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Presentation Skills – Introduction
Two-day course to enable individuals to:
· Speak with confidence in front of an audience

· Plan and structure a logical, clear presentation
· Keep the audience interested
· Control nerves and deal with common fears

· Enjoy presenting
Planning the presentation
The key elements to a good basic structure

Defining your purpose

Knowing your audience

Constructing the beginning, middle and end

Mind mapping the content

Selecting key points
Ordering logically
Increasing your confidence
Building self confidence
Managing nerves
Dealing with common fears eg
- I’ll forget where I am
- the equipment will break down
- I’ll start to shake
They won’t understand me 
Creating a confident impression
Using prompt cards and notes
Presentation delivery skills
Improving your voice

Speaking with confidence

Using convincing body language

Presenting with confidence
Starting positively
Creating a professional impression

Communicating effectively

Signposting

Keeping on track
Making contact with the audience

Keeping the audience involved

Getting your message across

Using Visual Aids
Enhancing your presentation

Helping the audience to understand
Explaining complex graphs, charts, diagrams

Using flip charts effectively
Presenting with PowerPoint
Managing Questions
Knowing when to take questions

Handling difficult questions eg when 
- you do not know the answer
- the audience disagrees
- When someone is trying to belittle you

Concluding 
Ending positively
Who should attend? Those who have limited or no experience in presenting or who want to improve their confidence in front of an audience. More experienced delegates might be more suited to our Presentation Skills course.

Facilitation: This workshop takes delegates step-by-step through the presentation process.  It enables attendees to improve their confidence and skills by practising and refining one element before moving onto the next. It is exceptionally practical with the emphasis on learning by doing. 
To see how the content of our presentation skills courses can be adapted to your needs and experience, please see Tailored Presentation Skills Courses
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