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To conquer the fear of being questioned by an audience, adopt these six key strategies:Before responding to a question, take a moment to gather your thoughts and show respect for the inquirer.Understand the question clearly, ensuring it is free from vagueness or ambiguity. If necessary, paraphrase or ask the questioner to repeat their
query.Acknowledge the merits of the question, demonstrating that you value the audience's input and insight.Organize your response logically, breaking down complex information into manageable chunks.Verify that you have provided a satisfactory answer by engaging with the inquirer verbally or non-verbally.If unsure of an answer, remain calm
and focus on providing useful insights or clarifying further questions from the audience.To answer questions with confidence and credibility, follow these six steps. Before responding, take a moment to consider your reply, showing respect for the questioner and giving them due consideration.###ARTICLE Make sense of the questions being asked,
ask for clarification if needed, and avoid providing unnecessary information. You have three options: diverting, delaying, or returning the question.Diverting a question allows others to shine while positioning you as a team leader. It's suitable when someone else is more knowledgeable about the topic than you are. To divert effectively, pass the
question to the correct person and make sure they're well-equipped to handle it.Delaying an answer is necessary in certain situations, like when data is constantly changing or technical support doesn't release new information frequently. When delaying, be clear that you'll get back to them with a revised answer once you have more
information.Returning a question helps neutralize 'loaded' questions and gives you extra time to think before responding. If you can't answer a question, use phrases like "It depends" or "In my opinion" to provide additional context without losing credibility. When answering a question, follow this simple structure: Provide a direct response, then add
relevant details in bullet points, and finally return to your main message.The Proven 5-Step Approach To Answer Questions And Show Authority By Sachin Ramdurg, the founder of futuredecider.com, a leading career guidance website for students, graduates, and professionals.Confidence and authority are key to effectively addressing concerns and
questions from others. With over 12 years of experience in career guidance, Sachin shares his proven 5-step method to build confidence and address concerns.**Step 1: Restate the Question**Before answering or addressing a concern, it's essential to clarify what you're being asked. Use a simple phrase like "So, you're concerned about..." and wait for
a nod of understanding to proceed.**Step 2: Empathy**Show empathy by acknowledging the questioner's feelings. Say something like, "I can perfectly understand how you feel." This helps build trust and rapport.**Step 3: Thorough Response**Provide a detailed answer that addresses the concern, not just your own thoughts. Be patient, calm, and
maintain control during this step.**Step 4: Recreate the Need**Reiterate the importance of addressing the concern by saying something like, "In light of what we've discussed and addressed, wouldn't it make sense for us to...".**Step 5: Close**End with a conclusion that summarizes the discussion. Use a statement like, "Doesn't it make sense to..." to
create a mutually agreeable path forward.This approach is neither complicated nor brain surgery; it's a proven method to create agreement based on logical reasoning. By following these steps, you'll be able to answer questions with confidence and credibility.Additionally, Sachin shares six simple steps to help you answer questions with confidence
and credibility:1. **Pause**: Take time to think about your reply before answering.2. **Understand the question**: Clarify any doubts or vagueness in the question.3. **Agree with the questioner**: Acknowledge their concerns and show empathy.4. **Acknowledge the merit of the question**: Show appreciation for the question and its relevance.5.
**Chunk your answer**: Break down complex answers into easily digestible parts.6. **Check in**: Verify that you've answered the question to the questioner's satisfaction.If you're unsure about an answer, don't panic! Acknowledge the merit of the question, then respond with confidence, saying something like, "That's a really relevant question given
the RBA is reviewing interest rates again next week..." or "I know I don't know (i.e. I'm human), but let me check the most recent figures and get back to you via x before y."By following these simple steps, you'll be able to answer questions with confidence and credibility, even if you're unsure of the answer.Let me tell you, who hasnt been in this
situation before? No problem. I can help Im good at it: I dont think Im the best person to answer that. Let me talk to John and get back to you via x before y. Or;Does anybody else have the latest data with them? Thats okay, Id rather hear the answer from a professional anyway, and if you can help achieve that great. I know I should know (i.e. Im
honest) I should know that and Im sorry I dont. Ill get the answer to you via x before y. Perhaps not ideal but if youve acknowledged the worth of the question, your reputation is still important. Present with confidence You see, you can still be confident and credible even when you get questions you dont know the answer to. So put yourself in the
situation and ask your audience to get involved. It increases their engagement and enjoyment, plus it will make your message more memorable. Whats not to like?! We know our presentation skills very well, we deliver coaching programs, consulting services and group skill training to help your business deliver great presentations, get in touch with us
today to get started. p.s. remember its your personality that powers your presentation performance. Improve your presentation question answering skills with our programmes If you want to take your presenting skills (or your peoples) to the next level, we can help. We do this because our programmes are 100% tailored for your business and fully
personalised for you/your people. For nearly 20 years we have been very good at teaching Business Presentation Skills, training & coaching thousands of people in an A-Z of global blue-chip organisations check out what they say about our programmes. To find out more, click on one of the buttons below: Follow us on social media for more great
presentation tips:
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