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Course:
Effective Presentation Skills

Duration:
2 days

Objectives:
This course is aimed at anyone involved in delivering presentations. The course covers all the skills needed to plan, write and deliver an effective presentation, as well as visual aids and speaker notes. The course includes a number of practical exercises and two opportunities to deliver a presentation to the group.

Pre-Requisites:
No prior knowledge is required

Topics:
· Introduction

· Presentation Planning

· Setting Objectives

· Writing your Presentation

· Presentation Structure

· Power Closes

· Transitions

· Speaker Notes

· Visual Aids

· Words

· Colours

· Text Style

· Graphics

· Multimedia Effects

· Rehearsals

· Pre-Presentation Planning

· Checklist

· Room Preparation

· Building Confidence

· Looking the Part

· Controlling Nerves

· Delivery

· First Impressions

· How you Sound

· How you Look

· Using Visual Aids

· Conquering the Negative

· Feedback

· Question Handling

· Difficult Questions

· Handouts

· Summary
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