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Tntyoduction - |

In this Chaptes, we @ill explote the importance
of d'?ressinﬂ and Ehoomfr\j, ax ell as +he imPacd'
1hey have on personal image and seld- con fidence:
A8 a Student, Yyeu arye at an age Wheve C|€V‘€'0Pinj
goocl  dyessing and grcoming habits can Signifi -
cantly conits bule 1o Youry cvegali Pffﬁf‘)omalf-{j
anc ZelT pyesentatien.

DRESSTNG FeR sUccpss

Q- hat 18 appgo priate dvessing for Successy
Diessing appyepriately is e€sseniial in both
academic and Professional SeH ings: Lipen You
clvess Well, you Not only eveate a positive
1IMP1ession on ol heys put alse feel move conf
clent and {ocused « Heve arve Some +4ips for
d¥essing fox Success.

1} Dhessing accosding 40 the Occasion
Undetstand the clyess code forv diffesent evenig
0% Situations. preasing appiopPyiately shows
Yespect {07 the occassion and those Avourd Jou.

2 Build a veysatile Wardyobe \
Invest in egsential pieces’ |ike well- Fiited
Avousess , skints, shivts, blouses, and & blazer |
Having a few wvevsalile Pirecel allows Hou 106
mix oncd match Various outfits. R
E :
13 Petsonal siyle

‘Nhile follewing clyess code, cdon't be afvoud |

i‘ro IncoT posate Yous Peysenal glyie- Expiessing




| Yourself thyougqh  Clothing can beost Qe f
}'Comﬁdence. ?
2> Pay AtHlention dc Cricoming |
Dvessing well goes hand in hand aith proper
' grooming - ENsure Your Clothes AQve clean, ivyoned. |
ond 1 geed condition: Maintain pPessonal |
éh_jgie,ne and qvcoming habits, inciuding weqular
haitcuts and nail cave.

DRESSTNG FOR CONFIDENCE
@ How cloer clwvesdsing boost Your confidencey
Youxy appeavance can gignitFicantly (nfluence
yout self-confidence and how You Pevceive

yousself . Wihen You fee) qeod bout how You

look » it Ppositively impacts yours adtitude

ovnad inteyactions wmith others: Heve ane

gome ways to dyess fov confidence .

N Weas clethes that Fit well

Til- Fi1ing ciothes can make YHou Ffeel Lun-
Com fovtable and getlf- Cconscious: Choose Clothes
that Claiter Yous body +ype and meodee '
you Teel comfovtabile- :

2) chooge colois that Suit You |
DiFrevent co1018 camn evoke diffevent emoli-
oNs cund MmMoods. Finds colours that Comple-

mend Yoeur skin fone and make You Fee)
Vi byant.

3D Pay Atterntion 46 Accessorieg | ‘
Rccegsovies can €nhance yeouy owdlit andadd
a touchh of Pessonalidy.yse Accessoticg to |
expyess yous sSidle , but aveid geing oveyheasd

4)stand 1a1) end own yous styre
confidence comes {vom within. stand tal),




mMaindain Jood Postuve , and embyace Yous
Unique style with Pride.

G ROOMING

This Involves gpeaking with piofessionalism cund
TN a way dhat conweys yegpeet T0v Your audience.
iI’r Inecludes avoiding Jasqon ; USIiNg appyo priate
language oy Yyous tFopic, and talking jn o
|Manney that cenveys Intelligence and tyusi-
10T thiness.

Trn communication dkills "gucoming " gefess Yo
jCUl-H\la’rfnj a pPolished and mofessional Pevsona |
thyougdh atHteniion 4o Pevsenal appeavance, bedy |
5 \qmauaﬂe ,and %ocial efiquette 1o create A, |
Positive £ivst imPressien- T+ involveg aspects
\tke neat a4tive, qeod hj‘f]i'eﬂe; confident
postuve and gesfuves, effective agpeaking ,
active listening and palite {ntewvaction +o0
pvoject pyofessionalism , conflidence and |
ecompetence TN 3ccial and professijonal Settings. |

Do's fo7 Daessing aind Giooming

') Do DiesSs Appropriately oy 1he Occassion
condicdley +he event @t setting and dves8s accond;.
Ngly -« Foltew dyess coede for foxmal, casual o

piofessional gathewings.

2) Do year well-itied clofhes

' Cchoose clotheg that £it Your body ghope well.
well- Lifted clothes enhance Yous CpPearance

ond mMade Yo4 feel move confident . |
ig) Do maindtain {]ood Pevs0na | hjg(e_ne

- Requlay'y bhathe, brush Jyout +eeth ancd Groom

| Jouy haig . Crood Pevsonal hygiene iag essential

!—ﬂb'ﬁ a Neat and PO]ig;h{o\ look .




L) DO keep Your clothes clean ancd Wwinkle
}-'.f’a.ff_’ \

: Ensuve YyouvT chotihes ave clean , i3oned ,

‘and in goed condition . I Jucdy appearance

Emakeg a Posi4ive | mpyession.

5) Do RAccesgonize +thoughifully

Add @ccessories Ho complement Your owdfit,
;skxch As a watch, scasf, ov simple Jwelvy,
Rccessorsies can elevate Your ook .

16) Do dvess fovy comfost

- PUICTIti2e comfovt @hile choosing Your owdfit
When you ave comfostabie; it weflects in
'Yous  body language and confidence .

