Presentation Skills with MS PowerPoint

A One Day Training Course

Course Aims

XPERT
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MS PowerPoint is a business graphics program running in the Windows 95/98/2000/XP environment. This one-day
course takes delegates through putting the finishing touches to a presentation in PowerPoint and delivering it to the
group. During the morning session the instructor will deliver a presentation during which presentation techniques such
as, handling of groups, taking questions, what and how to communicate together with the hints and tips which can be
encompassed within PowerPoint to assist. During the afternoon session delegates will then each deliver a presentation

to the group.

Course Outline

PowerPoint 97/2000/XP

e An overview of PowerPoint as a presentation tool
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Presentation Techniques

Instruction on Delivery Techniques
Facts and Figures on Delivery Style
Presentation Tips

Preparation

Keeping to Time
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Speaking Clearly

Standing Well
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Vocal Interference

Those who are new to or intending to deliver presentations using PowerPoint.
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