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Introduction
This paper will discuss the selected book "Successful Presentation Skills’’ by Andrew Bradbury. This report will provide a succinct summary of the book, including sections on confidence matters, presentation and communication, presentation fear, knowing the audience, and pictures and images. The following themes will be briefly discussed: focused motivation, the circle of excellence, the primary goal, the KISS principle, the script, notes or cue cards, the closing, visual aids, the arrangement of the scene, the question-and-answer period, and many others.
Discussion on the Reading Skill
Presenting is a talent that can be learned and is not reliant on some uncommon genetic characteristic. Chris Sullivan, a specialist, claims that even those who appear unpromising can get it out of themselves. For presentations, a presenter needs a lot of skills, such as script writing. One will need to create multiple draughts before the final one if they are not experienced scriptwriters (Cottrell, 2019). There are several guidelines to follow while creating presentation slides professionally. The audience won't be able to focus on the presenter or the slide if the slide contains additional information.
Presentation & Communication
The first and most important part of this book is how the presentation is for communication. In a business for a new product, the producer must present the product to his/her owners to make them understand that it will succeed. According to Bradbury (2006), there are three main ways to communicate: visually (55% through body language), vocally (38% through voice attitude), and verbally (7% through words). 
Basic Step
The first step in developing presentation skills is deciding on the presentation's purpose. The presenter must also consider what kind of presentation would engage the audience, so it is crucial to plan and practise presentations beforehand. Finally, visual aids must be designed. The presenter must make a properly structured speech about how to start and end the presentation. Scattered speech makes the audience lost. 
Fear
This is an issue that occurs frequently to many presenters. In order to feel confident, the speaker in this scenario needs to concentrate on his or her aim, audience, and information (Bradbury, 2006). Here, confidence matters. There is no visual while communicating over the phone, and there is no feedback option when communicating via mail or letter. Therefore, presentation is a method of communication that focuses on the best way to handle a situation or get the desired result quickly. 
First Impression
The first impression is the most important thing to grab the audience's attention. People begin to judge the presenter immediately, whether he or she is confident or not, happy or sad. So, for a first impression, it is important to note how the presenter appears and how he/she is dressed. First impressions are sometimes judged as the last impressions (McMillan & Weyers, 2012).
Focused Motivation
The presentation will lose the audience's interest if they discover that their accomplishments or entertainment are not being discussed. It is true that the presentation cannot reach the entire audience. So, the key to attracting their attention is to demonstrate to them their opportunity and what they are actually receiving.
The Circle of Excellence
This is a crucial component for a speaker to present with assurance. A speaker needs to maintain their composure and be quiet for at least 5 to 10 minutes before to their presentation. The best place to stand is in the centre of the stage to make a remembrance circle. It will make it easier for the speaker to enter the stage with ease. Use comfortable sentences and move forward; then moving backward by facing the audience is appropriate (Bradbury, 2006).  
Audience Understanding
The typical spectator remembers 20% of what they hear, 30% of what they see, 50% of what they hear and see, and eventually, 70% of what they do (McMillan & Weyers, 2012). So, it is clear that a presenter must show visuals and interact with them to do something.
Another method for enticing and settling an audience is the KISS theory. This approach suggests that keeping something short and simple won't bore the viewers (Cottrell, 2019).
The Closing Parts
The way a presenter begins and concludes a presentation are the two components that are most crucial. When a presenter wraps up, the audience will remember it. Therefore, the presenter must briefly summarise the main points of the entire presentation and pose a few questions to get the audience to consider them. Assure that the audience is on point with what the presentation is all about. Giving them a challenge is a way to engage them when the presentation is over (Bradbury, 2006). It pushes them to think about the presentation after the end.
From all over the book, there are four key points which are the most important for every reader to understand.
Audience: It is very important to know the audience and what they desire, how they think, what a presenter needs to give them, and how the audience will react to something. It is very important to co-operate with the audience. 
Make it simple: The language must be accessible to the reader. The presenter should not use any additional words that do not add value to the presentation. The KISS principle is a fantastic option to apply here.
Always on Point: Giving the audience something of value encourages them to listen to the presenter and listen to what they genuinely need to hear. Avoid providing unnecessary details that can tire the viewer.
Confidence: When delivering a message to an audience, a presenter must always be confident. When an audience hears the presenter, they are assured that they can trust them.


Skill for Now and Future
Improving the skill of presentation will change the way one thinks of one’s audience. A presenter will understand how a presentation motive should be set up. Reading skills must be developed by using different strategies. Reading this book and summarising it helps to improve understanding of how an author gives a message and how it should be presented briefly. This book gives the reader the confidence to make a better presentation. This book will help for now as a student. When a person is going to work, it's like it will help them more as a learner. It can be said that the book can help a person both personally and professionally. 
Improvement of my Own Skill
· It will help me to understand quicker and choose something efficiently. 
· It will help me to improve my personal and professional life in presenting and reading something.
· It will develop my vocabulary skill for better communication. 
· It will help me to deduct my pressure on the important moment and managing the situation. 
· It will develop the reading and analysing skill for different types of book.
· This will help to understanding people that what they need and what they want to hear. 
My learning 
First, I have learned how to summarise and read effectively. I learned how to avoid the basic mistakes that the presenter usually makes. I learned how to make a professional slide for business. Presentation skills are important not only for professional life but also for personal life. I have learned to understand the audience. Learning to find out what is important for presentation is the key. 
Conclusion
Reading is one of the most important skills to acquire along with other skills. The summary given contains the most important parts of the book "Successful Presentation Skills’’ by Andrew Bradbury. It gives a brief idea of how a presentation can be improved and how a presenter can be confident. It shows that presentation is not only beneficial for individual growth but also good for the audience.
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