CPT Program: 15 Hours

Circular No.: HP-P10-0301

Objectives

This interactive course will help participants develop key language skills
and practice the principles of giving effective business presentations
clearly and confidently.

Participants will learn useful techniques for preparing, structuring, and
presenting through practical presentation activities.

By the end of the course, you will:

© be able to identify your presentation strengths and weaknesses

o receive personal feedback from peers and the trainer

o recognise and correct common spoken errors

[ receive a video recording of your own presentations

Your overall language and presentation communication skills will improve.

Program Outline

y

>~ Preparing and structuring work-related presentations

© Understand your audience and their needs

o Learn key steps for planning and designing a presentation

© Structure your presentation logically to attract and persuade

© Choose words wisely to get your points across clearly

© Adapt your language and style to formal and informal presentations

- Presenting clearly and motivating the audience
o Create effective openings and closings
© Build rapport with the audience
o Enhance voice projection, articulation, pace, eye contact and body
language
o Present graphs, charts and trends clearly
© Manage and use visual aids appropriately
© Overcome nervousness and anxiety

© Remember what to say by using scripts, notes and cue cards
correctly
o Develop techniques for asking and answering questions
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Prerequisite

You will be asked to prepare a short 3-minute work-related presentation
before the course which will be delivered in the first lesson.
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Speaker Hours Hours N.A.
The trainer is a native English speaker, born, raised and educated in the
United Kingdom.  She is a professional business English language
teacher trained by the British Council and has over nine years of
Business English training experience in the banking and finance and
hospitality and tourism industries.

She has extensive experience in designing and delivering a range of
business communication courses including writing skills, presentation
skills and oral communications skills to bank employees in Asia for
international banks.

She has taught adults of all ages from different countries and
understands the problems that second language learners might
encounter when they have to communicate in English.

Target Audience

Bank Executives who
o need to present to small or large groups of audience
o would like to enhance their business presentation skills

Program Details

Language : English

Date 1 2,9, 16, 23, 30 March 2010 (Tuesday)
Time : 19:00 - 22:00

Duration : 15 Hours (5 Sessions)

Venue : 3/F Guangdong Investment Tower,

148 Connaught Road Central, Sheung Wan
(Sheung Wan MTR Station Exit C)

Fees* : HK$1,500.00 (Members)
HK$1,900.00 (Corporate Members’ staff)
HK$2,100.00 (Non-members)

Early bird : AHK$200 discount is given for enrollment
received on or before 17 February 2010
Enroliment : By fax at 2544 9946 or
In person to our Institute
Enquiry : 2815 1552/ 2153 7879

* Fees include the video of your own presentations

Registration Form - English Presentation Skills for Bank Executives (HP-P10-0301)

(as on I.D. Card) i .
Full Name : Mr/Ms Chinese [ } Membership no.:
Organization: Position
Telephone Facsimile :
E-mail* Mobile
* Course confirmation notice will be sent to you via this e-mail address one week before course commences
Address
Payment Method : __|Crossed cheque made payable to The Hong Kong Institute of Bankers (Cheque no.: )
_|Credit Card : M VISA ] Mastercard Amount: HK$
Cardholder Name : Signature :
Card No. : Expiry Date : (mmyy)

Terms and Conditions
All fees paid are non-refundable and non-transferrable.

All payments must be settled before course commencement.
In case of over-subscription, priority will be given to those who have settled the course fees.
We reserve the right to cancel, modify and/or postpone the course.

Noo,MwNE

Please refer to our web-site (www.hkib.org) for typhoon or rainstorm arrangement of programs.

Participants who have settled payments will receive course confirmation by e-mail 7 days prior to the course date.

The information given and personal data collected will be used for the purpose of administration and communication by the Institute.

Address : 3/F Guangdong Investment Tower, 148 Connaught Road Central, Hong Kong

Tel : 28151552 ® Fax:25449946 @ Email: hkib@hkib.org ® Web-site : www.hkib.org



