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Getting
Started

No matter which role you are
assuming, this workshop will help you
become more efficient and proficient
with the skills of providing information

to others.



= Perform a needs analysis and
prepare an outline

® Practice verbal and non-verbal
communication skills

Objectives e

= OQvercoming nervousness

Workshop \O/_

= Develop and use flip charts with
color

= Utilize white boarding for
reinforcement







MODULE TWO

Creating the Program

A basic outline and some minor research would then be
utilized to help create the basic program that will assist you
in developing greater Presentation Skills.




Performing a Needs
Analysis

o Audience?

mw Gaps’?

e Outcome?




Writing the
Basic
Outline

e Handling a Call

e Documenting Call
Resolution




Structuring the
Information

e What do you know about your audience?

e Ask yourself this question: “What is the aim
of my presentation?”

e What happens afterwards? What outcomes
should be expected?




Researching,
Writing, and
Editing

e Researching
e Writing

e Editing




Presentation — Basic
Outline

Greeting Introduction

Main Body Conclusion




= Performing a Needs Analysis

= Writing the Basic Outline

lllustration 4

= Structuring the Information

Practical L
Q_

= Researching, Writing, and Editing

= Presentation - Basic Outline




Module Two: Review Questions

1. What purpose does a needs analysis serve?

| ] |




Module Two: Review Questions

2. What does a needs analysis measure?

| ] |




Module Two: Review Questions

3. Which question would not be answered by the results of

a needs analysis?




Module Two: Review Questions

4. In the simple method of a needs analysis, which action is

part of the process?




Module Two: Review Questions

5. By grouping the tasks that fit together logically and creating

headings that reflect the goal of the subtasks, what is developed?




Module Two: Review Questions

6. Where should you add headings for an introduction and

workshop objectives in an outline?




Module Two: Review Questions

7. When researching, if information gaps exist, what should

be done next?




Module Two: Review Questions

8. When writing, what should you aim for?




Module Two: Review Questions

9. What is the final step before moving onto editing?




Module Two: Review Questions

10. What are the 3 A’s to consider when structuring your

presentation?




a4 |
| never teach my pupils; | only attempt to provide the condition
in which they can learn.

Albert Einste,




MODULE THREE

Choosing Your Delivery Methods

Once we have a good foundation and grasp on the basic
methods we will delve into more advanced methods.




Basic Methods

\

' Lecture

\

‘ Discussion

1214




Advanced
Methods

e Role play
e Problem solving

e Virtual presentations




Basic Criteria to
Consider

e List all possible learning methodologies

e |dentify possible delivery options for the
learning methodologies

e |dentify the organizational, presenter, facility,
and resource parameters




= Basic Methods

lllustration 4

Practical L
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= Advanced Methods

= Basic Criteria to Consider




Module Three: Review Questions

1. If you must lecture occasionally, which strategies should

be used?




Module Three: Review Questions

2. What method provides direction toward specific learning

goals and a high degree of participant involvement?




Module Three: Review Questions

3. Which statement is not true about using dyads in a small

group experience?




Module Three: Review Questions

4. \What are triads useful for?

| ] |




Module Three: Review Questions

5. What is the definition of a case study?




Module Three: Review Questions

6. Work done by a group in collaboration




Module Three: Review Questions

7. Which statement is not true of role plays in

presentations?




Module Three: Review Questions

8. Why are problem solving exercises becoming increasingly

popular in training presentations?




Module Three: Review Questions

9. Which is not a phase during a problem-solving exercise?




Module Three: Review Questions

10. What does VARK stand for?
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MODULE FOUR

Verbal Communication Skills

Without the ability to verbalize your ideas and opinions
there is very little chance of having a successful
presentation.




Listening and Hearing: They
Aren’t the Same Thing

Hearing




Asking
Questions

Open Questions
Clarifying Questions
Closed Questions

Phrasing




Communicating With
Power




= Listening and Hearing: They Aren’t

Practical the Same Thing

= Asking Questions

lllustration

= Communicating With Power




Module Four: Review Questions

1. Why are communication skills needed?




Module Four: Review Questions

2. What requires concentration so that the brain processes

meaning from words and sentences?




