[image: Text

Description automatically generated with medium confidence]




BA BUSINESS MANAGEMENT
Assignment 1

Module: Academic skills
Code: LCBB4006
Lecturer: Dr Lizeta Demetriou
Name: Ancuta Ambrus 
Student ID: 2129047
SUBMITTED ON – 02/09/202







Table of Contents
1.	Introduction	3
2.	Summary of the book	4
3.	Important lessons from the book	5
4.	Conclusion	7
References	8




1. [bookmark: _Toc112671488]Introduction
[bookmark: _Hlk112669769][bookmark: _Hlk112658908]Academic skills are the traits of the students that are achieved by the students through academic life where some major academic skills are communication skills, presentation skills, reading and writing skills, research skills etc. (Cottrell, 2019). These skills are required by the students for attaining success in academic life as well as professional life and through these skills, students get fit for professional life.  Here an academic skill which is presentation skills will be discussed and for doing that a book named “Successful Presentation Skills” by Andrew Bradbury (2006) will be used a specific chapter of the book is “Chapter 13: Question and answer sessions” will be the main focus of this report. This report will firstly discuss the summary of the book specifically the chapter of the book. The important lessons of that chapter will be discussed here. 

1. [bookmark: _Toc112671489]Summary of the book
In this book, the ways through which a student can gain successful presentation skills are discussed properly. Here the summary of the chapter named “Question and answer sessions” is given below:
· The student who will be presenting is obligated to take questions from the audience in order to foster constructive interactions between the audience and the presenter, to clear misunderstandings regarding the topic that is being discussed, and to obtain a more accurate sense of the audience's level of interest in and comprehension of the material (Bradbury, 2006).
· As questioning during the presentation can distract the presenter, he needs to take proper control of the audience's questions. By doing that the presenter can clarify that all types of questions will be answered at the end of the session. 
· There exist three ways of handling questions firstly the question should be listened carefully and answered only when the question is complete. Secondly, the presenter needs to rephrase the question before answering them questions so that the whole audience gets to hear the questions. And thirdly he needs to focus on the whole audience quickly after the answering of one question is done for getting other questions (Bradbury, 2006).
· If the presenter does not know the answer to the questions, he should not give any excuses. Rather than that he can ask for identifying the questioner for getting time to prepare the answer or can reframe the questions or can cut the questions short and relate them with the answer that is close enough to the answer of that specific question.
· [bookmark: _Hlk112670857]Based on the characteristics of the questions as well as the questioners there can be different types of questions such as the football fan, Dr Heckle, Mr Jibe, early bird, the phantom, etc. (Bradbury, 2006).
· Any kind of question such as good or rude should be handled calmly and for dealing with that the presenter needs to be firm and polite.
· The presenter should focus on the audience’s body language and based on the identification of the types of questions that can be asked. If the questioner is a heckler the presenter should ask what answer the questioner would give. If considerable support is given to the heckler by a number of audiences, the presenter should stand the ground in a reasonable manner and if these processes do not work the presenter needs to say that he can do no more as he has explained everything he had to say (Bradbury, 2006).
1. [bookmark: _Toc112671490]Important lessons from the book
After going through the book on effective presentation skills, I am able to say that this book is very useful when it comes to properly build presentation skills. In particular, after going through  this chapter regarding questioning and answering, I have gained sufficient knowledge and understanding about how to react to the questions, how to properly handle the questions, how to deal with various types of the questioner in a calm manner, and even what to do if I do not know the answer to the questions during the presentation. Therefore, it is a comprehensive learning book on presentation, which is highly required by the students in order for them to be able to deal with the questions and the questioners in an appropriate manner.
To skill that I have learned properly by going through this book specifically the chapter is the presentation skill. As this chapter explains the ways through which questioning of the audience can be handled properly by the presenter, as an academic student this learning and lessons helped me a lot in building my presentation skill. Along with that, it helped me a lot in improving my communication skills too through which I will be able to communicate and interact with the audience of my presentation properly after going through this lesson. The reading skills regarding the English Language have been developed too since going through this assessment I had to read the section of them properly so that I can write this assessment and learn about the presentation procedures where the question and answering process was the main focus of my learning. By using the learnings from this chapter regarding answering the questions of the audience during the presentation I will be able to answer the questions of the audience properly from now on if I have to go through presentation procedures in future. And for improving my presentation skill for future requirements I will go through practice sessions with my friends so that the lessons that I have learned from this chapter of the book can be implemented properly. This process will ensure the proper skills development of presentation skills. For further expansion of my knowledge regarding presentation skills, I will go through the other chapters of the book so that I can get a complete understanding of the presentation activities. In this way, I hope I will be able to get an expert in presentation procedures which will help me in my academic career as well as my professional career. There exist different types of techniques in the Successful Presentation Skills book regarding presentation skills where in this chapter mainly the ways through which I could manage the audience and their questions properly are focused on. For improving my skills regarding presentation, I will be now able to use the technique of listening to the full question of the questioner and then answer it properly. Also, even if I do not know the answer to the question of the questioner, I will now be able to handle the situation by the techniques mentioned in the book. There exist different types of questioners according to Bradbury (2006) and by using the techniques mentioned in the book I will be able to differentiate the types of questioners and react to their questioners based on the types of the questioners. 


1. [bookmark: _Toc112671491]Conclusion 
Among different academic skills, presentation skill is one of the major ones as it is required highly in the case of presenting the lessons or knowledge that one has to the audience and this skill is highly required in the academic as well as a professional career. By going through this particular section of the book I have understood the processes of handling the questions of the audience properly during the audience. This paper also includes the necessity of question and answer processes during the presentation. Even if the questioners are rude or even if I do not know the answer to the questions accurately, I will be able to handle the situation properly by using the techniques mentioned in this chapter of the book. 
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