JAMES COOK Workplace Productivity with Presentations
é INSTITUTE TSC Code: TPG-2023038086

COURSE OUTLINE

COURSE DURATION

17 hours

COURSE SYNOPSIS

This course aims to equip learners with the knowledge and abilities to plan, design and script
presentations that fulfil defined objectives and meet the information needs of the target audience.
Learners will be able to use presentation tools to display information in text, graphical and chart

forms. Learners will be able to apply techniques to engage with the audience to deliver their
messages across effectively and persuasively.

COURSE OBIJECTIVES

By the end of this course, learners will be able to:

e Identify presentation objectives and target audience, plan and script presentation with
appropriate design principles and communication techniques

e Create presentations using appropriate presentation type and communication tools in
accordance with organisational guidelines

e Identify best practices to engage with and modify the final presentation to suit the needs of
the target audience

TARGET AUDIENCE (OPERATIONAL, SUPERVISORY & MANAGERIAL)

This training is relevant to any persons who need to understand fundamental presentation concepts
and need to be able to effectively use presentation tools to plan, create and deliver attractive and
impactful presentations.

ASSUMED SKILLS

e Learners must be able to read, write, speak and listen to English at secondary school level
e Learners to have minimum GCE ‘O’ level or ITE certificate education

e Learner should have at least 1 year’s working experience in any industry

e Learners must be able to operate a personal computer, use keyboard and mouse

TRAINING METHODOLOGIES

Lectures, demonstration and hands-on activities designed to provide practical experiences with skills
being taught.
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COURSE OUTLINE

COURSE CONTENT

Learning Unit 1: Presentation planning
e What are the objectives of the presentation?
e  Who are the target audience?
o Identify design principles to tailor presentation content to different audiences
e Apply communication techniques to script content of a presentation
Learning Unit 2: Creating a compelling presentation
e Types of presentation and communication tools
e Presentation basics and organise information in topics
e |nsert text content
e Create table
e Table operations
e Manipulate table
e Images, picture and shape contents
e  Modify visual contents
e Insert organisation charts
e Data visualisation with charts
e Format slides
Learning Unit 3: Deliver impactful presentation
e Animation and transition effects
e Presentation notes
e Check content for errors
e |dentify best practices to engage with the audience
e Modify content to suit target audience
e Start a presentation

e Print tailored presentation for different audiences
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