17)Doe embisace Youy peyscnal siyle

| Dress in always that gellects Your peysonma-
ity end individualily. Expyess Yourseld +hvocgh
' Houry clothing choicesn, ‘

1g) Do Pay Adtention 40 Gwooming - |
Maintain a Well- gqycomed Aappeara nce s Ingd-
wding clean nails | well kept haiy, and
tTimmed facial hair.

9> Do choose colouvs +had Com Ple ment Youwr
Slein 10ne

Ex Pesi pment with coloyss 10 £ind énes {hect
St gou best and enhhance Hous Compiexion.
16) Do clvess with wvespeet fov diversity

Be Mmindful of cutural and weligious aensidivi-
tiet When diessing, €2pecially in diwerse
Se-Hir\j.




DC‘H‘D {or D"af ;ﬁ(] CLnC‘\ C“mccrtmﬂg

.....

D Blelaly Cv{n(l’bfgs R | (anles oless |
|H\IOId LredTing ewesly Fovmal O0Y Casual cUrH‘fe
ot AN €vent . Dyeas appyopyiotrely ghows vespect.
2y Don't Lueas HA - Fi4ding e lo4 hez :
AVoid clothes +hat ave +toe F1ght 6% Yoo 1003ge.
i) Fitding clothes eam appear sloppy aund
‘uncom fortable .

Dot Neglect PC¥3C Na| HYygi1ene.

Maindecun qood Pessonal byqiene |hc|udmj |
‘d3ceming and cdental cave , +0 Avoid tnpleagant
odots 6% appeavance.

4) Don't owvexclo Qccesscvies

]ﬁvmd weaying too many acce’sosies at once,
L as it can owveypowes Youw owtfit and [ook
%C\u+1efed

15 Don't Totlow Tvends B1indl

‘while it 13 good 1o be fashionable, con't feel
obligated 1o foliow evevy 1wend - ghick +to
:whoi suils your siyle cnd pevscnality.

G) Don't pieax Olnmagfd o3 3tained clothes

Avoid weasing clothes With Visible teaTs ,
Stains oy fading. optr foy well. maintained
clothing.

7) Den't fov9et About footwear |
Pay attention to YouT Ffootwear. wovm-out |
07 ditty shees can detwact from an etheswise
' Well dyessed appeqgwance. |
‘% Dond ovevUuSse F'aajfﬁdﬂces

CApply Pexfume oy cologne gpawingly. stvong
ccent can he owrpoweying andl mMay bothey

]
f)))th?nSt he 1?16€n51+l\ff 10 dress code

Respect dress code TN Various env/gonments,
1
1€uch O3 sSchool, Wogk OF ’U‘ellaloug Seﬂlhﬂs.




16) Den'+ SAcwy £ice comtost for style “ :
Uhile  jooking gtyqlish ia important , Priovitize
comfost and eay clothes that make Yo Teel
?GUF €ase . By JPoHowingj hege cdo'as and den'ts |
Jou can ensute that present Joursed eonfi- |
:C|E’_rﬁ’l|j and ’DQQQP('?CTﬁuH:‘ +hiough Yourw Qlve - |
8Sinq  eund oo Ming chofres , Rememben , dvessi-
Ng ancd Qr0oming awse about feeling qood

and expyeasing auwthentic aelf. givike

balance befcueen 3tyie oand com{ort Aaned et .-
Jous Pervsonality ghine 1hyough. |




5 ‘/jf_ETZ_C - W RITING

Tntyoduction
pS8peech 18 The act of public sPeaking. T4 5
commlini caling vexbally o oxally 1n {yont
of a qwowp of People gatheved {or meeting,
' Seminar o1 confeyence . Speaking I nlfyont of
lazge awudience can be fovmal et ad30 I nd{orma,
Speech 15 A cyucial osal communication medium
that adlows 1he gpealkkey o Convey [n{ormatien
Veshally 40 41he auclience. Tn meetrings , Semi-
NA13, confesences etc - SPeech 15 1ypically he
most e frective medium Hfoy communicating
the messaqe .
2) Speeches axe yeally powesful . .They hawve the
Powers 40 {3anafosmm oy aocumtance thethery
hosiile 03 Amicabl®e N10 anothey . They have
the oJoi\Hj 10 both bhighten O elease 1en-
Sion. T+ B8 imPossible 4o (wnhdesvatlue e
impact of well- Wsidden, motivational, 1ns.
Pisational end thoughti Provoking gpeeches.

TYpes of s peecheg

Speeches courn be 0f Vazious types i pyile
in{ormadrve spt:ech@-:rlq@ pcisuasgive gpeech,
3) lelcome SPeech 43 Thijocucing 10 & Juegt
5) Fayewell speech €) vote of + hanks

1D Ti’\-pc'fﬁma']iv@ SpPeech )

D An infosmative gpeech 15 one Whoge
main objective ja fo deline , exPlain,
descvibe ov cdemonstyate somelhing . nn ;.
foimative gpecch aaims +o Provide infosmalion
extenaively , +thovougnly , compPyehensi veiy
anc cledsly 80 +that +he aAQudieénce coun Aldsnsy,

| the content-




D The woay you stiuctyye Youy sPeech wry)
Vary based o0 whethet yeu arge clefining
explaining  descsibing ot demostiyating and |
o8 0N Yous gpecifice obj@c}i'v@.-

1) Visual adds work effectively in in{os-
ma tive demonstration speeches 4o demon-
stvole 41he procesg STEP-by - shep using meal
pos1d ilems.

