[image: image1.png]NEWBURY




	SKILLS OUTLINE

	CONFERENCE SPEAKING 

	The rising costs of conferences dictates that companies can no longer afford to waste time and money through badly structured and poorly presented conference speeches. The adverse effects of failure on both personal and company image can be far reaching. Precise and professional communication within a conference setting is vital in business today.

This support concentrates upon how to plan and develop content for the invited audience and enhancing the ability to make well-structured conference presentations with vocal and visual impact, to the benefit of both the speaker and the organisation.



	Who for
	Managers and professionals who have to speak at conferences. 



	Objective
	To develop personal skills and confidence concentrating on: 

· Accurate audience analysis  

· Structuring the content


· Writing in spoken language

· Visual design and composition 

· Performance style


	Content
	Delivery of conference presentations with visual aids, and appraisal sessions.

Materials used to include: 

· The Audience Analysis Circle 

· The COMB and SPEAR Systems for structuring messages

· The Extended Presentation Structure

· Guidelines on performance and professional speaking techniques 

· Guidelines on visual aid design and using PowerPoint 


	Skills Gained
	As a result individuals will have learned to: 

· Assess audience needs, concerns and expectations

· Use strengths of personality and style to best advantage

· Present clear messages with impact 

· Structure material logically

· Enhance material with visual support 

· Encourage audience attention and involvement

· Feel more confident and positive 


	Participants
	Consultancy or as a one or two-day course for up to 6 participants 

This content is adapted to meet specific client needs
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