Introduction to Management 

IMFS1 -  2

Golden Rules of

Presenting
1. Smile, greet candidates appropriately, introduce yourself, and welcome the audience.
2. State the aims and objectives of the programme and ensure the programme content covers all aims and objectives logically.
3. State session duration, training method, handouts to be used for note taking, and outline when questions can be asked.
4. Describe and issue appropriate evaluation for each programme
5. Act as a role model for business behaviours, values and policies, and address any unacceptable group behaviours e.g. equal opportunity issues



6. Involve each learner at least once by asking questions or providing group activity.
7. Ensure visual aids are legible, accurate, create interest and are appropriate to the content and objectives of the programme
8. Ensure questioning techniques are appropriate to the group to gain involvement and check their understanding
9. Offer the group opportunities to ask questions before summarising.

10. Remember that thorough preparation is the key to a good training session or presentation.



Qualities of a Good Presenter
· Good eye contact

· Confident manner

· Interesting voice

· Appropriate pace

· Knowledge

· Enthusiasm

· Imagination

A Good Presentation Has..!
· Clear objectives

· Logical structure

· Visuals as required

· Preparation

· Correct pitch

· Opportunity for questions

Planning
· Decide Objective

· Be Creative

· Identify Key points to be covered

· Cut out non essential material

· Plan your structure

Structure
· Introduction

· Main body

I  NTRODUCE SELF - Explain your experience

· Timing

· Questions

· Handouts/Notes

N EED (Interest) 

· Ask rhetorical question that get “buy-in” from audience that lead into presentation
T  ITLE



· Catchy/Clear/Concise/Relevant
	R  ANGE
	
	Tell them what your going to tell them


1. Beginning

Past

Background/History

2. Middle

Present
Findings

3. End


Future

Conclusions/Recommendations

	· Main Body/Presentation
	Tell them 


O  BJECTIVES

· Always be clear on what your objective is and how you know that you have achieved it

	S   UMMARY 
	
	Tell them what you told them


· Do not introduce new areas that have not been previously covered
· Conclusion
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