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What is a Presentation

Usually to define-
A presentation as a means of communication

that can be adapted to various speaking situations, such as talking
to a group, addressing a meeting or briefing a team.

It 1s preparation and delivery of critical subject matter in a logical
and condensed form, leading to effective communication.

HA1

Require careful thought and preparation.
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Justine”
Facts

Types of presentation




COMPONENTS /.

Components of presentation

The Audience ﬂ
The Occasion
The Speech
The Speaker
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Steps of creation of speech

Step 1 — Type of Speech

Step 2 — Develop a Ceitral Theme

Step 3 — Collect the Data HAS

Step 4 — Seixct the Method of Organization
Step 5 — Outlizz Your Speech.

Step 6 — Introdyz2 Your Speech.

Step 7 — The Bodyzs Your Speech

Step 8 — SupportinaiMaterials

Step 9 — The Conclusion

Step 10 — Handling the Q & A's
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Justine”
Facts

Basic elements of presentation are-

HA12
€ Detuanination of the objectives of the presentation,
€ Anaausis of the audience,
€ Plannrais;
€ Orgmisization of the materials for effective results,
® Delaery and
€ Practice
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Facts

Elements of successful presentation are-Objectives

Presenter must consider reason for making the presentation.

Consider objectives to achieve.

Clear idea of their objective can focus their preparation on a
successful outcome.
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Facts

Elements of successful presentation are- Audience
analysis

Must be adapted to the audience by judging the level of knowledge of
their audience.

At scientific conferences presenters may also examine the likely research
background of audience.



Justine”
Facts

Elements of successful presentation are- Planning

couc|n21ou



Contd- Introduction

Tell audience - what you are going to tell them.

® Attention getter — Use a quiais, a story or a question.

*  WIIFT — Tell them What's-In-lt-For-Them; why should they
listen?

® Source Credibility — Who are you? — What are your
credentials, experience, your information sources, whom did
you interview?

® Preview — Give a brief overview of what you will be talking
about.
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Contd- Body

HA19

Make 3-5 main points.
Arrange your information Ioglcally j k
Support with data. was N S

Keep your language simple.
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Contd- Conclusion

O
®* Review what you have already told them. q\‘;O
O O

® Close with a memorable statement.



PRESENTATION

Elements of successful presentation are- Visuals

HA21

Avoid using much texts,..

Be constent with lettering,

Give title in egzh transparency,

Use colour or shading to enhance meaning.
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8 ELEMENTS

OF A

GOOD
PRESENTATION

Elements of successful presentation are- Delivery

HA25

Afiaéoach in unhurried manner,

Relax and be a confident presenteria;

Look at audinices with maintaining eye contact,
Good by language,

Voice projection with varssion of tone and pace,
To be prepared for answers and questions
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8 ELEMENTS

OF A

GOOD
PRESENTATION

Elements of successful presentation are- Practice

HA31

Strong advice to practice the presentation beforehand.

HA32

Practice- like taping, video recording or with colleagues.

phaclice
nakes
poyes
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Ways to Improve Presentation Skills:

& Practice- to rehearse presentation multiple times.
& Transform nervous energy into enthusiasm.

& Attend other presentations.

& Early arrival at presentation hall for adaptation.

& Adjustment to surroundings.

B Met and greet.

& Use positive visualization about presentation,

& Remember that most audiences are sympathetic.
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Ways to Improve Presentation Skills:

HA33

X Take deep breath, s@e, entertaining and early exercise.

X Wise not to cover too much content and use bauses In speech,
X Actively engaging the audience with polls and survey

& Admitting it can Actually improve credibility in presentation.

& Confident b&2y language with a power stance,

& Drinking water

X Joining - Presentasnn club

& For good presentation better to accept fear than trying to fight it.
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When should presentations be used?

Presentations should be used
whenever you want to convey
information to one or more people.
/ .
W

How to improve presentation skill-
ultimate guide

1. Preparation of presentation
a). Define presentation goal
b). Know your audience.
c). Prepare content
d). Prepare slides lucratively.
2. Build confidence.
3. Polishing presentation.
4. Adaptation in presentation day
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Preparation for good presentation

* Research about topics.

* Creating outline of speech.
* Write the speech.

* Get feedback on speech.

* Than slide preparation- good tplate.

* Practice everyday for l?A:E’glis.hing presentation.
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Visual Storytelling

HA40

Purely text-based content is out.

HA41

Communicate with use of images, gifs, videos, and text.

HA42

‘Mind-meld’- This means that the neural activities between the
speaker and the listener mirror each-other.
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How to polish presentation

On presentation day- keep polishing-
2" Smile lik;,you mean it.

/ Using voice gffectively.

2" Work on pauses, .

2" Work on body Ianguage




Slide 24

HA43 Hafiz Article, 04-Nov-2019
HA44 Hafiz Article, 04-Nov-2019
HA45 Hafiz Article, 04-Nov-2019
HA46 Hafiz Article, 04-Nov-2019



o SRLNERESIRERS ¥

xx Be confident, have competence and clarity.

xx Use factual, logical and interesting supporting material.

x Use non-verbals to add power to your presentation.

xx Control nervousness.

x Answer questions effectively.

*x Handle yourself with poise and confidence.

 Skip through=onme slides, that they may find not
interesting.
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TIPS & TACTICS

HA48

® Suggestion to start questions or discussion, if audience looks

a bit sleepy.

® Ask the audience at the start of the presentation what they
are expecting and what they want you to cover.
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Finally - On Presentation day

© Appearance matters.

©) Arriving early and getting ready.
© Going onstage.

© Good effort.

© Not overrun allocated time.

Presenter is in charge of
the room.

Presentation skills are a must— presenter be valued in the
workplace, people will look up to you, and best of all, making an
Impact on your audience’s.




CONCLUSIONS

& A presentation is the process of presenting a topic to an audience.

& Presentation can be persuasive, instructional or informative.

@ The elements of successful presentation are determination of the
objectives, analysis of the audience, planning, organization for
effective results, delivery and practice.

@ Simple ways for improving presentation skills are practice to
rehearse repeatedly, transform nervous energy into enthusiasm.
@ Finally in a good scientific presentation, contents should be well

organised, clear to the point, so that audience can understand and
be inspired.




“Improvement is achieved by the ripple effect of
a few simple changes in
approach, attitude, or habit.”

— Dale Ludwig






