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[bookmark: _Toc141684199]Introduction
Academic skills are essential for personal and professional career management and updating employability skills (Bradbury, 2006). This has been made on ‘Academic Skills’ and the contents have been divided into various parts. The first section specifies the definition and concept of successful presentation skills. The second section describes the steps of carrying out the presentation. The third section clarifies the elements to be focused on when dealing with presentation and the last section states the importance of presentation skills in future career and professional development.  























[bookmark: _Toc141684200]Successful Presentation Skills 	
[bookmark: _Toc141684201]Definition & Concept: 
Presentation skills are a set of abilities that are required to prepare content, message and content and deliver them to the target audience through appropriate methods, styles and approaches (Bradbury, 2006). These can also be stated as the abilities that individuals need to deliver amazing, meaningful, informative messages to the target audience etc. These skills are built based on a range of effective skills such as active listening skills, good writing skills, proper visualisation skills, analytical skills, formal and informal communication skills, and public speaking skills (Bradbury, 2006). Successful presentation skills come from good knowledge of contents, topics and delivery methods, good manners, and styles of data communication, decision-making skills as well as good time management skills. 
[bookmark: _Toc141684202]Steps for Successful Presentation Skills: 
Andrew Bradbury, one of the writers of presentation skills, talks about seven steps of successful presentation skills. As per him, the first step is to set a goal where the speaker has to think about where to go or reach. I have recently done a successful presentation on Business Management where I have set specific goals such as clarifying the concept of business and management, different functions and roles of business, principles, types of business and regulations followed to start a business (Bradbury, 2006). The second step is to select the type of presentation such as formal or informal. Each type of different visualisation and analytical contents and ways of speech delivery. As per the second stage, I have selected a formal presentation because it is a classroom presentation and part of the assessments (Cottrell, 2019). The third step is to choose the best form among various alternatives. It says the appropriate style of presentation. 
The fourth stage deals with preparing a script for the topic. In this stage, I have made all possible notes on essential parts of the main topic such as rules and regulations of business starting, major functions of business, concept of business areas and administration, principles of business, aims, goals and objectives of business (Cottrell, 2019). The next stage is to prepare a visual aid for delivering the message and contents. Here, speakers select appropriate software and methods to prepare delivery content. For example, I have used Microsoft PowerPoint to prepare slides. I have made a total of 20 slides where I have used graphs, charts, visual aids, and images to clarify the contents along with notes in the notes section (Fairbairn and Winch, 2011). The sixth stage is to rehearse where the speaker needs to read the concepts and start speaking to deliver the contents. Here, appropriate communication skills are to be applied efficiently. For example, I practised the presentation many times before the final presentation. The final stage presentation is where the speaker delivers the presentation smoothly by highlighting the contents, texts, graphs, images and videos properly (Bradbury, 2006). In this stage, I have stated the contents with proper communication skills and answered all the questions asked by the assessor, and class teacher. 
[bookmark: _Toc141684203]Elements of Successful Presentation Skills: 
When dealing with a successful presentation, the speaker must have the proper focus on some areas such as audience, time, visual aids, appropriate delivery method, software, space, assessor etc. Before the presentation, the speaker must know who the audiences are, their characteristics, demands, aims and expectations, and their questioning skills (Bradbury, 2006). Lack of knowledge in this field will force the speaker to be assessed below the desired level due to the failure to answer their questions and deliver appropriate data and information. Time is important, for this, the speaker must complete the presentation within the Limited time. For this, the speaker must practise the presentation again and again via preferable methods (Godfrey, 2018). The third element is a visual aid which means the ability to use different types of graphs, images, videos, and photos in the slides so that audiences can easily grab the main objective of each slide and learn new information and knowledge. When I prepared the slides for my class presentation, I used images, statistics and illustrations to support the explanation of the presented data and information. Considering the role of software, I have selected MS PowerPoint as the best option to prepare slides, add visuals and deliver the contents, and message. 
[bookmark: _Toc141684204]Importance of Successful Presentation Skills: 
Successful presentation skills improve the critical thinking skills of the speaker when dealing with collecting data and writing them into appropriate formats such as written reports, and slides using Microsoft PowerPoint (Haber and M.I.T. Press, 2020). It enhances grammatical knowledge and fastens good writing skills by presenting precise information in the slides. Appropriate presentation skill promotes knowledge of visual aids such as it informs students or speakers how to choose the best visual option such as videos, images, graphs, set texts with visuals and which method should be used to deliver the visual presentation. 
It enhances public speaking skills because it allows individual target audiences and study their needs and expectations and behaviours, set proper behaviours to deal with their questions and expectations, and use the appropriate tone or voice to reach the message clearly to the target audiences (Godfrey, 2018). It promotes the analytical ability also because presentation requires effective analysis of the contents and behaviours of the target audience such as assessors, potential investors or the general public etc. When I have delivered my presentation, I have to be careful about my classmates and course teacher and I have used a medium tone so that all my classmates and teacher hear my speech (Mcmillan and Weyers, 2012). 
Successful presentation skill enhances the capability to make good questions and answer them based on good judgement and decision-making skills. It also upgrades decision-making skills because speakers need to think about what should tell and what not, which topic should be omitted when time is short, and how to handle situations when questions are difficult and answers are vague or difficult to be found (Mcmillan and Weyers, 2012). It improves visualisation skills that are required to clarify a fact or point of text or presentation to the audience by using specific graphs, images or text. It promotes knowledge about visualisation software such as Microsoft PowerPoint, Adobe Photoshop etc. 
Presentation skill is very much effective in upgrading active listening skills because when a speaker completes the delivery of the speech, he or she has to be attentive to questions and facts of the audience (Oliver, 2012). The speaker must listen to what the audiences say and want based on the delivery of content, message or information. One of the greatest benefits of successful presentation skills is to promote communication skills. Through managing proper content and messages, asking questions, using proper voice or tone, showing good manners, and using appropriate dresses, the speaker can easily enhance formal communication skills. On the other hand, in terms of showing gestures, proper eye contact and appropriate body language, presentation skills improve the informal mode of communication. 






















[bookmark: _Toc141684205]Conclusion 
Presentation skills are a core part of employability skills for which individuals must focus on the rules and steps of a successful presentation. Individuals must have a clear knowledge of the audience, questioning and answering style, and deeper knowledge of the subject matter or presentation topic. Besides, individuals should be effective in time management, effective academic writing skills and communication to deliver the key message to the target audience. 
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