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[image: image8.png]Exercise: Digging Deeper to Know
Your Audience

* I groups of 2-4 people, take 5
‘minutes to brainstorm a st of

questions you would toanswer
regarding the audience of a
typical presentation. Ideally,
these would all be answers you'd
gather in your preparation
phase.

+ Atthe cue of your fadiitator,

take 30seconds toselect
someone to share your lst with
the full group.




Participant Workbook
Our Learning Objectives 

· Identify the five key components of a well-structured presentation

· Create 2 or 3 presentation improvement goals that can be met within 30 days.

Today’s Topics:

· What is a Presentation?

· The 5 Key Components of a Presentation

· Professional Preparation

· Content Preparation

· Performance Skills

· Asking Questions

· Summary & Closing
Icebreaker Exercise:

Turn to your neighbor and answer the following questions:
1. In exactly 7 words, describe what you do, without using “I,” “we,” or the name of your company.  This is an opportunity to create your own headline --  a conversation starter to begin with a VERB or ACTION OPPORTUNITY.
2. In what communication situations are you most comfortable (i.e., discussions, public speaking, formal presentations, interviews, one-on-one discussions, parties, family gatherings, etc.)?
3. In what communication situations are you un-comfortable? 
[image: image2.wmf]

The Five Components of Any Presentation

· Clearly-identified Subject & Agenda
· Preparation & Audience Analysis
· Hook, Grabber, Close, and Call to Action
· Body with 3 Content Blocks
· Summary with Key Take-away Points
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The Key Components of Any Presentation 

(Visual Form)
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List your Questions below:
Content Preparation Exercise Instructions 

After you are given a presentation topic, follow the steps below.  You will have a total work time of 15 minutes.

1. As a group, create an outline of each presentation component below.  You might want to quickly brainstorm items for each component, than go back and review the items to determine the best items for each component.  Or you might want to allot time to each item at a time, deciding on the best as you go along.  The point is to work on and with each component, NOT TO create a pretty, polished, perfect set of components!
2. Presentation Components: 

· Clearly-identified Subject & Agenda

· Hook, Grabber, Close, and Call to Action

· Outline of 3 Content Blocks

Closing Exercise, Part 1: 
My AHA Moments 
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Take 5-7 minutes to list a few take-away items (“AHA” moments) from today’s workshop that are particularly meaningful or helpful to you.

1.













2.













3.













Closing Exercise, Part 2: 
My Action Plan 
Use the next 5-7 minutes to begin drafting your action plan for 1 or 2 of the sections below.
Think about the kinds of presentations you create as part of your normal work or home life.  Think also about any special presentations you have scheduled over the next weeks or months.

As you consider any of these presentations, review the sets of Action Plans below.  In thinking about and preparing for these presentations THESE NEXT 2 WEEKS, could you do More of, Less Of, or implement any Changes?
·  More of:









·  Less of:









·  Change:









In thinking about and preparing for these presentations THIS MONTH, could you do More of, Less Of, or implement any Changes?
·  More of:









·  Less of:









·  Change:
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