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EFFECTIVE PRESENTATION SKILLS – 2 DAYS 
 
DESCRIPTION 
 
A two-day practical course that gives participants the opportunity to learn and to practice presentation skills and 
techniques in a safe and positive environment. We use minimum theory, maximum tips and practice, structured 
feedback, and video recording to ensure that participants get the most out of the time spent. 
 
AGENDA 
 
1. Introduction 
 
2. Planning the Presentation 

a. Know your audience 
b. Beginnings and endings 
c. Using Visual Aids 
d. Using notes 
 

3. Preparation of presentation 
a. Bullets 
b. Rough draft 
c. Start and finish 
d. Rehearse and Revise 
 

4. Writing Presentations 
a. The Pyramid Principle in action 

 
5. Dealing with questions 
 
6. Non-verbal behaviour 
 
7. Executing the presentation 

a. Preparing and using notes 
b. Preparing and using visual aids 
c. Breathe life into your presentation 
d. The presentation itself 
e. Conclusion 

 
TARGET AUDIENCE 
 
Any individual who presents in front of an audience (large or small), and who wishes to present themselves effectively. 
 
OBJECTIVES 
 
To understand what comprises effective presentations, what to do, what not to do, and to practice these skills in a safe 
environment. Participants walk out with confidence in themselves when presenting. 
 
Each participant receives an SD card of their individual presentations, including the feedback of each session. 
 


