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Welcome.  
 
If you're here, you're a leader or an aspiring leader who has complex, important 
information to communicate, such as your group's data, project updates, strategic 
decisions - and your own ideas.  
 
But when you speak up, especially in high-stakes situations with people more senior than 
you, what sometimes happens is: 
 

 
You feel flustered even though you know your material well 
 
 
You nervously anticipate that you'll have to answer questions 
 
 
You have so much information in your head, you can't decide what to say. 
 
 
You prepare extensively but still get thrown off base if the discussion doesn't go 
the way you expected 
 
You finish the talk and are not sure your audience really picked up on what you 
wanted to say.   
 

 
      If any (or all) of this resonates with you, I'm so glad you're here. 
 

You are not alone.  
 
You know your work.  You believe in your data.  But as you've advanced in your career, you 
find yourself interacting with many different types of professionals.  These colleagues don't 
share your expertise, and don't know what you know.  And they may have different day to 
day concerns than you do, even if you're in the same organization. 
 
No wonder it's a puzzle.  Your audience has changed, and your communication will need to 
change too.   
 

✔	

✔	

✔	

✔	

✔	
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Learning to communicate in a new way is a very natural part of the 
growth from being an expert to being a leader.   
 
It happens to just about everybody, and it happened to me too.  But it's also natural to feel 
stuck when you don't know how to make a change.   
 
 
If you're like so many of the people I've worked with, you 
have a high level of integrity and want to share your data 
honestly without misleading anyone. 
 
 

So these questions come up:  
 
 
"What if I oversimplify and give the wrong impression?" 
"What if I don't know the answer to a question?" 
"What if I leave something out and everyone thinks I'm 
careless?" 
"If I don't explain my reasoning, how will they trust my data? 
"But it's so complicated!  How will I get through all the steps?" 

 
 

I Want You to Know That It IS Possible to 
Be True to Yourself AND Communicate 
Clearly and Persuasively 

When you do, your preparation is focused 
and takes less time.  You look forward to 
presentations - even to being asked 
questions! - instead of dreading them.   

	

"I might get 
something wrong!" 
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And when you do, you are happier because the people who need to 
understand the impact of your work understand it now.  
 
Sounds great, right? 
 
In fact, right now you may be thinking, "Yes! That does sound great, but HOW?"  
 
Great question.  
 
I understand where you're coming from, because I've been in your shoes.  
 
That's why helping you be a great communicator, is so important to me, and that's why I’m 
giving you this step-by-step guide to help you do so.  
 
Now, it’s time to do the “work!" Follow this framework for your next communication.  

 
3 Steps to Communicating Complex 
Ideas Clearly and Persuasively 
 
When we're planning a communication, we tend to start by organizing the relevant data 
and the details - I call this "throwing some slides together."   But this approach may leave 
out some key elements of an effective communication. 
  

Here's the secret: prepare data and details last, not first.  
 
The mindset shift is to start with our purpose and audience, then design a structure that 
works to deliver our messages, and then and only then decide what data and details to 
include to support the messages.  
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Sometimes we lose track that there's a reason we are communicating, especially if it's a 
regular, required communication like a department or team update.  Instead, if we are 
clear on the purpose of the communication, everything else we do to prepare becomes 
much more straightforward. 
  
Start by asking yourself these questions: 

1. What is the purpose of the presentation?   
………………………………………………………………………………………………………
……………………………………………………………………………………………........ 
2. Take this answer and ask "Why?" again. Then again.  Dig a little deeper. 
………………………………………………………………………………………………………
……………………………………………………………………………………………....... 
3. What do you want your audience to do, know or feel after you speak? 
………………………………………………………………………………………………………
……………………………………………………………………………………………....... 
4. What do you want to get out of the presentation? 
………………………………………………………………………………………………………
…………………………………………………………………………………………… 

 

 
The most common error experts make when presenting their data is that they speak to 
their audience as if their audience is just like them - with the same background 
knowledge, interests, and priorities.  This is almost never the case, especially when 
speaking to senior leaders.   
 

