Management Development

	Presentation Skills

	Aims
	· This course provides participants with the opportunity to practice forthcoming presentations and to receive valuable coaching to help make their style and content more effective.

	Participants will be able to:
	· Receive individual coaching and tips to improve the effectiveness of their presentations

· Confidently in their ability to prepare and deliver effective presentations

· Focus their preparation more effectively to achieve objectives

· Prepare an impact-full introduction and closing to a presentation

· Analyse the physical aspects of their presentations and utilise these to their advantage

	Timing
	1 day

	Who should attend
	· Any managers or staff who are required to make internal or external presentations

	Format
	· The course is intensive with small group coaching and tuition (not more than 4:1)
· Participants are required to prepare and deliver presentations on a variety of topics

· Participants are encouraged to work on real presentations that they need to prepare

	Notes
	· This course can be linked with our management development programmes in areas such as influencing & communication skills, problem solving and business analysis, change management and coaching to form a coordinated management skills programme


	Session / content
	
	Method

	Introduction

· State the objectives for the day

· Introduce each other
	
	Icebreaker exercise

	What’s your style?
· Identify personal presentation style
· Analyse areas of strength and weakness
	
	Short practical exercise to assess the natural presentation style of participants

	Preparation vs presentation
· Demonstrate the importance of focusing on the two key dimensions required for truly effective presentations
	
	Practical exercise

	It’s all in the mind
· Use a toolkit of tips to present more effectively and achieve objectives
	
	Application of the tools to preparation of a presentation

	INTROductions

· Apply a toolkit of tips on the importance of clear and focused introductions and closings to all presentations
	
	Application of the tools to preparation of a presentation

	Getting physical

· Maximise the physical attributes that the presenter brings

· To take advantage of the presentation room and its equipment
	
	Application of the tools to preparation of a presentation

	Lunch
	
	

	Face the audience
· Deliver a short presentation to fellow participants

· Review and critique their style
	
	Delivery of presentations, video playback and critique

	Bringing it to life
· Describe best practice examples to bring a presentation to life (eg visual aids, branding and styling, anecdotes and examples, use of music and physical props)
	
	

	Conclusions

· Recap the key learning points of the course

· Complete personal action plans
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