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			Introduction

		

	
		
			At the center of professionalism is communication and presentation. While these two concepts can mean many things, here they represent relaying a message to another person or to an audience. Professionals use communication every day. In fact, everyone typically uses communication throughout their day. It is at the root of interpersonal relationships, business deals, professional environments, teaching, and peer interactions. However, communication is often easier said than done. This means that certain skills are necessary to enhance effective communication no matter who is involved. Communication skills increase the effectiveness of an interaction and strengthen relationships. These can include soft and hard skills. For example, nonverbal and verbal communication, listening, empathetic personalities, and body language are all aspects of communication. Though it can take time to develop these skills, once they are obtained, communication will feel more purposeful. Professionals, students, teachers, and peers can all benefit from learning and applying valuable communication skills. For example, job seekers can enhance employability by having strong communication skills. During an interview, employers may get an introduction to someone’s communication style and strengths, but if lacking, it could be obvious or inhibit employability. In relationships, difficult topics may arise between friends, family, or partners. However, pertinent communication skills will deliver meaningful interactions for all parties. 

			In addition to communication skills, often presentation skills are a must for anyone at some point in their life. Professionals may find themselves needing to present to their boss, coworkers, or clients. Sometimes academic professionals present in front of an audience when showing research or teaching a new idea. Teachers present to students, and students present to other students. However, presentations take time to get right, and sometimes they can pose their own challenges. Once learning presentation skills and practicing regularly, anyone can enhance the effectiveness of their presentations. It is an important and crucial part of professionalism.  For instance, an employer may require their employee to present to a client on a new marketing strategy. If the employee is unprepared or unpracticed in presentations, they may fail to meet client satisfaction. Employers appreciate strong presentation skills, and this may increase the chances of successful employment or employability. On the other hand, professionals often communicate new concepts, KPI (key performance indicators), or strategies to workplace leadership, stakeholders, or coworkers. Professionals should be able to effectively communicate and present to various audiences, but knowledge of presentation skills and practice of presentations is important for success. 

			The purpose of this text is to outline valuable information, skills, and examples for the reader to learn and develop necessary skills for success in any field. Whether it be professional, academic, or personal--these skill sets are crucial for effective delivery no matter the audience or involved parties. The text provides an overview of communication: what it is and what it aims to achieve. Different communication types, styles, and purposes are covered. Additionally, the text looks at barriers to communication, valuable communication skills, and do’s and don’t’s for successful communication. Like communication, presentations have their own set of skills and background. The text will look into presentation types, goals, outlines, audiovisual aids, and skills. The goal is to teach communication and presentation skills so that anyone can feel confident in day to day interactions or when asked to present. After the course, readers should feel adequately prepared by having the necessary knowledge and skills to enhance their professional and personal lives. 

			The course provides an overview, background, and detailed breakdown of communication and presentation skills to enhance the success of professionals. Communication skills are necessary for success in professional and personal life. They improve discourse, employability, and interpersonal effectiveness. Presentation skills utilize strong communication skills and are important for anyone in professional or academic fields. They also improve employability and confidence to communicate with stakeholders, leadership, and peers. Communication and presentation skills often overlap as strong presentation skills rely on one’s communication effectiveness. The course explains both communication skills, presentation skills, and presentation formalities to help you build a strong, applicable understanding of both. Content covered include a comprehensive variety of topics in both communication and presentation including:

			Communication

			
					Purpose of communication

					Styles of communication

					Types of communication

					Verbal and nonverbal communication skills

					Do’s and Don’t’s of Communication

			

			Presentations

			
					Outlines and organization of a presentation

					Types of presentations

					Purpose of a presentation

					Audiovisual aids to enhance a presentation

					Presenting in a Panel Discussion

					Presentation skills
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			Introduction

