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L. Having general structure for giving presentations

= Making a good introduction

« Ways of organizing presentation

- Making a well - designed and

well —presented visual aid

= The importance of body language

= Making an effective ending to a presentation

« How to handle questions effectively

= How to evaluate the effectiveness of a presentat
2. Using fundamental language for uieetings,

and discussions

« Key features of an effective meeting

- Opening a meeting

- Structuring a meeting

.- Presenting arguments and interrupting

= Questioning techniques for specific information

- How to end a meeting Effectively
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