2 ) Peysuasive speec h

3Peecher interned 10 pessude audiences to
aci oy alier 4heiy minds boat a Subject
AYE known As PpPeygualive Speeches . Ldren
mﬂkl‘ﬂg A pPeysualive aﬂsgumeh“f,g-Ta’re Hour
PosSition on @What 15 good And wphat i5 had
and the wealon why You belicyve So styayg.
hiway » Yyou should intyocluce Yous +hesis
statement at the outsel. This conwveys to
listeness +hat You wish jo Convince tnhem
of Youx Poinl of View because youxy qoal
15 1o pessuacle fhem by means of |egqic
and sealoning .

D Llelcorme speech

N (uelcome Speech magks the Stag) of (]nj
Spec}cl( event oy CJCCC‘S&BI"O.O "a‘equi‘m'nj e Aoryrm|
Oper\(mj. T% Cou\d be a %emiﬁﬂ‘f; Gues! lectu~e, |
 WotTkShop , Ind ucdien, asienfation and. much move -
T+ 1S ediquete to welcome an individual or
Ayourp 10 an O019onizationN with a welcome Speech-
Tt is a fosmalily {hat malkes people Leel cuel-
Comed, Suppovtea and motivated .

}Exmmple of JLlelcome Speech

" Good Motning one cand @il present heve| T

!Clm pvl'vi]«eﬂtd 1o hawve the pleagant task of




}: |
elcoming “the Juest Fathering {5 4he incluction :
ef £iv8T Yearw students. On behalf 6f ¢ name of
The institute), T extend a wasm tueicome 40
The chief CruegtC name of the chiel guesty
Pryincipal + Heads of +he Depasiments, Stafp,
Parents and the fixvs1 YJear stademisa . T wequest
the princiPal 4o felicitate 4he honowable
chief quest Cname): Now T Tequest our Principa
c named +0 addtess the audience .

il S

Exevcise: Pvepave gpeeches foy +he following
situadions

D As a student coosdinator , diaft a coelcome
speech fox the Papey Presentation cempetition
o3ganized by Yous depastment -

W As a facully cCoordinatoy, dwaft a cuelcome
Speech fos the inawguyal function o o
social activity osqanized by Mouyw inshitute,

) Dyad + o vrelcorme Speech fov Dr- Ehave, an ‘
inclugtyiadist  f3om Yous wFeqion coho is inuitd |
1O Yousw Institute fov o talk on ' Ex Pectations
of 1he Andusgtty fyom 4he ciploma holders!'

{l'> SPeech (o fr‘v]‘a’cducfﬁ_(] a gLIE’SJ{'

Thevye ave many professional and aAcademie
Ciycumstances that caly fov a quest speaker.
T You ate evey in a posiiion of indseduein |
guegt speakeis ther i1 will help you 1o know
how Yo delives Youyx (ntyocductions in a (ay
that 18 (AnfdyY At ve enferfaining and easy
fo tndesatand - While intioducing quest spealkery,

Hﬂ@ Puvpose 18 4o infotm 4he Audience of the
Jopic , the Fopic i3 welevance 10 +he andience




\and “+he specker’s geievance 4o that topic .

| Bxample of infyoducing a quest speakey at
A schoo| Event ’
Maood Morning &eyone | |
Toclay we have a vesy special Juest with Us |
Who 1a hexve 10 Shave their incvedibl€ Jouynej
and Tnspive Us alj- [ Grueat spPeakes's name]

ls a wenowned [occupation/Title] and Someone |
who has made a significant impact IN[ Fieidf
Avea of Expertise] .

"Thff’j nae achirevee aeymnagkable sSuccess
and have pgueycome challenges thiough
havd osK cnad cdetrermination. But what |
thuly sets them apast is theiry Passion |
Loy fﬁ\]ing pback Fo the C_Ommuﬂi%j aﬂcl
helpinﬂ ST HPTS

Thelw arony 13 Not only motivaling but alse
et Yemipcey that with dedication cnd a
positive mindset, we can achieve cnything
e Set ouy minds to.

S0, ©@thout Fugther ado, lel!s wavmiy wel-

come [ Gruest speakes's Name] 10 the staqe
e can't wait to heay their inspizing ogs
cnd learn Pyom  theiy €xpesiences."”

Exevcige © Prepane gpeeches foy the 'rOI\OCDihj
situations

D Youxy depastment | Tnstitute has otganize
' a quest Lecture on 'skill India". Intyoduce
;”'rlf\e gpealﬁ{i“ﬁ” to the clucd ience .

12) DIoft a speech 1o indsocluce the chiel quast
| Fov the Fivst Year T nduction pPyogyam o¥qani
2ed by Your institute.




3 Dja ¥4 a speech F0 Intvecluce +he Chier quest
D3 Mehta who jg invited 40 conduct a thywee
Aaqys ootkshep on ! Goal setting .

