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Business Skills


PRESENTATIONS: PREPARING, DEVELOPING, AND DELIVERING 







2 Days
Most adults fear speaking in public.  Nonetheless, at one point or another everyone is placed into a situation where they will need to make a presentation. Making a public presentation does not have to be a fearful or difficult experience. The information in this course will help you to deliver a polished presentation that captivates your audience. You will learn how to approach the presentation by creating a plan and developing content that is well organized and meaningful.  You will learn simple and effective techniques for preparing the presentation so that you can express your message clearly and confidently.  You will work through activities to write and deliver one short presentation in class.  Finally, you will deliver a dynamic presentation. With the skills in this course, your presentation will not just be adequate— it will be dynamic.
Who Should Attend

This class is designed for professionals who want to improve their delivery and presentations skills.
What you will achieve 

· New strategies for clearly expressing your ideas and messages
· The expertise to plan and develop presentation content

· The tools to evaluate and improve your presentation performance
· Identify the Do’s and Don’ts of appearance and dress when presenting

· An understanding of basic presentation techniques 
· The opportunity to try out your new presentation skills through the delivery of an actual presentation during class 
what you will learn
Unit 1: Introduction to public speaking

Topic A: Presentations

Topic B: Public speaking

Topic C: Communication

Practice Exercise: The instructor will provide students with a list of suggested topics to present at the end of the second day. Student will have the opportunity to discuss public speaking fears and personal goals they would like to accomplish from this course.
Unit 2: Preparing your presentation

Topic A: The presentation process

Topic B: Presentation purpose

Topic C: Audience analysis

Topic D: Presentation structure

Practice Exercise: The instructor will lead a question and answering session helping students research answers to the presentation process ( why are you presenting? what's the purpose? to whom? how? when and where?). 

Students will have time to draft bullet items for the WIIFM ('what's in it for me' factor) for their audience.

Unit 3: Developing your presentation

Topic A: The conclusion

Topic B: The introduction

Topic C: The body

Topic D: Transitions

Topic E: Rehearsal techniques

Practice Exercise: Students will create a single sheet at-a-glance timetable for a presentation to monitor your timing and pace. The instructor will provide examples to guide the students.

Unit 4: Delivering your presentation

Topic A: Gearing up 

Topic B: Personal motivation

Topic C: Rapport and credibility

Topic D: Voice and body techniques

Practice Exercise: Students will review pictorial examples of appropriate and inappropriate dress, body language when presenting. 
Unit 5: Using humor and visual aids

Topic A: Humor

Topic B: The question-and-answer session

Topic C: Visual aids

Practice Exercise: Each student will be given time to prepare a 10-second opening statement with a situation, joke, or story that relates to their topic. The statement should make a positive impact and good opening impression. They must be prepared to add this to their final presentation.
Unit 6: Using what you have learned

Topic A: The implementation phase

Topic B: Resources and tools

Topic C: Delivering an in class presentation

Practice Exercise: Students will deliver a 2-3 minute presentation on a topic of choice. Evaluations will be done on dress, delivery, and visual aids.