Module Four: Review Questions

3. While the normal adult rate of speech is 100-150 words

per minute, what is the rate the brain can think at?




Module Four: Review Questions

4. What type of question is helpful in a presentation




Module Four: Review Questions

5. Which are not leading words in an open question?




Module Four: Review Questions

6. Which is an example of a clarifying question?




Module Four: Review Questions

7. What is good advice when directing a question to an

individual?




Module Four: Review Questions

8. What percentage of the message received by a listener is

governed by the tone and quality of your voice?




Module Four: Review Questions

9. What is a good tip for improving the quality of your

voice?




Module Four: Review Questions

10. What is not an example of a type of remark that will endear you to

the audience from the moment the program starts?







MODULE FIVE

Non-Verbal Communication

Skills

Understanding your body language and other physical cues
is very important when you are presenting material in front
of an audience.




Body Language

Nonverbal communication is the process of
communication through sending and receiving
wordless messages.




Gestures

e [Make most gestures
above the waist.

e Use both hands to
convey power.




The Signals You Send to
Others

Eye contact J

J

Posture

J
~N

Body movements




It’s Not What
You Say, It’s
How You Say It

Stand up tall; posture
affects breathing,
which affects tone.

Smile; it warms up the
tone of your voice.




= Body Language

. = Gest
Practical estures
= The Signals You Send to Others

lllustration

= |t’s Not What You Say, It's How You
Say It




Module Five: Review Questions

1. What is just as important as verbal skills?




Module Five: Review Questions

2. Which statement is not true of non-verbal

communication?




Module Five: Review Questions

3. What is a form of non-verbal communication involving the use of stylized

gestures, postures, and physiologic signs which act as cues to other people?




Module Five: Review Questions

4. What is the challenge with gestures?




Module Five: Review Questions

5. What is not a basic rule for using gestures?




Module Five: Review Questions

6. Which gestures are effective when speaking?




Module Five: Review Questions

7. What percentage of the signals that we send to others is

non-verbal?




Module Five: Review Questions

8. As a presenter what should match your non-verbal

communication?




Module Five: Review Questions

9. What tone of voice should be used when giving a

presentation?




Module Five: Review Questions

10. What is not a good tip for improving your tone of voice?
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MODULE SIX

Overcoming Nervousness

Preparing yourself mentally may alleviate some of the
anxiety, but knowing your audience and preparing likewise
will alleviate much of your pre presentation nervousness.




Preparing Mentally

Receptive Programmed
visualization Visualization

Guided
Visualization




Physical
Relaxation
Techniques

e Breathing Exercises
e Meditation

e Progressive Muscle
Relaxation (PMR)

e Visualization




Appearing Confident in
Front of the Crowd

e Have a full “dress rehearsal”
e Get a good night’s sleep

e Know your audience - ask questions about
who will be attending




" Preparing Mentally
PraCt|ca| * Physical Relaxation Techniques

I"UStratiOn = Appearing Confident in Front of

the Crowd




Module Six: Review Questions

1. What is normal when giving a presentation?




Module Six: Review Questions

2. What is an example of when nervousness can strike in a

presentation?




Module Six: Review Questions

3. What is the definition of visualization?




Module Six: Review Questions

4. Which of these is a step of receptive visualization?




Module Six: Review Questions

5. Which of these is a step of guided visualization?




Module Six: Review Questions

6. How many times a day should you use visualization to

decrease your nervousness?




Module Six: Review Questions

7. What is a benefit of breathing exercises?




Module Six: Review Questions

8. Which statement is not true about meditation?




Module Six: Review Questions

9. What is defined as a technique of stress management that involves

mentally inducing your muscles to tense and relax?




Module Six: Review Questions

10. What is a tip for maintaining confidence when you’re

llonll?




It’s a visual world and people respond to visuals.

Joe Sacco



MODULE SEVEN

Creating Fantastic Flip Charts

During a presentation, the use of flip charts serves to
inform participants, record information, and focus attention
on a topic.




Required Tools

b | - - . If you are bringing pre-written charts to an off-
site presentation, you will also need some type
of container to protect the pages.

’ |
AR ] |

!

