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	Course Objectives


	At the completion of this course, you will be able to:

· Describe different types of briefings

· Develop objectives for a briefing

· Identify the characteristics of effective presentations skills

· Present a short briefing



	Self-Assessment
	

	
	Read the instructions on the Presentation Skills Self-Assessment and complete your responses.  You have 5 minutes.

· Your Notes:



	
	PRESENTATION SKILLS:  SELF-ASSESSMENT

	
	

	Instructions:  Read each statement and check how often the statement applies.  Develop strategies for improving items receiving “almost never” or “sometimes” checkmarks.

	
	Almost 

Never
	Sometimes
	Usually
	Almost Always

	1.
I feel comfortable and relaxed when addressing groups.
	
	
	
	

	2. I avoid making myself anxious before a speaking engagement.
	
	
	
	

	3. I anticipate the audience’s needs and questions before conducting a briefing.
	
	
	
	

	4. My voice sounds calm, not nervous, throughout the briefing.
	
	
	
	

	5. My stance makes me looked relaxed while speaking.
	
	
	
	

	6. I maintain eye contact with the audience throughout the briefing.
	
	
	
	

	7. I make sure that my dress/appearance is appropriate for the target audience.
	
	
	
	

	8. I vary my tone and inflection to help maintain interest.
	
	
	
	

	9. I select words that I know my audience will understand (and avoid FEMA acronyms).
	
	
	
	

	10. My pace is fast enough to maintain interest while slow enough not to lose anyone.
	
	
	
	

	11. I can adjust my speaking volume as needed for the situation.
	
	
	
	

	12. I use appropriate gestures while avoiding distracting gestures.
	
	
	
	

	13. I keep my composure when asked a difficult question or confronted by a hostile person.
	
	
	
	

	14. I practice my presentations.
	
	
	
	

	15. I stay within the allocated timeframes.
	
	
	
	


	Types of Briefings
	

	
	· Phone Briefings

· Basic Briefings

· Special Issue Briefings

Identifying the type of briefing you need to conduct is the first step toward putting your presentation together.

· Your Notes:


	Creating Objectives
	

	
	What should you know about your audience before conducting a briefing?

What are some examples of needs that FEMA may have that can be addressed during a briefing?

Why is it important to have objectives for your briefing?

· Your Notes:


	Developing an Objective
	

	
	You are asked to give a briefing to a group of citizens about the role of your office in providing disaster assistance. 

Write one objective for your briefing.

· Your Notes:


	Using Objectives to Plan
	

	
	Objective should drive all decisions about the briefing including:

· The content you present

· The handouts you distribute

· The logistical support you need

· The concluding statements you make

· Your Notes:


	Outline Briefing Points
	

	
	Make sure your content…

· Achieves your purpose

· Meets the needs of the audience

· Anticipates the questions of the audience

· Is current and accurate

· Includes the appropriate level of detail

· In not subject to interpretation

· Your Notes:



	 Select Handouts
	

	
	Check handouts to make sure they are…

· Relevant and timely

· Current and accurate

· Intended for public distribution

· Clean, clear and simple

· Your Notes:


	Identify Logistical Needs
	

	
	· Determine what media will best display the material

· Visit site of briefing to see what logistical constraints exist

· Ensure you are familiar with operation of all equipment

· Have an alternate delivery method prepared in case of equipment failure

· Your Notes:


	Plan Concluding Statements
	

	
	· Review key points

· Clarify what has been promised

· Your Notes:


	Effective Presentation Skills
	

	
	Presentation skills combine your verbal and nonverbal skills.

Verbal:

Nonverbal:

· Your Notes:



	1
	Presentation Skills
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	Tips for Using Effective
Presentation Skills

	
	A successful presentation gives you the power to inform your audience of important information you would like them to remember.  Use the following guidelines as a checklist when presenting at briefings: 

· Use Eye Contact


· Position your body to face the majority of the audience.

· Move from behind the podium and walk toward the audience.

· Continually scan the audience with your eyes.

· Avoid extended eye contact with any one person.

· Transition smoothly from looking at your notes to looking at the audience.

· Be Aware of Tone and Inflection


· Vary your inflection to emphasize important words and messages.

· Raise your voice when asking questions.

· Lower your voice when completing a thought.

· Speak Using Clear Sentences


· Do not run words together.

· Vary your rate of speed to avoid sounding monotonous.

· Articulate sounds for clear pronunciation.

· Avoid um’s and uh’s.  If you feel you are about to say “um,” take a breath.

· Pay Attention to Vocabulary


· Be clear—Match the language to the understanding level of your audience. 