3 Favewel|) sPeech by an Employee

Creod  evening evevyone |

T+ i difficult 4o express ™My fee\ings today
as T cm |eaving..... . Lhen T Jot hexve
30 many Yeadss Aa90, T neverx %ealired how
connecteol T Was 46 hawve Such a wWarm

Community of People azound me . Many 4im-

<2 T have humbhled by the kindness of
Jous hearts. Tommorw T ®Will Wake Up fn
my nNew Vife, Tuly of Yet-to-be wealized

opposiunities, and empty of Yourw company .

T W be in o S’r"scmge_ lim bo CCasgtie)

43 NVote of Thanks

Piesenting Jyote of thanks at +he encd of
any function geemsg +o be vexy impottant
since 11 will be a beginNing Fox the next
Fuanction . 5a4ing thanks 1o everybody i{h-
OBt missing a |ingle Pevson s an As+t.
Heve 15 a common ligt 0F membess o cOhom
We have 10 thank. This 18 forv any ecucati-
onal institution. fox other ovqanisalions,

HoU have to select Accoxding +o the hieva-
vchy .

A foundes of tne Tnstiution
bYHeadd of the instiiution

¢y Divectoss | Vice Pyesidents

d) Head of +he Depastments
ey facuities

£y Students




D Press Peopre
) ofrice pdministration
1) Non- Teaching facullleg
D Falate office

Ky Nnd ail 0theys

Goed  €vening aul

As @l qood 1hings come to an end in life,
we hardly wealize +hat we weceive a gyeat
deal mMo¥e than we give , and that s only
with gratidude thail life pecemes wich. On
behalf of ¢ Name of the Tnstitute), T dqke
1his Opporiunity 1o puspose Vote of Ahanks.
Rt the oulsetr , T thank ous ¢hiet Guest {or
tocday CNamed. giy we axe Yeally englitended
by douw Presence. T would like +o extend
Yy g»‘fa-’.i-\ucle +o +he mar\&ﬂemenf Lo qiving
Us this platfosm o concluct this ITnaugyal
funclion. We axe +hankfu) 10 our honovabie
Foundeys pyesident € Name) cnd Foundes Secvey
1a7y ( Name) fos gracing this eoccassion.

T expPae’s ™My Sincese thanks TO the
Ditectors of all institute’ foy Theiy pyesence
today . A special thanks Yo the o0¥ganiaing
committe teaching 4 Nnon- 4eaching giapp
Fov theiy wnatined guppost 4 cordinadtion,
The Success af this Tnaugoal Fanclion s
incompiete ®ithou! thanking +he faculiy
oand teams Pasmticipating . ouy heastfett Yhanks

jo each and eweyyone In mMmaking Ihis ewvent
‘& Vibyant saccess and MemoFeble - Thank You

A oy coming and being o wWondesfu |

cuolience . With theése waym wosds and kind
mMess3age , W MOWVK 10 {he end of today's

: fﬁC{u_~
Ausai {unction: )




'i Fxewre ige ' P’ue_\ocwe_ SPeeches fov +he -Fo\loa;)i@
' Situations

M) Your 1nstitute has oTganized dn jntercol).
| eqiate fechnical event- ouive vate of +hanks
4o W) cencexned Membess .

2 The 5Ports Fvenits o0rganized bj Hour 1nati.
Tute hawve tome 40 am end . As a spost N
Chazge , Jiwve Vote of +hanks.

'3) PyepaTe Vote of thanks fov +he Pnnual
C\‘a‘rhef‘ﬁnﬁ ot Hour institule .




5.2 Powes Point Presentakion

Tntvoduction
1In dthis ¢hapter, We L3l €xplove +he essenti
al €lements of c3eating elfective PowerPoint
Presentations. A Q)@Hrc\esijned Pyesentation
can caplivate You AQudience and enhance
the impact of Youx mMessaqe- Lells cdelve
into  the key aspecis of layout, {foni size,
and ¢olods  combinations. PYePaAsing @ Power |
Point  Presentation invelves caveful Planning,
iINforsmation effectively r Hexye's o step- by
Step quide T0 help you (yeate a compelling
Powespoint Pyesentation:

D Define Youw purspese and audience:

Tdentify the main pugypose of qous pyesen-
tatlion and who Your Favget Oudience 1s.
JUnderstanding YMour audience ill help oy
tailor Mous content 1o theiy neeels and

i Nteyests .

2y Outline 4Youw content . |
cHeate AN ocuwtline {or Houw Presentation,
07gonizing the main pornts and key me-
ssaqes you wWant to CONvey * This Will Sexwve
as the backbone of Youw Powespoint.

3) Choose a Suitable Desiqn

select an appropyiate powesPoint template
0y Theme that compiements 1he topic and
tone of Youws presentation , keep the C}ggt-ﬂn
simple, ¢clean and Visually O—PPE’O-lfﬂ\j.

