
       
 

   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Why You Should Attend This Course: 
 
Presentation and writing skills are two essential ingredients in 
communicating effectively to large and small audiences from weekly 
team meetings to client presentations, after dinner speeches or 
global conferences. When you are able to present and write 
persuasively as your organisation’s or team’s representative, your 
company and your position will be well ahead of the competition. 
 
This two day course will give you some tools and techniques to 
improve your presentation material, as well as the confidence to be 
able to deliver it irrespective of the audience. 
 
Learning Outcome: 
 
At the end of this course, YOU will be able to achieve the following: 
 
• Prepare, plan, organise, write and effectively deliver spoken text 
• Speak confidently and clearly 
• Develop ways to keep your audience on the edge of their seats 
• Create a great first impression and keep it credible 
• Develop techniques to overcome nervousness 
• Assess an audience fast and adapt your style as necessary 
• Find your preferred presentation  style 
 
Who Can Benefit? 
 
• Managers and executives who have to prepare and deliver 

presentations both internally and externally 
• Managers who have identified areas in their presentations that 

could do with development 
• Managers who are nervous about public speaking, and would 

like help with developing presentation material 
• Managers who would like to develop credibility as a public 

speaker 
• Managers who wish to influence people 
 
Course Outline: 
 
• Setting the Scene – creating the right environment for 

presenting 
• Presentation structure – a simple framework 
• Cascading Information – how to write with a punch 
• Characteristics of an influential and persuasive presenter 
• Using literary techniques effectively 
• The differences between written and spoken language 

• Understand the key principles behind high impact 
presentations and speeches 

• Coping with nerves and the power behind the voice, image, 
language and body language 

• Emphatic communication to include observation, questioning, 
listening and feedback 

• Practice both presentation material preparation and delivery 
• Peer review and evaluation 
• Dealing with the Q&A sessions 
 
Trainer’s Profile 
 
Lotte Poole is a lively presenter of high-energy, interactive 
workshops. She brings to the workshops more than 20 years 
experience in senior positions in organisations in Australia, the 
UK, the US, the Philippines, Korea, Hong Kong, Malaysia and 
Singapore.  She is an accredited trainer and assessor (WDA 
Singapore), accredited NLP Practitioner (ANLP), holds 
certification in Event Management (University of Technology, 
Sydney), is a toastmaster, and a Coach-U coach. She has 
experience with profiling and personality assessment tools such 
as MBTI, TMS and FIRO B. 
 
Lotte works and facilitates with teams and individuals to realise 
their personal and professional potential. During her career, Lotte 
has worked across a variety of vertical sectors including financial 
services, hospitality, IT, insurance, publishing and PR and not-for 
profit organisations. 

 
Her particular expertise during her corporate career included 
working on business and communication strategies, transition and 
transformation, leadership skills, employee engagement and 
culture change.  Lotte has held various senior positions and has 
set up and run successfully five companies in event management, 
accommodation and hospitality, public relations, training and 
consultancy. 
 
 

Date: 24 & 25 Aug 2009 
          19 & 20 Nov 2009 
Time: 9.00am – 5.00pm 
Venue: Anson Centre, 51 Anson Road #03-53 
Course Fee: 
� S$780.00 
� Excludes GST 
� Lunch and refreshments will be provided 
� MIS Members enjoy 15% discount 

Public Speaking – Mastering the Art 
of Writing & Delivery 
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