· Be colorful—Use imagery to create a vivid picture of your information.

· Be concrete—Avoid language that is vague or too general.

· Be concise—Use short sentences that are easy to understand.

· Be correct—Use consistent terminology and avoid slang.

· Pace Your Delivery


· Use an appropriate pace.  Speak slowly if the audience is taking notes.

· Set your pace according to the audience’s familiarity with the topic.

· Estimate how much time you need for each topic and then add 25 percent.
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	Presentation Skills (Continued)
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	Tips for Using Effective
Presentation Skills
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	· Use Gestures and Facial Expressions


· Use natural gestures to emphasize key points. 

· Avoid distracting gestures (e.g., jingling change in your pocket).

· Use natural facial expressions and smile at your audience.

ADVANCE \u1Tip:  Think of yourself in a picture frame.  Keep your gestures within that frame.

· Maintain a Comfortable Stance


· If using a lectern/podium, make it work for you by:

· Distributing weight evenly

· Resting your hands on lectern

· If using a table or overhead projector table:

· Stand by the overhead

· Don’t block the audience’s view

· If using handouts only and everyone sits, sit at the end facing the audience.

· Move about the audience


Avoid:

· Standing back from the audience

· Moving around too much

· Rocking

· Slouching

· Overdoing or exaggerating anything

· Think About Your Appearance


· Wear clothes appropriate for your audience

· Select colors/patterns

· Cool/pastel colors have a calming effect

· Earth-tone colors communicate sincerity, genuineness

· Red denotes power

· Navy/dark blue denotes authority


ADVANCE \u0Avoid other bright colors or loud patterns
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	Controlling Nervousness
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	Tips for Relaxing Yourself
Before a Briefing

	
	Understanding Nervousness
· Understand that several situations can activate fear including:


· Standing up in front of people.

· Having people stare at you.

· Using visual aid equipment.

· Recognize the consequences of fear if you do not control it.  They include:


· Knees start to shake.

· Heart starts beating faster.

· Hands shake.

Controlling Nervousness
· Rehearse until you feel comfortable with your briefing.

· Practice the words you will be saying during the first part of the briefing.


· Check your briefing materials, and practice using visuals in advance of the briefing.

· Anticipate potential problems, and prepare to resolve them if they should occur.

· Accept nervousness as an energizer that helps keep you on your toes and performing at 
your best.

· Rely on the most powerful presentation tool you have—your own unique style, 
experiences, and abilities as a person.
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	Delivering Key Content

	[image: image8.wmf]
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	Tips for Delivering Information
Without Overwhelming the Audience

	
	It is important that you present information that your audience can understand and follow up on after the briefing.  Remember to analyze your audience and its needs before determining what content to include in your briefing.  Nothing is more frustrating for an audience than hearing irrelevant, confusing, or inaccurate information.

· Determining What Content To Include in Your Briefing

Make sure your content . . .


· Achieves your overall purpose.

· Meets your audience’s needs.

· Meets FEMA’s needs/opportunities.

· Is current and accurate.

· Includes the appropriate level of detail for the audience.

· Is not subject to interpretation.

· Presenting All Content

Remember to follow the briefing skills tips when delivering key content.  Make sure you don’t overwhelm your audience with complex or confusing information by following these additional tips:

· Provide structure to your briefing—tell the audience what you’re going to say, say it, and then review what you said.

· Avoid using technical language, jargon, or acronyms that your audience may not understand.

· Don’t provide more information or details than your audience needs.

· Make sure your language is nonsexist and nondiscriminatory.

· Encourage questions from your audience.  Ask frequently, “Does anyone have any questions at this point?”

· Pay attention to looks of confusion or frustration in the audience.

· Summarize your briefing with meaningful concluding remarks.

	3
	Delivering Key Content (Continued)
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	Tips for Delivering Information
Without Overwhelming the Audience

	
	· Presenting Program Information

Program information can be especially overwhelming for audiences because it is often complex and frequently changes.  Consider the strategies below when delivering program information:

· Ensure that the program information includes the most current policy changes.

· Keep the program information simple and to the point.

· Address specific program areas that are confusing or typically cause problems for people.

· Carefully cover any recent changes to programs.

· Allow time for the audience to clarify program information and ask questions.

· Provide handouts that summarize key program information.  Include contact names and telephone numbers.

· Avoiding Individual Case Management

At times, a participant in your audience may want you to review and provide guidance on his or her individual situation.  For example, an individual may not understand why he or she was turned down for FEMA assistance and may want to discuss the specifics of the case during your briefing.  If this happens to you, try using the following strategies:

· Acknowledge how the person is feeling.

