Contents

List of Exercises Vi

List of Tables viii

Speaking to an audience with confidence and clarity. READ THIS FIRST! 1

Introduction 4

Part One: Finding your voice
Training your body 11

Using body language and eye contact 18
Generating energy 24

Part Two: Preliminaries

What is your brief? 33

Know your audience 36

Clarify your goals and objectives 40
How will you be assessed? 43

Observe other people’s presentations 46

Part Three: Preparing your materials

Do your homework, think about your topic and decide your plan 51
Make your message memorable 56

Visual aids 64

Handouts 74

Prompts: index cards, script, notes, annotated printouts 77

Team presentations 81

Part Four: Thinking about your audience
Make your presentation audience-friendly 87
Make friends with your audience 89



vi Perfect presentations!

Speak with authority 92
Congquer your nerves 94

Part Five: Rehearse! Rehearse! Rehearse!
The benefits of rehearsing 101

Using your visual aids 104

Working as a team 108

Part Six: Last-minute checks
Check out the room 115
Check out the equipment 118

Part Seven: Giving your presentation
Awayyougo... 123
Question-and-answer sessions 127

Part Eight: Evaluation
How did it go? What have you learned? 135



	Inhaltsverzeichnis
	[Seite 1]
	[Seite 2]


