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[bookmark: _Toc35955433]Step 1: Developing, delivering good presentation
Practise
It involves familiarising with key thrust of arguments for exploring that how individual elements for presentation do piece together. As stated by DiResta (2018), it also supports to keep selected objectives as well as ignoring distractions, when there comes to actual delivery.
Assertion
Effective presenter requires acting as assertive and not aggressive in nature. It depends on 2 vital Ps.
Posture
It is crucial to seem as confident in all times. Various postures deal with creating various moods. As opined by Van Emden and Becker (2016), very upright and formal with still posture can create very severe atmosphere from active along with relaxed one.
Presence
It deals with having confidence for filling up space behind audience. In addition to this, it focuses on ignoring apologising for presence through saying “sorry”. On other hand, it needs to remain polite, in case, if circumstances become demanding, such as session has been operating over the time or if microphone leads to stop its working.
Contact with audience
One of main challenges that are faced by presenter concentrates in developing connections with their audience as poor presenter seems to be conversing to empty room. In addition, as explained by Grant (2017), having contact does supports to maintain interests as well as encouragement of audience to believe in the fact that they are genuinely been interested, while having conversation to them. Furthermore, they can make contact along with their audience in various ways, such as:
· Gestures
· Language use
· Eye contact
· Spoken contact
Using voice
Voice of presenter is very powerful along with flexible tools. They can use these in several and various ways by ranging following:
· Pace
· Volume
· Pitch (Ziglar, 2019)
Breathing
It is essential to remember to have breathing deeply as well as steadily as always. In case, if presenter is anxious for making presentation, then breathing has been speedy and shallow. Besides, this also put impact on quality of ability and voice to communicate clearly regarding extended time periods. However, as influenced by Stonehouse (2018), they also try to implement some deep breaths as before to make presentation, taking in much air with every breath and making conscious effort for slowing breathing down.
Drinking
It is better idea of have certain liquid for handling quench for thirst, in case, if presenter is speaking for long time. Moreover, as suggested by Kaltenbach and Soetikno (2016), they need to be careful for not swallowing cold water as before starting presentation as it can contrast their threat and also affects quality of their voice.
Finally, it also deals with continually exploring personal style of presenter by using these steps in various combinations regarding different effects.
	Being self
	Even in most formal surroundings, presenter are required to need for being self, though no one can impress, in case, if presenter try for performing like classical actor, such as stand-up comedian (Wellstead et al. 2017)

	Ignoring behaviour of presenter, which can be off-putting for their audience
	It deals with being deliverable as always and transparent in their use of voice with their physical actions as well


Table 1: Developing, delivering good presentation
(Source: As influenced by Wellstead et al. 2017)
[bookmark: _Toc35955434]Step 2: Preparing presentation by using presentation software or delivery medium
Presentation program and presentation software is cloud-based and desktop application, which permits users for presenting information towards audience by using sequences regarding multimedia formats, like video, text, audio and images. As observed by Edge et al. (2016), such visual presentations are used for accompanying speech, like talk and slide deck.
Most well-known software for presentation is the Microsoft PowerPoint with within competition; Keynote of Apple has been widely used. Besides, essentiality for more accessible and easier software for presentation is brought along huge gathering of selection for having these.
Slides
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Figure 1: Slides
(Source: As influenced by Moulton, Türkay and Kosslyn, 2017)
Slides are only software for presentation that promotes itself for being as pixel perfect in form of editor that includes built-in grid for support with composition. These Slides has lower cost in highest tag of process that is better regarding smaller businesses. 
Price tag
Slides are used as free, though completed presentations are public as well as available to cope and observe in Explore / Browse tab. Furthermore, as analysed by Moulton, Türkay and Kosslyn (2017), paid plans begin at £4.29 and move up to £17.16 for traits, such as privacy, unlimited collaborators, Google Analytics and library of shared media. 
Ease for usage
Slides are very easy for usage, as editing board has been minimal, though all tools are at some easy reach. There is no requirement for getting confused along with Slides. Moreover, there prevails no templates; leading presentations have been built from the scratch.
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Figure 2: Slides
(Source: As influenced by Daniel et al. 2018)
Who is this for?
This presentation software is for small business and start-ups owners. Individuals, who know about their wants and fail to require templates for supporting them along, however, as argued by Daniel et al. (2018), this presentation software is also for developers as it is due to the fact that has CSS as well as HTML building capabilities. 
Template options
There exist no templates that are available as finished presentations, such as decks are mediated as well as cloned.
Library for graphic assets
Available icons, shapes are minimal, common, while photos are uploaded and imported from URL (Crowther and Wallace, 2019).
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Figure 3: Slides
(Source: As influenced by Crowther and Wallace, 2019)
Videos with GIFs
These are quite easy for addition. Videos are connected, uploaded and GIFs that are uploaded in form of .mp4, .gif as video.
Audio
Slides do not include audio. 
Embed content for third-party
Anything having code is added in i-frame.
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Figure 4: Slides
(Source: As influenced by Saukh and Maag, 2019)
Animations
All features and components are animated for fading out, fading in and many more, while duration length is customised as well (Saukh and Maag, 2019).
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Figure 5: Slides
(Source: As influenced by Edge et al. 2016)
Desktop and Cloud
Slides are cloud-based software for presentation, which is used only as online.
Available for creating upon multiple devices
Slides are used on handheld devices and computer devices in to view and to edit.
Collaboration possibilities
Paid plans are having all capable possibilities for collaboration (Edge et al. 2016).
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Figure 6: Slides
(Source: As influenced by Moulton, Türkay and Kosslyn, 2017)
Brand kit
There are no sections of set for brand kit, though branded decks have been created with cloned for usage as templates.
Share towards social media
Share towards social media is possible in Slides.
Offline viewing
Slides presentations are downloaded as ZIP file along with .html file as inside, which are viewed as offline upon browser.
Privacy with analytics
In slides, it is possible for privacy with analytics with the paid plans (Moulton, Türkay and Kosslyn, 2017). 
Leading generation
Leading generation has not been possible in Slides.
[bookmark: _Toc35955435]Step 3 Reflective reports upon developing employability skills range
[bookmark: _Toc35955436]3 - 5 employability skills learning and in-class exercise
Communication
It deals with written communication, interpersonal skills, attentive, oral communication and active listening (Lejeune, Beausaert and Raemdonck, 2018).
Team work
It deals with managing expectations, reliability, collaboration, conflict management and professional.

