Presentation Skills
Introduction
The ability to speak effectively and influentially to groups of people is a powerful form of communication in the modern business world. A successful presentation can help you win the contract, close the sale (of a product, service or even an idea) or simply inform and update the audience regarding changes in company policies and procedures. Considering the gains to be made, it is no surprise then that the delivery of the information can be a nerve-wracking experience for the presenter! This 2 day course is designed to equip delegates with the skills (and, through their application, increased confidence) to deliver high quality, professional presentations.

 

Who Will Benefit?
 

Anyone whose job role requires them to address meetings or deliver presentations to groups of internal or external customers. 
The course will enable you to:

· Understand the impact of your delivery style (verbal and non-verbal signals) on the audience

· Plan and structure your presentation content to ensure relevance for the audience

· Prepare both informative and persuasive presentations

· Design appropriate visual aids to add interest, impact and variety to your presentation (includes Powerpoint tips and shortcuts)

· Deal with questions confidently

· Understand the nature of nerves and how to overcome them

 

Course Content
 
Session 1 Introductory Presentations
· Delegates prepare and deliver a short introductory presentation
· The 3 golden rules of presenting

· The nature of nerves

Session 2 Planning a Presentation
· The essential planning questions
· Your delivery style

· Venue considerations

Session 3 Structuring your Presentation
· The 3 main elements
· The INTRO, main body and summary/conclusion

· Use of language and signposting

· Delegates prepare and deliver a presentation
Session 4 Persuasive Presentations
· Know your audience to create your content
· The WIIFM or SIS approaches

· Yes yes presentations – gain agreement as you go along

· Delegates prepare and deliver a persuasive presentation

Session 5 Visual Aids
· Why we use them and the most effective visual aid
· The flipchart versus Powerpoint

· Powerpoint – slide design guidelines, tips and shortcuts

· Delegates prepare and deliver a presentation including visual aids

Session 6 Question Time
· Tips on handling questions
· Delegates answer questions from the audience on a previously delivered presentation

Session 7 Team Presentations
· How to deliver a team presentation
· Working in teams, delegates prepare and deliver a team presentation
Session 8 Review and Close
The course is two days long (includes several opportunities to deliver presentations and receive constructive feedback from the audience). 
 

Pre-requisites
 
There are no pre-requisites.