-



The
Advantages of
Pre-Writing

e Confidence
e Appearance

e Time




Using Colors Appropriately

Good use of color can make the difference in
the dynamics of a presentation -- and
participants’ acceptance of the content.




Creating a
Plan B

e Make paper handouts
of the most critical
information on the
charts

Take pictures of the
chart pages, and have
the images with you on
Site




= Required Tools

Practical \Of_ = The Advantages of Pre-Writing

"Iustration ‘= = Using Colors Appropriately

" CreatingaPlanB




Module Seven: Review Questions

1. What is a benefit of using flip charts in a presentation?




Module Seven: Review Questions

2. Which statement about the use of flip charts is not true?




Module Seven: Review Questions

3. If you are bringing pre-written charts to an off-site presentation,

specifically what will you need to bring to protect the pages?




Module Seven: Review Questions

4. What is a good reason to pre-write your flip chart

content?




Module Seven: Review Questions

5. What is not a tip for pre-writing flip chart content?




Module Seven: Review Questions

6. What can make the difference in the dynamics of a

presentation and participants’ acceptance of the content?




Module Seven: Review Questions

7. According to the Optical Society of America, what color is

the most pleasing?




Module Seven: Review Questions

8. What is a rule about making color combinations more

effective?




Module Seven: Review Questions

9. If you're flying with your materials or shipping them, what

could go wrong?




Module Seven: Review Questions

10. What is not a task for creating your Plan B?
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MODULE EIGHT

Creating Compelling PowerPoint

Presentations

Visuals created in PowerPoint and projected on a screen are
often easier to see in a large room than information
displayed on a flip chart.







Tips and
Tricks

Overall Appearance
Fonts and Color
Preparation

Computer




Creating a Plan B

While technology allows you to make great
enhancements to a presentation, it also offers
more opportunities for technical trouble.




= Required Tools

- = Tips and Tricks
lllustration 4

Practical N
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= CreatingaPlanB




Module Eight: Review Questions

1. What is the definition of Microsoft PowerPoint?




Module Eight: Review Questions

2. What is a benefit of using Microsoft PowerPoint?




Module Eight: Review Questions

3. Which is a tool you’ll need to create and use a Microsoft

PowerPoint file to support your presentation outline?




Module Eight: Review Questions

4. Optionally, what may you wish to add to your toolkit

when giving a PowerPoint presentation?




Module Eight: Review Questions

5. Which of these is a good suggestion regarding the overall

appearance of your PowerPoint presentation?




Module Eight: Review Questions

6. Which of these is not a helpful tip in regard to font and

color in a PowerPoint presentation?




Module Eight: Review Questions

7. Which of these is a helpful tip in regard to your computer

in a PowerPoint presentation?




Module Eight: Review Questions

8. What is a good tip for developing a template in a

PowerPoint presentation?




Module Eight: Review Questions

9. When creating a Plan B, what should you copy your

PowerPoint file onto?




Module Eight: Review Questions

10. Which of these is a helpful tip when creating a Plan B?
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Technology makes it possible for people to gain control over

everything, except over tecHnology.

John Taylor



MODULE NINE

Wow ‘Em With the Whiteboard

The use of a whiteboard helps to promote interactivity
during a presentation.




Traditional and
Electronic Whiteboards

Traditional —
Whiteboards Electronic

Whiteboards




Using Colors
Appropriately

e Blue, black, and green
offer the greatest
visibility

e Avoid purple, brown,
pink, and yellow for
any type of general
printing




Creating a Plan B

Regardless of which type of whiteboard is used,
key content should be available in a handout
master or on flip chart pages as a backup.




= Traditional and Electronic

PraCtical \O/_ Whiteboards

"IUStratiOn /e = Using Colors Appropriately

" CreatingaPlan B




Module Nine: Review Questions

1. Which statement is true of whiteboards?




Module Nine: Review Questions

2. What is a benefit of using a whiteboard?




Module Nine: Review Questions

3. How much do traditional whiteboards typically cost?




Module Nine: Review Questions

4. What looks like a traditional whiteboard, but is a unique

combination of hardware and software?