Step 1.	 Prepare Your Purpose	

Step 2.	 Analyze Your Audience	
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Instead, you need to understand your audience to be able to communicate the essence of 
your complicated information in a way they can understand - and care. 
 
Ahead of a communication, use these questions to understand your audience.  
 

 
1. What’s their overall top priority?   

      2. What are some ongoing events that impacts them? 
  
 
1. What is their level of knowledge on your subject?  

      2. What opinions may they have already formed?  
      3. What would make the discussion a success for them? 
 
 

    Take notes on your audience here: 
………………………………………………………………………………………………………
…………………………………………………………………………………………… 
………………………………………………………………………………………………………
…………………………………………………………………………………………… 
………………………………………………………………………………………………………
…………………………………………………………………………………………… 

 

💡You might want to go back and review your purpose again now that you understand 

your audience better. 

 
Your messages can be simpler than you think.  Yes, I know your topic is complicated!  You 
have a lot of information in your head.  Practice simplifying your statements to the point 
where an ordinary person could understand them.    
 

Step 3.	 Craft Meaningful Messages	

Their 
context 

Their point 
of view 



		

7	

www.rachelkindt.com    hello@rachelkindt.com  
    

When preparing an update, it can be helpful to prepare "backwards." We have an 
explanation in our head that leads to a conclusion.  Skip the explanation and say the 
conclusion first.   
 
In the end, can you distill your communication to 3 points?   
 
Preparing these points and being comfortable saying them means you can give an 
impromptu update, answer questions more easily, and have a backup communication in 
hand if the meeting time runs out and you don't have time to present it all!  
 
Don't worry, you still can access all the details any time you need them.   
 
Write out your three points here: 
 

…………………………………………………………………………………… 
…………………………………………………………………………………………… 
 
…………………………………………………………………………………… 
…………………………………………………………………………………………… 
 
…………………………………………………………………………………… 
…………………………………………………………………………………………… 
 

 
Bonus Tip: Watch Out for This 
Common Pitfall:  
 

Diving into Distracting Details.  
 

For many of us trained as experts, details are our happy place.  We are very familiar with 
and feel confident talking about them.  Plus, we may had been dinged in the past for not 
knowing this or that fact.   
 
Yet, on the journey from expert to leader, details become less important in communication, 
and, in fact, can be very distracting, especially for senior leaders who just want the top-line 
information.   
 

1 

2

3
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Instead, trust that if you provide information at a high level and your audience wants more 
information, aka details, they will ask.  Unless they ask, don't share them! 
 
Also, you're not in school anymore!  The purpose of business communication is not to test 
your knowledge (really!). It's to get things done.  And your clear communication will make 
that possible.   
 

Conclusion.  
 
I hope that by reading this special report, you have a new way of thinking about and 
planning your important updates, talks, and presentations, and by doing so you will be 
more comfortable, confident, and effective.  You are getting you and your team's good 
work out in the world! 
 
Then, you might find yourself wondering, "How Do I Continue to Improve?"  
 
How to continue the journey to become a more effective leader and communicator? What 
about how to behave during the meeting?  Answering those questions?  Following up?  

 
Discover Your Next Steps. 
 
I'd be glad to help you figure out your next steps, so that you can begin moving from 
where you are now to where you want to be with clarity and confidence.  
 
I'll continue to send you information on effective communication and other leadership 
growth ideas. 
 
And, if you want to supercharge your leadership journey, why not try coaching? 
 
Schedule Your Complimentary Coaching "Chemistry Call" Here: 
 
https://calendly.com/rachel-kindt-consulting/coaching-chemistry-call 
 
All the best, 
 
Rachel 
 

https://calendly.com/rachel-kindt-consulting/coaching-chemistry-call