· Tell the person you would be happy to discuss the situation after the meeting.

· Explain that you will be able to spend more time and provide more detailed guidance in private.

· If you can’t answer the individual’s specific questions after the meeting, refer him or her to the appropriate program expert.

	4
	Thinking On Your Feet
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	Tips for Responding 
to All Questions

	
	· Prepare for Questions

Before your briefing, anticipate what questions the audience may ask and prepare a response for them.   Anticipate strong emotions that your audience may have when asking these questions.

Being prepared . . .
· Prevents you from being caught off guard.

· Helps you address your audience’s needs more thoroughly.

Listen to the Questions

It is important to pay attention to what has been asked. 

· Listening helps you . . .

· Reinforce key points that have been made.

· Correct misstatements made by others.

· Personalize your response.

· Read nonverbal messages.

· Summarize or paraphrase aspects that have been covered.

· Listening helps you avoid . . .
· Missing important facts.




· Repeating what someone else has said.

· Misinterpreting the question.

Listen effectively by . . .
· Waiting until the person finishes asking the question before responding.

· Maintaining eye contact and interest.

· Using probing questions to clarify confusing questions before responding.

· Pause To Organize

Pausing to organize helps you buy time to ensure that you say exactly what you want to say.

Pausing to organize helps you . . .



· Look and sound poised when giving your response. 

· Break down complex questions..

	4
	Thinking On Your Feet (Continued)
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	Tips for Responding 
to All Questions
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	· Repeat the Question

Always repeat the question when speaking to a group.  Repeat the question in two ways—as a question or as part of your answer.

Repeating the question allows you to . . .
· Buy time to think.

· Focus on the topic.

· Refocus a hostile or negative question.

· Clarify the question.

ADVANCE \u1Remember, the question plus the answer is the complete response.

· Support Your Answer

Support your answer with at least one reason so the audience can see the logic behind your response.

Key Points:

· Keep your answers short.  Avoid sharing more information than your audience needs.

· If you need to provide several reasons with your answer, organize your response with a phrase such as “I have three reasons for my decision . . ..” 

· Do Not End on an Excuse

Finish each response on a positive note.  Avoid ending with reasons that sound like excuses.
You could try:

· Avoiding a response that sounds like an excuse (e.g., “I haven’t really studied that aspect yet.”).

· Repeating the essence of the question as a close.

· Telling the audience that you will find the answer and get back to them.
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	Answering Difficult Questions
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	Tips for Responding to
Difficult Questions

	
	What makes questions difficult to answer?

Questions that are difficult to answer may be:

· Long, complex, confusing, or not thought out well.

· Inappropriate for the meeting.

· Of concern to only one individual.

· Designed to intimidate you.

· Phrased in a negative way.

· Ones that should be addressed to someone else.

What should you do when asked a difficult question?

Do not become flustered.  Follow the steps you used when asked any question including:

· Preparing for questions.

· Listening.

· Pausing to organize.

· Repeating the question.

· Supporting your answer briefly.

What should you do if the question seems impossible to answer?

People ask difficult questions for many different reasons.  Many times the individual is uninformed about the subject and unable to ask a good question.  Sometimes people ask more than one question at a time, which can be confusing.  You may even have an individual who is trying to stump you with a question.

Consider the following strategies when answering difficult questions:

· Get a better question.  Ask . . .

· To have the question repeated.

· A probing question of your own.

· For clarification.

· For a definition.

· Hedge professionally.  You can respond indirectly by . . .

· Answering one part of the question.

· Refocusing the question.

· Building a bridge between the inappropriate question and the appropriate response.
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	Answering Difficult Questions (Continued)

	[image: image14.wmf]
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	Tips for Responding to
Difficult Questions

	
	Consider the following strategies when answering difficult questions:  (Continued)
· Respond with positive words to negative questions.  Don’t repeat the negative statement in your response.  


· Put the question in a more positive light by explaining the positive or corrective steps that have been taken.


· Apply the 25-percent to 75-percent rule, especially if the question is hostile or negative.  Direct approximately 25 percent of your eye contact to the person asking the question and approximately 75 percent to the rest of the audience.  This will help prevent a direct confrontation with the person asking the hostile/negative question.

· If you don’t know the answer to a question . . .

· Get someone else to answer the question.  

–
Redirect the question to a colleague, if one is present.

–
Redirect the question to the audience or a particular member of the audience.

–
Redirect the question to the individual asking the question, if you are willing to give them the platform.