4) Limmi3d 1he Numhery of &lides
keep qous Piesentation concise and Auoid

OWRTwhel ming Youry auwecicnce wWith Too « Creneraiy

d



16- 20 slides aAve sufficient for a standard
Presentation mMany 3Slides -

5) Use Clear and concise tex}

keep +e¢xt+ on each 4glide brief and easy to
vead. Use hullet Points o1 Shost phyases
rng’re_a_o,' of {ohg Pa*sa\fj‘yaphs- l\vofd usi‘ng oo
many faney fonta and stick 10 a cleas and
FJeadabie [onq Styte -

6> Ulilize Visuals : Tncospoyate Yelevant jmages
chatis , gvaphs, and diagwvams 46 suppost yoqy
Coantent and moke 1he presentation Visualty
O_\Dpecuiﬂﬂ' Visuals can helPr =~einfovsce Youw
messaqge and leep the Qudience enqaged -

7)) Mmaintain cemnai1sient dovmal l'ﬂ(J 5

Ensuye consistency in font size |, calpuyg
scheme | and adignment thyoughout +he pye.
geniation. This gives YHouw powespoint a
polished end pyofessional Jeok -

&) pdd +vansilions and onimationsCoptional)
Use slide {yansgitions and Animatieons speari-
Ngly 40 add a fouch of dynamism +o yous
pyesentotion Howeves, aveid owrusing
Yhheme , A3 exces3sive animakbions can dist-

Tact Fyom Yous Coentent.

4> Pwvactice Hourw cleli\m'h‘j '

Practice pyesenting yous powerpoint muliiple
times +o become famijliags eith the flo®
of the content. This il help you clelivery
Yyous speech condidently duging the aclual
piesentation. |

10) pvepase {ov @ 4 RA: | |
Anticipate potential questions douws audience
may hawe and be prepaved 10 answes them

dusing the @ ¢ A session ofter Youys presentation




1> Rehearge 4iming
Time Youy pyesentation §0 ensave 1t Fits

!%‘hﬂsouﬂh 3licles of €xXceef
2yaave and back up YouTs pvesentation
lgave Yody  powespoint payesentation and
create @ backep copy o avoid any podential
| data loss -

Remembery ) QA auccesstul pome'spoiﬂ‘r present-

Adion i a combination Of compelling content,

enqoqing Jisuels ;| and coenFident clehwngﬂ.
wh  carefal pyesentation and pyactice; You

can delives AN \'mPO\c\-Fu\ and effective
piesentalion that esonates @ith Yous audi-

ence -

DO0's and Down'is of powes-point P esen-fal (o

Do's

D keep |1 Simple

Stick o a ctean and wncluttesed design. puoid
‘using Yoo Many colodss {fonts,; oy caanimatisns
that may distwact {som Youx content.

.2) Use cleaw and QPN\&‘O\&’ {ont

choose {onis {hat ave easy 10 wead, even
f~om a Aisteince. sans- sest{ fonta \tke fAyial
0T calibsi ave good choices toy hody fext.

3) Use high - AQuality | Moge
Uze melevani and high - vesolution images that

Enhance Yous Message Avoid using bluysy

0% Pixelated 1mages .

4) Be congiatent 1 Maintain a consistent clesign
~ Thyought Yhe prvesentation, inciuding font siyies

ding the Yime [imi,

*I




1
]

Coelours | crnd fOKma¥{inﬂ-
5) Limit text on Slides ! |
Use bullet points os Shost pniases instead
of long PpParagvaphs- your slides should be
a Visual agd , not a gewipt:

O Wilize slide tvansitions and animodiens
Q\?n'tiiﬂgl_j :

Use tyocinsitions and animations 10 add o touch
of  Professiondlism , bui cwvoid owesusing them
as they can become disfiracting.

7) Pyactice yvour o\e\i\ﬂmj

Reheasse youry Pyesentabon multipie imeg
to become familiay with 1he content and
ensuve a confident cdlelivery

/

&) Enqage Yourw audience

" back or Yhe woom.

Use gatorytelling , aneceots |, oy intevactive
elements 10 keep Yous cludience engaged and
Intesesteol.

g) Use CrsapPhs and chasts:
Tncotposate Visual aids like graphs and chasts
1o Pyesent data and statiglics effeciively.

10} Praoolveac Mour Pregsentation
cheek {fov sPelling and grammoiical €vvors
before cdelivesing Yody pyesentation.

Donisg

.DOV‘QT\O(\(‘\ slicles with fext:

Avoid crvamming too much text on oNne aiide.
Keep i+ concrise and focus on kkey poinis.
2)Use small font sire !

Use {oni 8i12es8 +hat ave laxqe €nouqh fo¥
€asy veading , €8pecially fog +nese in the




3) Re\y 40 mueh on slide 4vansitions:
Dot wely Solely on slide tyansitions el
animations to impress youy Audience: content
and celivery ave move [mMmpostant -

4) Use oo many alide eflects

AvVoid excessiye animadions, saund efp

‘ ects
0% Flashy 4yansijions that can be distge

'CJrl'nj.
5) Pepend on the Presentation ecdene
Borm wead dizecily fyom the alides. Use

them A5 visual adds 4o suppost youy speech,
Net Aas a acwjpt.

6) Use Cop\jm"ithreo_‘ mMatevial without Pe¥mission
Aveid using copyviqghnted jmeoges, gideos oy
content edithowl PIoPes pesmission o
atisibulion.

7 Rush Jhvoudh the pyesenfalion

Don't TUsH J;hTotLﬂh youy slvdes ov 9o

100 {ast: Pow time {ov +the audience 4o
psocess the jn{os madion,

g>J Neluele Tyvelevan+ Trlemolion «

Stick 40 the main JopPic and Auveid C,Lclc]inﬂ
iTselevant content that m™may confuse Houy
auoli ence - - ' |
) Tusn Mour Back 10 the F\uolfencef
Maintain eye contact corth Hours aucience |
and avorid Jusning Youw beack 1o them
whilte mefewring +0 the slides.

