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BE THE LEADER YOU WANT 
OTHERS TO SEE

Communicating Your 
Message for Maximum 
Impact

How do we communicate?

Do you speak up at meetings? Do you talk too much?
Not enough?  

And when you do speak, 
do people value what you say?

Average employee:

1/2 work week in meetings 1/2 work week in meetings

How do we communicate? How do we communicate?
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What People Remember after a 10 minute Presentation

1 WEEK

50%

RIGHT AWAY 

25%

NEXT DAY

10%
So what’s the 10% 
you want people 
to remember

MESSAGE
• Frame from their perspective
• Impactful. Important. Interesting.

AUDIENCE
• Management. Peer. Customer.
• Care About? W-I-I-F-T?

PURPOSE
• Your purpose?
• Funding. Promotion. Selling Idea.

Average Attention Span

• 2000: 12 seconds

• 2012:  8 seconds

Source:  Associated Press

DON’T BURY THE LEAD

OPENING
REMARKS

Story

Example

Powerful ###

Strong statement

Quote

Problem/Issue/Challenge

Rhetorical Question
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ORGANIZE

TRANSITION TRANSITION TRANSITION

Mean
Benefit

###
Studies

Steps
Timeline

Challenges
Budget

I S S U EI S S U E A C T I O NA C T I O N D AT AD AT A F U T U R EF U T U R E

TRANSITIONS

• “We’ve talked about Point A. Now let’s think 
about Point B.”

• “Based on what you’ve just heard, you might 
think that X is true. But it’s not. In fact, Y may be 
your best option and here’s why.”

• “Now that we understand the potential market, 
let’s take a look at time lines. ”

• “Shifting gears, let’s move on to…”

Creating Slides

 Create content first
 Slide follow you
 Headline: the BIG idea

 2-3 supporting points
 Minimize words/Maximize 

pictures
 Transitions: before the next slide 

+As we’ve seen, now let’s take a look at
+That brings us to

 Large fonts
 Practice with/without
 Out loud 

NOT ABOUT THE 
SLIDE 1. Look at person

2. Talk, don’t read

3. Pick key points

4. Examples and Stories

5. Conversation vs. 
Presentation

6. Graphics/Pictures

7. Be a director

NEW EXPENSE LOG SYSTEM

• I want to talk to you about a new way we want to log 
expenses. 

• First I’m going to take you through the program and 
then I will show you how you would be able to enter 
your receipts. When entering a receipt, you would first 
click here on the upper right hand side of your screen 
which brings up a box. 

• When you open the box, you’ll see another screen. It’s 
complicated at first, but once you use it, it will get 
easier…….

why do I need to learn all of this?
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4 hours per person

500 people 
x 4 hours 

2000 hours

1 hour per person

“WE offer fertilizer that will help your 
flowers grow big and bright”

“YOU will grow bigger brighter plants that 
need less watering”

C-P-RC-P-R

CLOSING
REMARKS

Circle back

Call to action

Closing story

Repeat key points

Glimpse of future

Rhetorical question

Summary

Strong statement

Promise or pledge

ARE THERE ANY QUESTIONS
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 What am I trying to communicate?
 Here is what’s going on—this is what you need to know
 2-3 key points
 Relevance: Mean to me? So What? Care? 
 Actions they should take
 Simplify: Examples and analogies

SHARE YOUR INSIGHTS

KarenFriedman.com


