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Training Solutions for the Caring Employer














Presentation Skills  





This programme has been designed for those who need to develop or enhance presentation skills as part of their job role





OUTCOMES: -





To enable participants to project a professional image and to develop skills and confidence when making presentations


To deliver effective, professional presentations to internal and external audiences


To recognise and to meet the needs of differing audiences 








PROGRAMME OUTLINE: -





DAY ONE





Introduction – Agree aims and objectives. Outline format and structure of day





Benefits of Effective Communication – A brief light-hearted demonstration to highlight how not to present and the benefits to all of doing it properly!





Planning Your Presentation – 


Identifying audience and matching an effective approach/style


Formulating desired outcomes


Structuring a presentation 


Planning for audience needs (including any special needs)


Using notes, scripts, cards etc.


Suggested format for planning – A guided exercise where participants use a framework to plan a short presentation





Preparing to Speak


Speaking confidently


Dealing with nerves          


Maintaining control
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