10) fovget o0 @ave a Backup:

D\\UOG:\S Save O bhackup copy of '\\jou:ar pw%6€n+,
atrion {0 avoid losing Yours wOOsK 1N Case
of technical issuey. |
By folle®ing these do's and don'is you can
cxeale a well- cyafled and enqaging Pouey-




Peint Pyesentation that effectively conueys
SJEHT  Rea30ge ol caphivede MOUT G Bhoe)

LATOUT

The \OthuT e HJouy Pryesendation Plays a

Cyucial mole In CconVeying iNnfosmMation cleasly

and 1091 cally - Hexe Qve Ssme \Ojou’f +{pPs .
A) xeep it clean and 3Tmpie

Avetd clufjer anc excessiwve texi. Fach Slide
Shoutd focusa on one Main Point ox idea.

B) Use Consistent 3slide design

choose o consistent backgyound , font Stqies,

and colouy Scheme dhyouqhout tHhe pyt3enta.

+ion. This (veates a pyofessional and Conesive .

loo k. -

O o0M9anize content H levaschicalty
R¥singe Content @ith a cledary. hi ewofychjf
Using head ' Ngs Subheac ings end buliet
points 1o sStyucturye Yous indovmation.

P) VHlize ecohite apace:

PO ample white SPace avound text and
gsaphics to enhance veoadability and visual

&‘ﬁpeaj.
£ Balance tex}y and visuals .
Use Visuals  such Qs imeges, chagts and diag-

TAMS, 10 complement 4Yous 4ext Gnd malce
the pyesentalion Moie enqaging .

IONT sI2F

font 8i2e is a cvucial aspect of pyesental jon

cledign, as it detevymined wvedability and ensuves

Youy cuclience cen easily follow Yours content .




Heve axe Some font size quidelines. |
A)Title Ton+t \
Use a boled and lavges Hont sire for slide titier.
This ghould be the mMost pyominent text on
trhe slide.

B] Bedy fonit:

Choose a cleay and veadable font of +he main
content « The secommended font sine fos bodly
+ext ja Jypically between 24 16 32 points -

el '?Subhe:clc_liﬂgs and buliet Points: |
Use slightly amattey {ont sre Loy SUbheaa]ian-.l
and buliet points , Usually between 24 +0 2.5
Points:

DD Avoid €xcess1ve font yagiation : |
atick 10 Jwo 07 thyve font gires t0 maintain
consistency and Visual hasmony .

ColLoR CcomBINATIONS

AY colourchoices in Houw PowerPoint pPyesen-
1tation can €voke emotions and influence
howo  Yourw Audience Pevceives yous content
conaider the following 4ips Fov colourw
combinations:

B) Limidt the Coloy Palette: choosea hay moni-

OUs colour acheme wilth 2 104 pyi maty |
ColouT1s « Too mMany colours can be d"‘S'T’?IQC-J;irB.-Ml
¢y contrast Lo ~eadabilitg @ Ensute the~eis
Sufficient contryast befween the bpackground
ond text colouss 1o jmpwvove legibility .

D) Cornaistent coloury Usaqe: maintain consistency
in colouy apelication acyoss slides torv a
Cohesive and Professional look. ‘




D consider cultusa)l meaningsa! Be mindfu)
of cultural associations with Colouts | A5 +they
Can Vavy |n diffesent Tegions o5 contexis.

FYUse cotour +o highlight {nfoomadion : Frmploy
Cotlout 1O emprasize ey points, data o hea.
dings , quiding the audiences focus .

SIS ST S Sl e e

Communicadion B

Tt ia onether mode of cemmunication . Evewy
Vet bal communicalion Fequiges Non N¢exbq)
codes guch as facial expiession , gestuwes
postuves etc. mest of \isteneiss fail in um ‘
ceysfanding the lanquage but can tindeyst-
ands fo non verba) Coces t Fuven the iflidesate
can tndesstand nNon-\Mrbal \clr\g(mﬁe becaq%‘
1t i85 ®ithout U&e of ords.

1m fPcs tance of Non verbal C‘mc\ (]aﬂ Ph | Ca
Commun tcation |

D T1 i3 used to ~wepeat the Verbal messaqe -
2y T+ 18 Used 40 GQecent a wozd .

3) T+ Fequlates intevaction.

) T+ ma~y Substijute the wrbal Message
capecially £ 11 15 blocked by noise.

)Tt 15 significant in intescultusal aituation. }
Non vevybhal cermnmunicalion

The communicteitihoat Using words' with the
help of exPiessicng, bedy lanquage | sounds,
signas @and Symbols {3 kneown A3 Non- Veiha
communicalion: Tr it qyaph, chast, sound ,

Sgmbols , colouts, body mowements and gilence
OV U,




TYPe: 6F Non- veaba) Communication :
Theve ave {wo Fypes of Non-Vesbal Commu-
Nicedion.

1y Body language

29 Visual 0¥ graphic languoge

D(%Odj ‘Gﬁg Lagqe :
‘Bodj e nquage includes

A) Posture
b) facial expvession

c) Fye - Contact
d) Dve’s aund apPeasance

ed silence

A) Posture ;-

postuye means position of +he body - postuve
sefens to the manner in which @ pevsen
Stands , sits oF walk: When & Speeker siants

exect ; 't sugqests Ahe gpealces's confidence .

b) Facial ex pPyvession .

