	
	Presentation Skills
16 Hours

@ our facility in Atlanta or Your Facility

	

	Meeting called by:
	Your Agency/Company

	Type of meeting:
	Non-Certification Training Class

	Facilitator:
	DTI Training Consortium Primary Instructor
MBA/Certified Government Instructor/Minimum 300 hrs experience.

	

	Attendees:
	The associate who is entrusted with making presentations both internally and externally

	Please read:
	This is a training seminar that involves individual group and team exercises. Students will participate in live scenario exercises designed to illustrate the topics discussed.

	Please bring:
	Pen, pencil, hi-lighter etc. 
Course Textbook and CD 
are provided by DTI

	

	
	Agenda Topics



	
	Introduction
	

	
	Assessing Your Skills

· Evaluating Yourself
· Dealing with Anxiety

· Tips for reducing Anxiety

Planning Your Presentation

· Personal Appearance

· Eight Steps to Preparing Your Presentation

Visual Aids

· Developing and Using Visual Aids

· 10 Tips for Planning Successful Slides and Visual Aids

· Content Guidelines

· Types of Charts and Graphs

· Using Color

· Developing Titles

· Visualizing Ideas

· Directing Your Audiences Focus

Using Technology for Presentations

· Computer Technology

· Using Presentation Software

· Teleconferencing and Videoconferencing
Preparing Your Presentation

· Controlling The Environment

· Successful Impromptu Speaking

Delivering Your Presentation with Energy and Composure.

· Engaging Your Audience

· Putting Energy to Work

· Maintaining Composure

· Q & A Techniques

· Dealing with Hostile Questions
	

	
	
	

	

	
	

	
	

	Special notes:
	This course will require the participant to make 2 short (10 min) video tapped presentations. One at the beginning of the class and one on the second day using the tools learned in the course of study. Discussion and assessment will follow. 
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