Module Nine: Review Questions

5. What is not a use of an electronic whiteboard?




Module Nine: Review Questions

6. Which colors offer the greatest visibility on a whiteboard?




Module Nine: Review Questions

7. What is the most pleasing color on a whiteboard?




Module Nine: Review Questions

8. Which is a color to avoid with any general printing?




Module Nine: Review Questions

9. What is a good tip for creating a Plan B with a traditional

whiteboard?




Module Nine: Review Questions

10. Which of these is not a helpful tip for creating a Plan B

with an electronic whiteboard?
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MODULE TEN

Vibrant Videos and Amazing

Audio

Audio and video are very much a part of our everyday lives,
so they are accepted, and even expected media in a
presentation.




Required Tools

While perhaps less formal than the others, this
solution is much more portable if your
presentation is delivering off-site.




Tips and
Tricks

e Purchase online video

e Personally-created
video

e Professionally
produced video from a
production company




Creating a Plan B

e Test everything before the presentation

e For higher-end productions, have a
technician on standby, if possible




= Required Tools

- = Tips and Tricks
lllustration 4

Practical N
Q_

= CreatingaPlanB




Module Ten: Review Questions

1. Which statement is not true of audio and video in a

presentation?




Module Ten: Review Questions

2. What is a way to obtain video material?




Module Ten: Review Questions

3. What will influence the direction of the video?




Module Ten: Review Questions

4. What can be used as a standalone option, as part of the

video, or even created by the participants?




Module Ten: Review Questions

5. What is an example of some type of player that can help

you use audio and video in your presentation?




Module Ten: Review Questions

6. For audio and video, what is optional, but recommended

for more than the smallest room and group?




Module Ten: Review Questions

7. Which solution is much more portable if your

presentation is delivered off-site?




Module Ten: Review Questions

8. Which of these tips is helpful when using purchased off-

the-shelf video?




Module Ten: Review Questions

9. Which of these tips is not helpful when using

professionally produced video from a production company?




Module Ten: Review Questions

10. If none of the technology of your other backup plans work when

giving your audio and video presentation, what is a good plan?







MODULE ELEVEN

Pumping it Up a Notch

Bringing your presentation to the next level is something
you can accomplish after feeling comfortable with all of the
previous topics discussed.




.

Make Them Laugh a
Little

e You think the joke or lines are funny

e You can repeat the piece confidently and
comfortably

e Your choice is not offensive to anyone

(gender, race, age, disability, politics)



Ask Them a
Question

e To diffuse a difficult or
uncomfortable
situation

e To fill a long pause

e To get a feel about the
mood in the room




Encouraging Discussion

Much of the discussion during your
presentation will be structured to fit with the
learning exercises.




Dealing With
Questions

e (Q&A Sessions

e Restating Negative
Questions

e Off-topic




= Make Them Laugh a Little
Practical = Ask Them a Question

"IUStratiOn * Encouraging Discussion

= Dealing with Questions




Module Eleven: Review Questions

1. When is ‘bringing it to the next level’ something you can

accomplish?




Module Eleven: Review Questions

2. How does using humor improve your presentation?




Module Eleven: Review Questions

3. What is one of the four criteria that the content of your

joke should meet?




Module Eleven: Review Questions

4. Which is not a good tip for collecting and using humor?




Module Eleven: Review Questions

5. If a joke or delivering humor with words isn't within your

comfort level, what is a good option?




Module Eleven: Review Questions

6. When is not a good time to ask the audience a question?




Module Eleven: Review Questions

7. If aremark or question is made during a discussion that is off topic or something

that should not be dealt with at the time, what can you do?




Module Eleven: Review Questions

8. During a Q&A session in a large room, what should you be

prepared to do?




Module Eleven: Review Questions

9. How can "Why have so many of his staff displayed chronic

absenteeism?" be restated positively?




Module Eleven: Review Questions

10. How can you leverage experience in the room?




MODULE TWELVE

Wrapping Up

Although this workshop is coming to a close, we hope that
your journey to improve your Presentation Skills is just
beginning.




Words From the Wise o [

X i VA4

Learning is a treasure that The audience only pays Sometimes questions are
will follow its owner attention as long as you more important than
everywhere. know where you are going. answers.

- Chinese Proverb - Philip Crosby - Nancy Willard
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