Erlectiveness of communication depends tpon
the Pryoper co- ovdination belween facial
and werbho) expyession: kloids mMay \ie bat
expression don't - Pleasue, hoppineds SLWPT\‘sle |
Seyt0, wosvy , wegvet | anges , \ove, satista- |
chiom And nesvoudneds a~e cleasly commu-~ |
nicoted thyouqin facial expPYession,

€ E{ e~COo NYac ,‘

Eye contact ~eveal fhe wondesfu) wosid of
meaning « @ithout eye- Contact NO cormmunicaki-
oy takes Place - A confident look a4 the audi
ence ®ing half of dhe bati\e - Fyes ave the




@indotds 40 Soul: Eye Contact establishes o
vappost  between 4he sendey and  the ~eediver

d) Diess and CLpPPeq st te

Out dyessing paitern shows cut Status and
aftifucle - One must clyess accesding +o
occassion «- The dvel’s code ~eflects Commun{-}j,
egion ; couniyy, Freld of otk etc: kie con.
sidey (ell dyessed pexson moye sSuccessfay
and move inteliqent .

o) Silence |
Silence speaks |oudey than wovds . If the
SPealcer s expressing gtief | theve 15 Silence.
Silence helps In 3olving heated aAtgument:
T{ a Sludent fails 4o do his homewosk

he @ill wemain silent Y0 the tcaches's ermu|
51 e-

2:- Visua) o3 qQ¥aphic language .

The message nhickh s +vansm 44 <o Frvough
asaphs, chasts: s19ns and Symbols , maps,

Postess; Colouss is Called as yisual o3 qGraphi-
ca) cammunicedion.

Advantage of Grsaphical communiced ion -
DT+ has an impPact en the aAQudience.

2) Tt is effective

5) T4 i easy 6 und e stand |
4% Easy o com pPye hend

| 5) Pictuves and gsaphs help Peopie remembey ‘
+the matter fos a longes time.




Discclvantage of Gyaphical communicadion |

DY) Lengthy of wosdy message cannot be Con-
ey eodl -
2) T+ 18 one way Cemmurnicadion

a) Tt is mote &Xpensive than O0ther meons
of communicedion.

NON VERRRL coDpps -

) kinesics -

T+ 13 one of the Dbwanch of =xience in
which +he 'welation of body movements!
ave kindly stuclied @ith the help of eye
contact , gegtuve,; Postuve; body ™Movements
and facial ex pYessions:

A EYye contact:

T3 has veyy much significance in face to
face Communication - T4+ shows acceptance
of wecetwWt . The Pasitiive acceptance 3 Shown
by €4e Contact: kihich can encoysage the
asendey . Rbsence of €4e contact shows lack
of intevest.

b> Grngru-vm;,i

GeatlNes means the motion 0f the Tace,
Cbedy oy limbs used 10 geinfovce Something
that 16 40 be cConwe y 'QQ‘ Gregtuves Qe U eeol When




{qu PevsSon  do not knNo  eackh Other's \anqua-
ge: Yhe heasing and spealking impPaived pngi.
N1y depend wpon j¢SW1€3 {fos their sign
language .

5"‘0 Exammﬁs Cocdes _Tf\ean‘m,g
L Nedding of the head ' destuves  Undewstand i
2 3csaiching of the head gestuves puazie

3 MovemMent of the head fjngrum SO».:H(\‘S no
Side 18 side |

| ) Postugeg

Postuves mean an at+itude ov position Of
bodj' a qoed  Postuve jndicates a confident
Aattifucde. T+ vefers +o +he weay one stands,
Sits, and walk €3 dvopping shoulder and
Piotwuding Stomach indicate the spealker |
is discoursaged.

d) Body m™movement

Body movement indicotes the message to |
fhe sendey and +4he weceiwy. pAny kind of

- body movement including Parvalanguage tike
Voice modulation, Jawing , velaxing and SBilence .
ol a7e +he body movemen+

€) FPacial ex Pression - |
Al the facial ovgans ave the effective T




' i - . ]

o

IN communication: ELlectiveness of communicad
on depends on the pyopers < o~ovdination bei-Q
ween facial ond Usbal expression: face ia
the most €xPpensive Past of human body l‘
gellects Yhe feelings oy emotions. |

) Dwess

A good dvess coede fors the occassion gpeaks

well a pevsen: Tt is impovtant fov Sspeakey
|

sshe (4 40 addyess a 1aTg< audience to |
be well odresged + Tt Gains the attention.

gy vocalics

j'\fOl'-C}UC s also known Qs pavalanguage .
| T+ 18 o Study of human voice « Veice (5 |
o ITmpostant Ffacter tn oval corn rmunicadion.
vocalic wefers to voice ‘hat ia sound, fone ‘

anad gpeeeh -

on diffevent occagdsions and {07 diffevent
puUYPoges , COTHMUNICatOT Uses the Voice with |
difrevent tone, sound and SpPeech. ‘

25 Proxemics:

Proxemics means nNeatneds . T1 means use

of space by human being to ommunt cate

 cestain mMessogqe . Tt s 7elated 10 distancing.
N lewvel of mutuad Umdms*tand{nﬂ 18 Cﬂa’hee‘j
\between two Pperssons When thexe XSS meem;m\
Tn a communication aituation theye i3
Physical Aisfance between +he sSpealkes and ‘

the weceiver. PTOXEMICS is aelated to Y houq his
Judgqments cnd Shasing expeytige.