Figure 7: Employability skills
(Source: As influenced by Huang and Hew, 2018)
Critical thinking
It deals with problem solving, inductive reasoning, analytical skills, creativity and deductive reasoning.
Ethics
It deals with integrity, discernment, compliance and empathy.
Problem solving
It deals with defining challenges, assessing processes, analysing figures with facts, devising the contingency plans and creating and applying solutions (Huang and Hew, 2018).
[bookmark: _Toc35955437]Role of in-class activity to develop and improve chosen skills
Communication
All employers as audiences do look for the job candidates as presenters having strong skills of communication. As discussed by Ntoumanis et al. (2017), these depicts towards one’s ability for conveying information as transparently to others. In addition to this, employers want staff with strong verbal, nonverbal and written communication skills. Besides, part for being strong communicators that involves being good listener, though employees are required to be capable of understanding questions with concerns of respective clients for listening to respective directions of employers.
Team work
Teamwork is vital within almost any sort of work setting. In case, as described by Crowne (2019), if employee works upon group projects as they require to be capable for achieving as well along with others to carry out respective share of workload. In addition, even if employees fail to do lot of the team projects as they still require being capable of achieving with some other colleagues.
Critical thinking
Critical thinking depicts towards one’s ability for analysing, interpreting and understanding information as well as drawing conclusions. Moreover, according to Duran and Dökme (2016), within any job, employees can have access to situations for solving issues. However, employers are required to think as logically to make some sensible judgements.
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4D for time management
Delete
It helps to check about needs of all things that require attention and is worth time. In case, if this fails to do so, then it is simply required to delete. For instance, it also needs to have attention through email in a day by observing spam that really is quite uninterested in nature (Forbes.com, 2018).
Delegate
There is fine line among abdication as well as delegation. It also ensures about the fact that there are certain measures within police for checking that tasks are completed by person towards whim that have delegated. At same time of empowerment for doing talks, it needs to understand if tasks are remained unfinished.

Figure 8: 4D for time management
(Source: As influenced by Brau et al. 2019)
Do
If tasks are completed than in few minutes, this needs to be conducted. Besides, given course, it does not appear as take for delegating, deferring and deleting as well. In comparison to this, if this is crucial for them to conduct and have time for it, then they get this dome as straight way. Thus, as per Jayadi and Riantini (2019), postponing essential tasks most often leads towards procrastination and feelings of stress and anxiety.
Defer
There are certain tasks, which come across desks that can be capable to deal along with the straightway. This can be email for booking family holidays. As highlighted by Brau et al. (2019), this is vital to get this task done, so that they can defer this and look at email in their free time.
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	Skills
	PDPs

	Communication 
	Setting goal and taking opportunity for review of these goals can lead to setting self. In case, if they focus on identifying this as difficult for meeting time frames can set. As commented by Rimmer (2018), these are quite unrealistic as this requires changing and be fitted within better with their respective workloads.

	Team work
	It enables individual groups for working together to deliver outstanding outcomes and create solutions through effectively using talent in teams of high performance. In addition, as stated by Amar, Dixon and Franklin (2017), it also delivers culture of recognition with respect regarding individual contributions.

	Critical thinking
	It is tip skill regarding future jobs with greater one for cultivating as it leads towards fluency of concepts, true collaboration, active listening and critical problem solving.


Table 2: Personal Development Plan on every skill
(Source: As influenced by Rimmer, 2018)
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