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Language

Dealing with

difficult questions

Ihre Präsentation wird sprachlich vorbereitet, der Frage- und Antwortteil nicht. KEN TAYLOR gibt Tipps, wie Sie trotzdem Herr der Situtation bleiben.

T

 he most difficult part of making a presentation in a second lan​guage is often the question-and​answer session. You can prepare the presentation, but you can never be sure which questions will be asked.

Remember that there are many reasons why people ask questions. Often they want to impress others with their knowledge, or they want to test you. Never react in an emo​tional way, no matter how aggres​sive the questioning.

KEEP CONTROL

As the presenter, you have authority. Do not give this up to someone else. While you are answering, make eye contact with the whole audience, not only with the questioner. This pre​vents a dialogue from taking place. If you expect strong reactions to your presentation, make it clear that you will take questions only at the end.

CLARIFY DIFFICULT QUESTIONS There are several ways of dealing with difficult questions. a) Ask the questioner to repeat the question: "I'm not sure I understood that. Could you repeat the question, please?"

b) Ask the questioner to explain what is being asked: "I'm afraid I didn't get that. Could you explain what you mean exactly?" c) Try to paraphrase the question: "If I understand you correctly, you are saying that..."

ADMIT YOU DON'T KNOW

Never pretend to know something that you don't. You will be found out. But there are several things you can do if you don't know the answer.


a) Promise to find out the answer: "I'm afraid I don't know right now, but I'll find out and let you know tomorrow. Is that OK?" 
b) Refer to an expert colleague: "I'm not sure about that, but my col​league Mr Kent is an expert in this area. I'll ask him to contact you tomorrow. Is that OK?" 
c) Throw the question back to the questioner, who will often be happy to show off his or her knowledge: "1 don't know. What's your experience in this?"

d) Open the question to everyone: "I don't have the answer. Does anyone else have any experience in this area?"

USE HUMOUR

Humour always makes an audience more sympathetic to your situation as presenter. However, it normally works only if you know your audi​ence or are absolutely confident that what you are saying is amusing: "Thank you, Mike. I was hoping no one would ask me that. Trust you to ask the one thing I don't know."

Finally, if you have nothing more to say, say nothing! Ambrose Bierce, the 19th-century American writer and journalist, said: "A bore is a person who talks when you wish him to listen." Don't be a bore. ∎

Ken Taylor is a language and communica​tion skills trainer.