£b Examples | codes

mecfm'ng
) office in Posh Pyoxemies Wrqh ey
aseq sta tug

2y keeping coaf Q’B’O%lﬂd DYOXemics eS0T red
the back oFf chaiy Chadiy
3) Chyonemics !

chyo Nnemics vefexs 4o ‘usfn_a] of fime' wnene-
vey we take \ong time C_thp\éﬁfi’ messaege.
i+ Showse oux liking and Aishking 6f doing
Something . chyonemics |3 4ime lanquage that
spea¥s about the pPesson. prompPiness 13 h:ﬂmj
Valued by Americans. who become insulied

much fagler by being kept aiting ov a

Visitoss owerdue awyival. ous Uge OF Misule
of +ime ~eflects our 8incexity oy (NSincevity.

Sr. | Examples cocdle  Meaning |
\ A37iINIing late for claqs chyonemic [T¥8ponsiye

2 Retusning \ibyavy book

Afrery the exPity of cJu:aC I ‘Csmpatjnk
. dadte | '

3 Pelay fo- Meeling
4> Avtifacts

In a body lanquege non-veshal communy—
cation code ig “the Qotifacts 1-e- Qccessovieg
ia getr anothey featurye hich has a defi-
Nnite communication Value: The Accessories
on body as well a3 0m objects Convey yagioys
SIgnals- T+ conweys the 44pe of intevestsof

Chyonemics LN PUA chual




| Q@ Pewvson:

The adccessotied on body ave no Adoubt the

clothing  fivst . But Ythe otbes Accesscsies’
like oxnaments | spcctacles | even Bendi' ave
indication of status , gex, 1nfeveRis etc.

5) Haptics':

Haplies ia gelated +o ' human Jouch' vasi.
ous Jouches meflect diffesent mMessagqeg . |
Tcnces +ouch of PRarentis makel UL feel |
Very secuve and Contident |
Hard Jouch ™May mMmake {35 1qated o annoy-
oNnce . aagsiousd 4ouches e¥iects cave, Concern,
affection | encouragqe ment ; {yiendliness |
liling dt‘Sln"lcfr\gr Wiclence | hate T ear cte.
{ouches hawve exact meaning at exact time
and intensity . |

Q@ qﬂ“‘""w




! @ueshion Bank
| Unit= V¥  Paesentation Skills

5 .

Py - Windeq 2027 |
C-¢ Attempt any Twoe of the follewing . mane.
a) Draft a speech intyoducing the chiel

g yesi Invidea forv the Flocution COmPe-{-iHOh
otqanised by jouw college-

b) Ahswer the folowing questions.

1} Explain the impoviance of cdyess and
grooming ai the coowkplace.

iy state four Commonly uUsed qgestuwes.

1) List fouxr 4ips 10 make an effective

- Powew point presentation .

PYQ — Summes 2024 |
©c Rllemp) any Two of the Polloc,o!‘nj~mcmk%12~|
Q) Draft a speech 10 intyocluce the chief
guest fov the Fivst yeay Trhduction Progvam
otganised by Your [nstitate.

b) Explain gestuse and postuve s a form of
Non Veyba] communication ith examp)eg .

PY@ - Ldinfex 2024

Q-6 (Z\Jr-.]_emPJf any Two of the ‘FO|]_OCDirlrj~ m':mks—lz_l
a) Yous Trstitute has ovganised Inters collegiate

Technical Paper Presentation. Prepase a Vote
of thankas fot the sqme.

b) Answery the following questions.

1) Explain the imporvtance of Eye contact !
in Communication. |

i) Explain the aspect of body lanquage ' egtepver
and Posiuve Cith appyopryiate examp)es




| i”) Sstate the guic\eliheg for ‘Dwegs cm,cl
l: Crxoomirﬁ' at the (otskPlace . -' ‘

’i_‘%tlmmews - G ON &

[@~6 Aitempt any qwo or the Fol\ocs:inaaﬁhfskéu_[
'b) Answey the following questions .

13 Wdhat 18 body language s What ave the
‘iCJSPC‘CfS of boay iqnjuaﬂeg

%fD lvife Fody fips 1o give effective Powen
 Point Pregentation.

iy Wwite fous tips fos dvessing and |
9voomMinNg forx the IntesView. !

|

) Draft a (oelcome SPecch 00 the occassion
L of ' quest Lectune! otTganised on the
toPic ' Pevsopality develepment .
|
dinterx-—2025

|

@ dtemer any TWo &f the following: Masksz_ |
a) Dyalt a Vole of +hanks gpeech fov the
"Alumini athesing’ that has been ovganised
b:‘ Hous institute

'b) Answey the following questions:

i) List four examples of gestymes that a~e

éUSed N Communicafion and gtate cohat
- these gesgtuves indicales.

i) 8tate the im Portance of facial exp«essfof-:,
In Context ®@ith the pPyesentation.
) ExPlain the impostance of appyopyiate }
dressing and groeming @t e CX0gK Place

e G

27)6|L6

f




