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SECTION 1 

 

 

1. In giving a team presentation it is important that the group works closely in order to be efficient and 

reach a clear objective. Give 3 points to ensure that team presentations are successful. (SO1, 

AC1) 

 

� If necessary have an agenda outlining the purpose, objective and procedure of the team 

presentation. A presentation agenda is one of the items that many presenters forget. An 

agenda is an important tool for a presenter because it enables the presenter to control the 

flow of the presentation. It also provides the audience with an overview of the activities to 

be completed.  

 

� Be very selective about content. Remember the details are contained in the written report 

which the audience can read later. Don’t bore them with details. Often your presentation is 

to senior staff whose time is limited. 

 

� A group of separate speeches does not make an effective team presentation. Although 

there are many presenters, they are part of ONE speech and the total effect must be 

coherent with tight links and a smooth flow. 

 

� Each speaker must be aware of exactly what the other speakers will be covering, and each 

speaker must connect to the one before. LINKS, where one speaker ‘links’ back to 

information mentioned by a previous team speaker e.g. “As John said earlier7.” Are vital 

for cohesiveness and transfer of information so that it becomes logical and is seen in 

context. 

 

� TRANSITIONS are essential. It is not good enough to say, “I will now hand over to7”. Use 

different transitions to suit your presentations as discussed in module 3. 

 

� Each speaker needs precise, clear objectives, an interesting introduction and a clear 

overview of the content.  

 

� The content of each speaker’s speech should be organised into sections, with a clear focus 

on key points, relevant evidence, good links, e.g. As “John said earlier7” and a wrap up at 

the end. 

 

� Each speaker’s conclusion should prepare the way for the following speaker. 
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� It is wise to have a Master of Ceremonies who is responsible for welcoming the audience 

and introducing the members of the team. The MC should outline briefly what each member 

will be covering to whet the appetite of the audience. He should also explain proceedings and 

invite questions at the end. He should explain the type of interaction that would be preferred. 

 

� Team members should have name tags so that the audience can direct questions to you. 

 

�  The team should decide on seating arrangements to suit their presentation. Do you want a 

round table, U-shape or V-shape setting? 

 

� Time Management is important. Practice together with visual aids. Remember to always 

start and end on time. 

� One team member should design and control the power point presentation to ensure 

consistency. 

 

� All team members must be aware of their body language and know how to read those of 

the audience. 

 

� It is the responsibility of each team member to contribute to his fullest ability. Too often the 

few willing horses do all the work! 

 

� It is the responsibility of the team to ensure that understanding is clear. Ask the audience 

questions. Show how information could be applied. 

 

 

2. Interviews should be well planned and prepared for. How would you provide a relaxed environment 

for the person you are interviewing? (SO1 AC2) 

 

Before the Interview: 

 

� Research the company including its vision, mission, profile, culture, style etc. 

� Know where to go so that you are relaxed. Know where to park. NOT in the CEO’s parking 

place. Do a practice run if necessary. 

� Get advice from others with experience if it is a first interview. 

� Anticipate possible questions so you are not at a loss for words but don’t ‘learn’ your 

responses. 

 

During the Interview: 

 

� Be polite and courteous. 

� Avoid yes/no answers even with closed questions. The interviewer may not be too 

experienced either. But don’t be long winded. 

� Answer the question. If you didn’t hear it, ask for it to be repeated. Rephrase if you want to 

check understanding. 

� Don’t be afraid of silence. Pauses show that you are thinking before replying. 

� Do not lie or pretend! You may end up with a job you do not want or can’t do! 
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� Ask questions. 

� Your body language is important. Don’t fidget. Be alert for the interviewers non-verbal cues 

as these may give you information on how you are doing. 

