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A presenter has three primary goals when delivering a speech: to inform, to convince and to persuade his audience. A 
well-crafted speech with these three objectives can benefit an audience with new information or perspective. This will 
than boost the presenter’s self-confidence and create new opportunities.

Course Outline

Module 1: Fundamental Preparation for Presentations
• Know Your Objectives
• Gather Audience Information
• The Opening, Body & Closing
• Visual Aids

Module 2: Elements of an Effective Presentation
• Be prepared
• Give examples/story-telling
• Stay relaxed
• Plan your body & hand positions

Module 3: How to Communicate with the Audience
• Effective communication in presentation
• Communication barriers during a presentation
• Posture & movement
• Expressions
• Eye communication
• Voice control

Module 4: How to Overcome Speaking Anxiety
• Know the audience
• Know your topic
• Learn how to relax
• Realize people want you to succeed

Module 5: Five Ways to Make Your Body Speak
• Let your body mirror your feelings
• Build self-confidence through preparation

Module 6: Building Audience Rapport
• Pace audience styles
• Use proactive language
• Build mental trust

• Module 7: How to Handle Q&As
• Listen to the entire question
• Credit the person
• Respond to the question

Who Should Attend
This program is divided to Junior Level (A1 – SA2) and 
Senior Level ( Executive Level and Above)

Training Methodology
To ensure that you receive maximum benefits, audio- visual 
equipment and presentations will be introduced  to highlight 
important principles, together with  discussions and 
brainstormingsessions.

A Pre-Questionnaires assignment will be given to all 
participating attendees prior to the program, to determine 
their level of presentation skills, knowledge and concern.

All participants will be assessed by the trainer in their 
presentation


