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1. Prepare very well before hand:

· Don’t leave things for the last moment. Your complete presentation should be ready at least 24 hours before your presentation time.

· Use professional design of visual aids and realia making sure that they look clear and professional. Font on OHTs should over 16

· Don’t use very fancy colors 

· Don’t use informal decorations or informal language..

2. Salute the audience and introduce yourself:

· Good morning/afternoon ladies and gentlemen and welcome to my presentation. My name is … and I work for a company called (name).  This com. is (type) and it works in the field of (industry).

3. State the purpose of your presentation/talk:

· This morning, I’m going to describe, in brief, the general structure and organization of this company moving on to describe a post within the company. 

4. Go over your overview with the audience, showing them the points you are going to cover.

5. Start with a short and general introduction which leads into the domain in which the company functions:

· Before I brief you on the background of the company, let me draw your attention to the fact that…. 

6. Give background information of the company.

7. Put up the company organigram and describe the structure, pointing out the post you want to describe.

8. Start describing the post: 

· Having described the structure of the company, let me now focus on (title of the post).

9. Go on describing the post explaining all related points on your overview. 

· Talk about the responsibilities that the person holding the post is responsible for. Taking into consideration what the person does in his job.. the people s/he reports to and those who report to him referring the audience to your organigram..

· Talk about the type of person required.. a pleasant… considerate… flexible… numerate .. etc.. where applicable

· Move on to the qualifications and business skills required for holding that particular post. Try to explain why are these necessary for the post... i.e. a tour leader should speak more than one language and should a pleasant.. why is that?

· Then, having discussed all the responsibilities and requirements, it’s time to tell the audience about the rewards and/or benefits this person is getting. Again, you need to be able to give reasonable amounts of salary or wages in addition to any other necessary fringe benefits

10. Conclude by revisiting the name and type of the company, highlighting the importance of its services together with the post you have described:

· To sum up/In conclusion, this morning, I briefed you on the (name) which is a leading (type) company in (domain). I also described, quite in details, the (post).
11. Thank your audience for listening and welcome questions.

· Pay attention to the audience asking questions and let them feel that you are really welcoming their questions but not only saying that.

