then outline the introduction and close. Fourth, identify transitions between major points or sections and then write these transitions in full-sentence form. Fifth, show your sources by preparing your bibliography carefully. Sixth, choose a compelling title for your presentation that will help you focus your thoughts around the main idea.
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99) List and briefly explain six strategies for holding your audience's attention during a business presentation.

Answer:  (1) Relate your subject to your audience's needspresent every point in light of how it will affect the listeners. (2) Anticipate your audience's questionsanticipate listener questions and address them in the body of your speech. (3) Use clear, vivid languagefamiliar words, short sentences, and concrete examples. (4) Explain the relationship between your subject and familiar ideasshow how your subject is related to ideas that your listeners already understand. (5) Ask opinions or pause for questions or commentsthis lets the audience change from listening to participating. (6) Illustrate your ideas with visual aids. Doing so will enliven your message and help your audience remember it more effectively.
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100) Give at least ten suggestions for becoming a more confident speaker.

Answer:  (1) Prepare more material than necessary. Extra knowledge will reduce your anxiety. (2) Practice. The more familiar you are with your material, the less nervous you will be. (3) Think positively. Imagine yourself giving a polished and professional presentation. (4) Visualize your success. Use the few minutes before you start to tell yourself that you're ready. (5) Take a few deep breaths. (6) Be ready. Have your first sentence memorized and on the tip of your tongue. (7) Be comfortabledress appropriately and drink plenty of water. (8) Don't panic. (9) Concentrate on your message and audience, not on yourself. (10) Maintain eye contact with friendly audience members, but shift your gaze periodically around the room. (11) Keep going. Your confidence will increase with each successful minute of the presentation.
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