· Don’t make up an answer.  The audience may know and you will lose credibility.

· Promise the person asking the question that you will get an answer as soon as possible.  Follow through on that promise!

When redirecting a question to another person, use the person’s name to get their attention.  Repeat the question in case they weren’t listening.  Identify who asked the question for the person you are referring the question to.

· If you must deliver bad news in your response . . .

· Always provide a supporting and credible explanation for why the person’s needs can’t be met.

· Don’t use words like “but” or “however.”  The audience will interpret this as an excuse and dismiss what you have to say.
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	Handling Hostile Participants

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	Tips for Handling Hostile Participants While Maintaining Control

	
	It is important to remember that many of the people in the community have experienced devastating losses and are feeling a range of emotions including sorrow, frustration, and anger.  You may encounter hostile participants at your briefings.  As a representative of FEMA, you may be a target for their anger and blame.  If you come across a hostile participant at your briefing, consider using the following strategies: 

Understand and Empathize


· Try to understand why the person is angry.

· Calmly acknowledge and respond to the person’s anger to help defuse the situation.  Say things like, “You’re feeling extremely angry because . . ..”

· Never downplay the person’s feelings by saying things like, “It’s not that bad,” “So and so has it worse than you,” or “I understand exactly how you’re feeling.”

Maintain Control

· Control your own anger.

· Avoid counterattacks—they only add fuel to the fire.

· Lower your voice to achieve greater control and reduce negative emotions.

· Try to keep the audience from getting overly excited.

Take Charge of the Situation

· State that you will not tolerate aggressive behavior at the meeting.

· Tell the individual that you will be happy to discuss the situation after the meeting.

· Stand your ground; refuse to be pressured.  Don’t be forced into promising the person something that can’t be delivered.

· If the person continues to disrupt the meeting or appears dangerous, seek assistance in dealing with the situation.




	Controlling Nervousness
	

	
	· Rehearse

· Practice your introduction – repeatedly.

· Make sure your materials are organized.

· Anticipate potential problems.

· Accept that some nervousness is normal.

· Rely on your own unique style, skills and abilities.

· Your Notes:


	Delivering Key Content
	

	
	· Avoid technical language and jargon

· Use inclusive language

· Encourage questions from the audience

· Pay attention to audience cues

· When talking about specific programs…

· Address areas that are typically confusing

· Note recent changes

· Allow ample time for audience questions 

· Your Notes:




	Thinking On Your Feet
	

	
	· Prepare for questions.

· Listen carefully to the question.

· Pause to organize your thoughts.

· Repeat the question so all can hear it.

· Support your answer with facts.

· Your Notes:


	Responding to Difficult Questions
	

	
	· Don’t get flustered

· Ask person to repeat the question or rephrase the question if it is unclear.

· Respond with positive words to negative questions.

· Promise to get answers to questions you cannot answer – and follow through!

· Your Notes:



	Handling Hostile Participants
	

	
	· Understand and empathize

· Maintain control

· Take charge of the situation

· Your Notes:


	Your Briefing
	

	
	Purpose:  The purpose of this activity is to practice using effective briefing skills.


Instructions:  Develop a 2-minute presentation using the outline below.  Your presentation will focus on the role of FEMA and your office in providing disaster assistance.  You should include a strong welcome and demonstrate empathy for the community.

Your presentation should cover the following topics:

· Welcome

· Purpose of Your Briefing

· The Role of FEMA

· Agency mission

· Disaster mission

· Role of Your Office in the Disaster Recovery Process

· Key activities

· Conclusion

You have 20 minutes to prepare for your presentation.




BRIEFING ASSESSMENT CRITERIA FEEDBACK FORM

Student’s Name:  _________________________________________

	Indicator
	Yes
	No
	Comments


	Organization and Content:

· Followed a well-organized agenda.

· Did not overrun time limits.

· Acknowledged and thanked the sponsors of the meeting.

· Advised the audience on how questions will be handled.

· Addressed major topic areas

· Addressed issues unique to the community.

· Managed expectations.
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	Delivery:

· Used easy-to-understand words.

· Articulated clearly.

· Created images through the use of words.

· Used tone and inflection to emphasize key words.

· Varied tone to maintain interest in the message.

· Used appropriate hand gestures to enhance the message.

· Used a physical stance that made him or her appear confident and in control.

· Made eye contact with the audience.

· Used facial expressions to support the message.

· Stayed within the limits of his/her correct knowledge by avoiding unknown areas or promising to get back with additional information.
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	Overall Strengths and Areas for Improvement
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