Presentations
In today’s business world, there is a need for constant training, coaching, and improving one’s skills and qualifications.
Business people take part in hundreds of meetings, workshops, induction sessions (for recruits), and they are trained by external specialists, or participate in in-house training, where their superiors, co-workers or themselves are the speakers.
Presentations are a widespread form of communication in today’s business environment. Like any other form of spoken or written communication, they have to comply with some basic requirements.
One of them is good preparation. Preparing for making a speech means thinking about 3 key elements: 
1. structure of a presentation
2. content
3. way of doing it
Any presentation should follow a typical pattern: introduction, main body and conclusion. It’s advisable to present the structure briefly at the beginning, so that the participants know what to expect. 
Language signposts are a very important element of every speech. Phrases like …if you look at the graph, if you have any questions…, right, let’s move on to, to sum up…, signal where we are in a presentation and help the listeners to follow the content.
Content – the ideas and thoughts we would like to present have to be carefully prepared, selected, and chosen beforehand. Doing this, it is worth checking who the audience is. Are they specialists in a given field or freshers, people who need some basic information on the topic?
Good preparation is crucial. It is good to be prepared for questions. Reading a lot, searching for information, and having more arguments than is necessary may turn out to be indispensable.
The way of presenting ideas depends on the speakers. The better trained, the more confident they are, the easier it is to communicate well with participants.
Some common techniques used in presentations are:
· Using modern technology, PowerPoint slides with a graphic presentation of content
· Handout with questions, quizzes, and questionnaires to make the presentation more interactive
· Using humour, telling jokes
· Speaking more slowly than usual – (well-paced)
· Smiling a lot, being nice to the audience
· Inviting questions during presentations
· Moving around and using body language ( however, not too much )
· Using gestures to emphasise important points
· Standing up while speaking
· Not reading but speaking ( looking at the script, notes are allowed )