			Communication is a transfer of information from one person to another. It comes in various forms including peer to peer, peer to group, group to peer, or group to group. For instance, the goal of a conversation is to communicate about a topic. Sometimes these topics are small talk about the weather, specialty topics like computer science, or personal story sharing about family. People participate in conversation almost daily, whether it be virtual, face to face, audio, video, or written. Ultimately, communication is a one of the most valuable aspects of society that seems irreplaceable, and for good reason. It allows people to share experiences, perceptions, points of view, and knowledge. It creates a bond between people, provides understanding, and represents ideas. Communication is achieved through various forms such as verbal, nonverbal, and language. Verbal is spoken word, nonverbal is nondescript gestures or facial expressions, and language uses words, syntax, and ideas as a tool to communicate. Successful communication delivers a message with received understanding, engages an audience or peer, builds rapport, shares an idea, informs, persuades, and meets the purpose of the conversation. 

			The most prominent character in a conversation is the speaker. They drive the direction of conversation. Their purpose is to influence a peer or audience to adapt a new idea or take an action. The speaker controls the message and topic that is delivered to the audience. They ensure the receiving party (peer or audience) understands the message.  Method and style of communication, or the medium, will vary from speaker to speaker. However, successful communication is typically a combination of well developed communication skills. This provides effective communication while engaging the receiving parties. In order to effectively communicate and maintain interest, speakers must know their audience. Additionally, a speaker must dress for the occasion as appearance helps communication. Other responsibilities of the speaker include confidence and concise communication, projecting voice, posturing and positioning body appropriately, and creating understanding of their topic.

			Topic

			In any act of communication--a conversation or presentation--involves information being exchanged between a speaker and a listener. The topic or message to be delivered is the focus of a conversation communicated by the speaker to the receiver. This can be a subject-specific domain, product, or idea within the speaker’s area of expertise. However, if the topic feels new to a speaker, they should take time to research and familiarize themselves to confidently communicate on the necessary subject matter. The topic usually stays the same in a presentation, but in a conversation, the topic can either stay the same or change throughout the duration. 

			Let us now observe a topic in the following example: a speaker is presenting a conference on leadership. The audience consists of young professionals, entrepreneurs, and investors. The speaker presents on the importance of emotional intelligence in leadership. Thus, the audience can assume that the speaker has extensive knowledge and research on both the general topic: leadership and the specific topic: emotional intelligence. The overall focus of the presentation is the importance of emotional intelligence in leadership. Audience members will expect to learn about emotional intelligence including its qualities, benefits, barriers, successes, examples, and role in leadership. 

			Goal

			In the context of a conversation, two parties exist: the speaker and a listener. These two can change throughout a conversation or remain a constant in a presentation setting. However, the goals of the two can differ. For instance, the goal of the speaker is to present an idea or topic to another person in a manner that is enticing and understandable. On the other hand, the goal of the listener is to actively engage in conversation. They receive the message of the speaker through attention. In order to attend, one must actively listen. A conversation is a continuous exchange of communication from one person to the next. During this type of back and forth exchange, the role of speaker and listener will change depending on the point in a conversation. 

			For example, two people are having a conversation over dinner. The two people choose to converse during their meal. To begin, one person, Anthony (speaker) asks the other party, Amy (listener) how their day is going. Amy (now the speaker) responds to Anthony (now the listener) that their day is going fine. As the two converse, one responds to the previous statement, and this continues for the remainder of dinner. Thus, Anthony and Amy are in a constant switch in roles of speaker and listener. However, the roles of speaker and listener typically remain a constant during the setting of a presentation. The format of a presentation starts with a speaker who communicates on a specific topic with some level of knowledge. The speaker usually talks for the duration of a presentation, but their goals shift slightly toward keeping the listener engaged. The goals of the listener remain the same for the most part. Their goal is to receive information through attention and provide feedback if given the opportunity and have feedback to give. Often, the speaker and listener act in a dependent relationship with each other to achieve a common goal of conversation. Ultimately, the speaker and listener provide the other with a degree of attention, exchange, and purpose depending on the setting. 
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