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f o nte nts

Preparing your presentation .

. Planning your presentation
ž Plactising yoúr presentation
, Dealing With nerves

§tructu ring }ro{J r pre§e§íation

tJsing lhe (ore SlrUcIUre

Gu'ding vour audience

lntroducing your presentation

Lndersranding your audience
, ] ne AtsL LJ mode]

Deliverřnglf€uí message .

e communicating your main
messa9es

Structrrrirg your message wilh
PEFP

Using visualaids.
.. Designing visual aids

Using visuaI aios successlulry

Concluding.
" Making a finaI inpression

Lnding effectiveIy

Hand|ing que§tions t

HandIing quesLions elíect ivety

Using the L FVER mode|

Eq uipment for presentations
Seating arran9ements
Giving feedback on presentations

a

StrUcturing a presentation
Announcing the beginnings and end ofa
meS5age

5ignpostinq

a

lnt,oducing your presentat on
lntroducing yourself and establishing
credibility
Stating your aims and intentions
Directing your audience about questions
Getting attention wlth pauses

Structuring your messa9e

lntroducing your point
Emphasizing your point
Recapping and returning to your point

Describing and referring to visual aids
Describing cause and consequence
TaIking about trends and figures

Announcing the end ofyour presentation
Recapping and reminding
Asking your audience to take action
Inviling questions and thanking

Concluding your presentation
DeaIing with question5

Managing questions and c|arifying meaning
Softeninq disagreements and opinions

Telling stories and reporting past events
lVlaking comparisons and analogies
Rhetorical questions
Making words'bigger'
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Needs anaIysis

Give a 5-minute
presentation

Prepare and give an

introduction to a

preSentation

Prepare and give

one message from a

presentation USing

PEEP

Creat-. visual aids and
practise presenting

them

Prepare and gíve
a conclusion to a

presentation

present an idea for

a new product and

answer questions
about it

Make changes to an
exi5ting presentation
to'bring it alive'

Give a full presentation

...,,.,.] §ringing it alive! .

Bringing a preselldrion [o Iiíe

Turnin9 a good ptesentation inro
a great presentarion
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