. . £xs , ,
ENMH L KXF R i

S MACAU UNIVERSITY OF SCIENCE AND TECHNOLOGY e fcgng
> & FERERTER R R

¥ o 's Ci_l?‘ﬁ"

School of Continuing Studies

B EER SO TR E

Effective Presentation Skills

SRFEFE A Course Introduction
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This presentation workshop will address the factors that affect how confidently the presenter delivering any

presentation. It offers simple, easy to practice tools to help participant cope with nerves, get one’s message across
memorably for the best impact and present to audiences of varied sizes. Being well presented in the workplace — in a
presentation, in a meeting, during a discussion with colleague or client is essential. Presentation and public speaking
skills are “learnt” skills — by working on these skills, the quiet and shy person can learn to present with confidence and
evidentially “find their voice”. Success rides on the presentation outshining the competition.

ZE HIE Objectives
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©  EETEIEE 0 = (1 T BB ® Learn the three key stages required for a professional

. . . presentation
® EIRHY LA N BRI (B ® Create a clear presentation objectives and content
® FIFHHE FHEHEITHE. » BREBERZNTE structure that capture audiences’ interest

G ke 5 ® Prepare the presentation, including visual aids, physical

HITRER > T a s AR environment and rehearsal, for effective delivery
® miARY - FEREBLUESARINY T ERRTS ® Develop and deliver effective postures, gestures and
® i REUEELE facial expressions in presentations
. ) . @ | earn the techniques to overcome stage nervousness

® M ZEHIE IR ® Handle questions and answers in a confident and
o EFIANINLS: - FHMIE LM professional manner

® Acquire necessary knowledge and skills to deliver a
professional presentation
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6. Physical environment
1. Three stages in a presentation - Lighting and audio visual effects / Room set

2.

3.

4.

- Planning / Preparation / Delivery
Define the objectives

- Clear and specific objective setting

- Action verbs, key points and desirable outcomes
Analyze the audience

- Research on the audiences’ background

- 5W 1H Questioning Techniques
Organize the contents

- Opening / Body / Conclusion

up
7. Rehearsal

- The importance of rehearsals

- Tips for physically and mentally rehearsal
8. Delivery

- Wining tips for grooming

- Facial expression / Body gesture
9. Overcome stage nervousness

- Techniques to overcome stage nervousness

R PRGBS VAT TEAR > 17

Frontline staff and executives who need to speak in front of groups, sales people and clients or anyone who

are interested in this course.

ZET Instructor
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Instructors with relevant professional qualifications and industry
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5. Visual aids 10. How to handle question and answer session
- PowerPoint Slides / Charts and Pictures - Question and answer handling techniques
ZERRT S Target Audience

I3ON=V-6 721 IN = EEREES RN VR SN

A

experience

#ZaRsE= Medium of Instruction
[& B E Cantonese (i DL H-h 2 e s 2 0kF Materials in English or Chinese)

2 HBE Venue for Enrollment
AP MFEFESFERFTRHEORER O J2 18 0204 =
0204, 2/F Block O, Macau University of Science and Technology, Avenida Wai Long, Taipa, Macau



_FEEsEE Venue for Class
AP AHEFE B RCAPTRI REE (WS M B E A MES L e DL s Ham )

Macau University of Science and Technology, Avenida Wai Long, Taipa, Macau

8 HHH Course Date & Time

SHFHASSE Course code : W7 Sat e N S
1710260444-0 9 & 16 June 2018 10:00-13:00: 14:00-18:00 Total 14 hours
SRf2E H Tuition Fee MOP 3,080 Wt£E #4%E Class Size 10 people

* $RAZSEEEEIE Enrollment Notes *
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For those who enroll for our courses for the first time, please go to https://coes-stud.scs.must.edu.mo/oasc/Personalinfo.do or
scan the QR Code below, choose the category of <Journalism & Information> , and input personal information (no need to
upload 1D copy). After registration online successfully, please come to our school to make payment. You should bring along
with your ID card and copy.

2. ¥l o] DAL AN SRR S T (RS B P TR R R B A 2 5 225t "5 *SCHOOL OF CONTINUING STUDIES
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Tuition fee and materials fee (if any) should be paid by cash or by cheque/Cashier Order (Please make payable to“SCHOOL
OF CONTINUING STUDIES MACAU UNIV. OF SCIENCE AND TECHNOLOGY?). Cash is accepted for payment of not
more than MOP5,000.
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All payment made is not refundable (except that the course is cancelled by the School) or transferable.
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The School reserves the right to cancel or postpone the courses if minimum class size is not reached.

&8 Enquiries Tel: 8796 1998 Email: scs@must.edu.mo
Website: http://www.must.edu.mo/scs/diploma-certificate-programs
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The School of Continuing Studies develops life-long learning opportunities. Should you wish to receive information on our programs /
courses, please send us an email (to scs@must.edu.mo) stating your email address in your email and “Join the mailing list” in the Subject
line.
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We also offer in-house training for corporations/Government Departments/schools, tailor-made with respect to your choices of topics, time,
place, and group of attendees. Please contact us for more information.