 

 

3. List 4 different elements of verbal/vocal communication to consider when giving a presentation etc. 

Explain what is meant by each element. (SO2 AC1) 

� Pace and rhythm 

� Volume 

� Pitch and inflection 

� Emphasis 

� Pauses 

� Having relaxed vocal chords 

� Clarity of speech 

� Breath control 

 

 

4. Body language is appropriate to context and topic, and reinforces main ideas and points of view. 

List 2 examples of effective body language and 2 examples of body language to be avoided. (SO2 

AC2) 

 

Effective: 

� Good posture 

� Sufficient hand gestures 

� An occasional head movement such as a nod 

 

Avoid: 

� the pointed finger 

� leaning and rocking 

� thumbs in belt 

� folded arms 

� fiddling with hair, jewellery, glasses 

� hands in pockets 

� arms behind back 

� rubbing, scratching, pulling or stroking anything 

 

 

5. Give 2 reasons on why visual aids are useful when presenting. (SO2 AC4) 

 

� Visuals help to maintain the audiences attention 

� They assist in transfer and memory 

� People are visual minded and need visual stimulation 

� Seeing and hearing promotes better understanding of information 

� Visuals save time 
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6. Name 3 techniques that are used to maintain continuity and interaction with the audience, e.g.: 

referring back to information covered later in the presentation to aid memory and to create a link. 

(SO2, AC5) 

 

� Responding to queries 

� repetition of information  

� rewording 

� asking questions to check understanding 

� referring to cue cards 

� timing techniques 

� responsiveness to audience cues that contact is being lost 

� appropriate use of NMFs (non manual features) 

 

 

7. What are some of the basic guidelines for negotiating? (SO1, AC4 & 5) 

 

� Preparation- which involves setting a strategy, an agenda and setting objectives. 

� Opening phase- both sides’ opinions are expressed. Differences are identified and the 

power play begins. 

� Bargaining phase- planned debating skills are used. Compromises occur in the hope of 

getting what you really want. 

� The closing- agreement is reached and action plans are finalised. 

 

 

8. What are transitions in a presentation? List 4 examples of transitions.(SO2) 

� Moving from one position to another 

� Pausing 

� Changing a slide 

� Using a visual 

� Sequential such as firstly, secondly.... 

� Using words such as “Next let us look at....” 

� Asking a question 

� Telling a story 

� Introducing the next team member in team presentations 

 

 

9. Give 4 effective ways of starting a presentation or introducing a topic. (SO2) 

� Make a shocking statement that catches the audience’s attention 

� Give a warning about doing or not doing what you propose 

� Begin with a rhetorical question 

� Give facts, figures or statistics 

� Read a quotation 

� Relate an incident or story 

� Use a visual aid 

� Tell a joke 

 



 

 

 

Perfect Presentation Skills 
Copyright © 2012 KWELANGA TRAINING 

5

 

10. List 4 effective ways of concluding your presentation. (SO2) 

 

� Link back to your opening and answer the question you asked or the promise you 

made. 

� Verbally or visually give your audience something to think about. 

� Urge your audience to the desired action 

� Make recommendations that point the way ahead 

� Relate a “just imagine if...” story 

� Compare and contrast your topic 

� Give a personal intention that you are going to.... (back up your topic) 

� Reinforce the benefits of doing what you recommend 

� Ask for a decision by a show of hands 

 

 

SECTION 2 

 

 

CASE STUDIES/PRACTICALS 

 

 

1. Define the purpose and the objective for your next presentation. (SO2, AC3) 

 

2. Brainstorm a work related topic (Ask the 5 W’s and 1 H). Show evidence of your 

brainstorming/mind map. Create a topic outline from your brainstorming and focus on 3 main 

points.(SO2,AC3) 

 

3. Choose any work related topic and present to a group of your colleagues for 5-7 minutes. Make 

sure that you plan and prepare carefully and that you revise the guidelines for presentations as 

outlined in your manual. 

 

4. Look at colleagues and their behaviour in the interactions that they have around the office and on 

the phone. Observe their body language and make notes about what you observe and the 

possible meanings or messages this body language could have. (SO2, AC2) 

 

5. Before your next presentation analyse the audience so that you are able to meet their needs. Ask 

the following questions: 

 

� Who are the audience? 

� What do they already know and what do they want to know? 

� Why are you presenting to them? 

� When will you be presenting? (Time of day, date) How will this affect the audience? 

� Where and how will you present so that you have maximum impact? 

 


