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EFFECTIVE SPEAKING AND PRESENTATION

HALF-DAY AND ONE DAY INDIVIDUAL COACHING PROGRAMMES
These programmes are modelled on sessions that have been run over the past several years for directors and senior executives in a variety of companies. It combines practical exercises with tutorial style instruction on the key themes and techniques. A half-day session starting in the morning may be continued into the afternoon, or followed up with another half-day at a later date. This latter approach is particularly suitable for cases where a client wants time to prepare a full presentation on which feedback and further coaching is required. These can provide an opportunity for rehearsing major presentations scheduled for the near future (timings listed below are approximate, and may be varied to fit in with the client’s particular interests).


0900-0930: (1) Specimen Presentation

The client gives a 5 minute specimen presentation of the kind typically given as part of their work, using any visual aids deemed necessary. This can be an excerpt or scaled-down version of a recent presentation, and is video-taped to provide initial feedback on current strengths and weaknesses. 

0930-1015: (2) Key Problems in Presentation and Public Speaking

This focuses on the main differences between public speaking and other more familiar forms of communication, such as everyday conversation and the language of the written word. Understanding these differences is at the heart of understanding why so many speeches, lectures, presentations, etc. are so boring and uninspiring. The need to simplify both language and content is stressed, and a number of general points about delivery are brought out by asking the client to analyse a short videotape of a speaker in action. The session also includes a discussion of how styles of presentation need to be modified for different sizes of audience.

1015-1115: (3) Packaging Messages to Maximise Impact

Summary of research into techniques used by politicians to win applause during speeches, and its practical implications for other kinds of speeches and presentations. Video-taped excerpts from speeches are used to illustrate the most powerful rhetorical techniques, as well as a range of related points about effective delivery, timing, intonation and body language. Examples from business presentations are also used to show how the same techniques can be used to get key messages across more effectively in business presentations, whatever the subject matter or type of audience.

1130-1145: (4) Speech-writing Exercise

Client rewrites a passage from a presentation, using techniques described in Section 3. 

1145-1300: (5) Visual Aids, Structure and Preparation

A discussion of the advantages and disadvantages of different kinds of visual aids is followed by a description of a quick method of structuring and preparing presentations, including rehearsal and last minute steps that can be taken to reduce tension. 

AFTERNOON: 

Afternoon sessions are usually tailored to meet a client’s particular interests. They typically involve them in preparing and giving another presentation, but may focus on other areas, such as preparing and delivering from scripts, use of autocue, handling Q-A sessions, media interviews, etc. 

        

