11: Present with Confidence

The final presentation is the culmination of your Completed Staff Work, bringing
all your research, recommendations, and solutions into a clear, compelling format.

Presenting confidently not only helps communicate your message but also
instills confidence in your audience. This stage focuses on organizing your
content, anticipating questions, scheduling practice sessions, and refining delivery.

This guide will walk you through creating a clear presentation structure, practicing
with your team, and developing smooth transitions to ensure your message is
strong and engaging. Follow each step to prepare for a confident delivery that
resonates with your audience.

Step-by-Step Guide
Step 1: Summarize Your Key Points for the Presentation

Identifying your main points ensures you stay focused on the core message. A
well-structured presentation guides your audience logically from the problem to
the recommended solution.

Outline the 3-5 main points that anchor your presentation. Each point should move
your message forward, showing how you addressed the problem and why your

solution is effective.

Guiding Question: What are the most critical points for the audience to
remember?
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Tips for Key Points:

 Keep It Logical: Order your points in a way that builds naturally from
problem to solution.

e Be Selective: Focus only on what’s essential to avoid overwhelming your
audience.

e Use Clear Language: Each point should be simple and direct.

Example Key Points
1. Problem and Background: Briefly describe the issue and its importance.
2. Analysis and Key Findings: Present supporting data or insights.
3. Proposed Solution: Outline the recommended solution and its benefits.
4. Implementation Plan: Summarize high-level steps for execution.
5. Call to Action: Close with a clear call to action or decision point.

Step 2: Practice Scheduling with the Team
Practice is key to building confidence, addressing potential issues, and ensuring
smooth delivery. Practicing with your team also provides valuable feedback and

lets everyone contribute to the presentation.

Schedule at least two practice sessions with your team. Use the first session to
refine content and flow, and the second to rehearse handling questions confidently.

Guiding Question: When and how will we practice for the best results?
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Tips for Effective Practice:

* Set Goals for Each Session: Have specific objectives for each practice
round.

 Encourage Feedback: Ask team members for honest, constructive
feedback.

 Time Your Presentation: Make sure it fits within the allotted time.

Example Practice Schedule:

1. First Practice Session: Run through the presentation for clarity and timing.
O Date:
O Goal: Receive feedback on structure, flow, and clarity.

2. Second Practice Session: Focus on handling questions confidently.
O Date:
O Goal: Rehearse responses to anticipated questions.

Step 3: Identify Potential Questions and Responses

Preparing for potential questions shows you’ve thought through your
recommendation thoroughly. This also helps you respond confidently and avoid
surprises during the presentation.

List three to five questions you anticipate from the audience, along with brief, well-
reasoned responses.

Guiding Question: What questions might the audience ask, and how will 1
respond?
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Tips for Handling Questions:

e Stay Concise: Keep answers brief to maintain focus on your main points.

 Provide Evidence: Support your answers with relevant data or examples.

* Acknowledge Concerns: If a question highlights a potential concern,
address it openly and positively.

Example Questions and Responses:

1. Question: “How will we measure the impact of this solution?”
O Response: “We’ll track key metrics such as engagement levels and
performance changes over time.”

2. Question: “What resources are needed for implementation?”
O Response: “We’ll start with minimal resources by leveraging existing
processes.”

3. Question: “What’s the timeline for results?”

O Response: “We expect to see initial results within the first quarter,
with full implementation by year-end.”

Step 4: Outline the Flow and Transitions

Smooth transitions help the presentation flow naturally, guiding the audience
through each section. Good transitions keep the audience engaged and make the
presentation feel cohesive.

Plan how you’ll transition from one key point to the next. This ensures each
section connects logically and flows smoothly.

Guiding Question: How can I transition naturally from one point to the next?
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Tips for Effective Transitions:

e Use Connecting Language: Words like “next,” “following,” and “now that
we’ve covered” help guide listeners.

*  Summarize Briefly: Quickly recap the last point before introducing the
next.

e Practice Transitions: Rehearse these shifts to make them sound natural.

Example Transitions:

From Problem to Solution: “Now that we’ve outlined the problem, let’s
look at the solution we recommend and why it’s the best fit.”

From Solution to Implementation: “With the solution in place, here’s how
we’ll implement it.”

From Implementation to Close: “Finally, let’s review the expected
outcomes and next steps.”

Final Review Checklist

e Did you organize key points for a clear presentation flow?

* Are practice sessions scheduled with clear goals?

e Are potential questions anticipated with responses prepared?
* Did you outline smooth transitions between sections?

 Have you reflected on readiness and made final adjustments?
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