BUSINESS PRESENTATIONS
C O R P O R A T E

C O M M U N I C A T I O N

S E R I E S

Business Presentations are a subset of public speaking where the presenter speaks on a topic directly related to
business and makes use of slides to aid his or her delivery. The objective of this workshop is to help participants
gain speciﬁc skills required for such occasions where extra attention and focus is required.
The following modules will be covered in 2 full days or 6 short sessions:

MODULE 1

PREPARING FOR AN IMPORTANT PRESENTATION
Building motivation and self conﬁdence, early preparation, resources
to tap into, overcoming stage fright and the fear of facing important
people

MODULE 2

IDENTIFYING OBJECTIVES & SELECTING MATERIALS
How to select a lean and efﬁcient storyboard for a given objective. What
to include or exclude for different types of presentations such as sales
presentation, proposal, report etc.

MODULE 3

CRAFTING EFFECTIVE SLIDES
Slides as visual aids for the audience. Size, contrast & pacing. Choice
of template and animations. Alternatives to slides such as whiteboard,
flip chart etc.

MODULE 4

DELIVERING WITH IMPACT
The presenter is the main presentation, not the slides. Hand gestures,
voice & eye contact. Where to stand in relation to the laptop, projector
and projection screen, and how to move around.

MODULE 5

COMMON MISTAKES TO AVOID
Do’s and don’ts in relation to presentation wtih slides. Points which are
often overlooked which can lead to ineffective execution. This covers
the slides, the actual presentation and some technical aspects.

MODULE 6

HANDLING Q & A
How to handle questions from the decision makers and non-decision
makers. What to do if unsure of the answer. How reinforce the main
point or conclusion with every answer.

