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Paper pattern of Soft Skills 

Total Marks 100, Time allowed-2 hours 30 minutes 

Section A-Descriptive Answer type questions- any four out of six- 60 marks 

Section B-Multiple  Choice Questions- 40 questions- 40 marks 

STUDY MATERIAL 

SUBJECT- PRESENTATION SKILLS(SOFT SKILLS) 

Q. 1  Name the different parts of a report and briefly explain the purpose of each. 

Ans. The different parts of a report are 

1.Title-  

A report must always have a title indicating the subject of investigation, the period and location of the 

problem investigated. A long report has a full title page which gives the title, the name of the person 

who assigned the report and the name of the person/ committee  who prepared it, with, month and 

year of  submission. In a short report, the title appears at the top of the first page, before the text of 

the report, as  follows: 

Report of Committee 

appointed to investigate 

the decline in sale of cycles 

in Tamilnadu 

between January and July, 2023 

In an individual letter form report, the title is in the form of subject  line, indicating only the topic, for 

example: 

Subject: Decline in Sale of Cycles in Tamilnadu 

Between January and July, 2023 

2. Terms of reference- 

This is the first section of the report and is numbered. It gives (i) details of the assignment and (ii) the 

purpose and scope of the research. 

(i) Details of assignment include: who assigned the report and/ or appointed the committee and on 

what date, names of the members of the committee, how the committee was appointed; it also states 

what is the assignment, what is the date for submitting the report, and whether the report is expected 

to make recommendations. If the assignment is made by letter by the CEO or any other authority, the 

terms of reference must give the number and date of the letter, the name and title fo the appointing 

authority, the purpose of the report, and the tiem allowed.  

3.Procedure- This is the second section of the report and is numbered II. It states the methods used 

for collecting information. Ikt begins with the meetings held by the committee, for example: 

*The committee met three times, on 26th July 2023, and 20 and 25th August 2023. 

The committee’s work of investigation is recorded in passive voice, for example: 
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*Meeting were held with the members of the panchayat 

*All the three sites were visited by the committee 

4.Findings- This  is the third section and is numbered III 

The presentation of findings is the main part of the report. The collected facts and information have 

to be organized into a presentable form, with headings and sub-headings. 

The mass of collected information is analyzed and divided for easy and readable presentation and the 

units are joined byanumbering system. This section may end with a brief summary of the most 

important findings or some conclusions which emerge from the findings. If the conclusions are very 

important and significant, there may be a separate section with the heading Conclusions.  

5. Recommendations- This is the last section and is numbered IV. Recommendations are proposals 

for action suggested by the report writer to the appointing authority. Recommendations should be 

written in the same order  as the problems are stated in the findings, as far as possible. They may be 

numbered, and must be in the same grammatical form.  

6. Signature, place, date- 

A committee report must be signed by all members of the committee. The signatures are on the right. 

The place and date are on the left. The date is the day of submission of the report. 

                            Place: Mumbai 

                            Date: 23 July, 2023                                     R.B. Wadekar(Convener)  

                                                                                                C.K. Patnaik 

                                                                                                 J.J. Mehta 

Q. 2 Mention types of reports and explain them. 

Ans.  Reports may be routine or special.  

Routine reports- Routine reports are usually forms in which blanks have to be filled in or multiple 

choice statements are to be ticked. Report forms must be prepared  carefully to ensure that the 

management gets complete information. 

The following are routine reports- 

(a) PROGRESS REPORT- A progress report gives information about the progress of a project or a 

task which is in the process of being completed, such as construction of a building or manufacture of 

products or implementation of  a scheme. This report is also prepared by filling in a standard form 

periodically.  

(b) INSPECTION REPORT- An inspection report is submitted as soon as an inspection is carried 

out. It is necessary for detecting any irregularities or deviations from standard practice, in day-to-day 

work ;  for example, internal audit reports. While inspection of machinery, buildings, and property 

may be done at regular  intervals, audits and inspection of work and systems may be done by surprise 

check in order to ensure that they work properly at all times.  

Printed forms and guidelines for checking may be provided by the authorities; otherwise, experts in 

the field, like engineers, auditors, etc. use their own guidelines and formats for inspection reports, 
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(c) PERFORMANCE APPRAISAL REPORT-This  report is periodical  and is usually prepared by 

filling in a form. It is meant for assessing and recording the performance of an employee. Every 

supervisor has to fill  in an assessment report for each of the subordinates, annually. Performance 

appraisal helps the superiors to assess performance of individual employees. On the basis of these 

reports, decisions about promotion s and other benefits are taken.  

(d) PERIODICAL REPORT-This is prepared at regular intervals on the working of a section or a 

department. The information required is of a routine nature and can be easily tabulated; hence it is 

prepared  by filling in a form.  

Special reports: 

(a) FIRST INFORMATION REPORT- This is required when there is a disaster like fire, building 

collapse, robbery or accident in an organization . It is prepared by a responsible person on-the spot or 

the person in charge, for submission to a higher authority, for example the branch manager prepares it 

for submission to Regional Office or Head Office. The report has to give all the information which is 

available immediately after the incident occurs. It must state what happened, about what time, who 

first noticed it, and what steps were taken immediately. It also states the extent of destruction or loss 

of life, property, important papers, etc. as can be estimated immediately. A First Information Report 

(FIR) is always written by an individual.  

(b) INVESTIGATION REPORT- This is written after making a thorough study and inquiry. An 

investigation is made when there is a problem and the management needs to find out the causes of the 

proble,, and needs suggestions for solving it. For example, falling sales, declining deposits in a bank, 

many customer complaints, losses in a branch, etc.  

(c)FEASIBILITY OR SURVEY REPORT-A Feasibility Report or Survey report is reuired when 

an organization intends to launch a new product in the market, introduce a new service, ormake any 

major changes that may affect the compnay’s customers. The proposed field or area has to be 

surveyed, and its conditions observed and recorded. The factors to be noted and recorded depend on 

the purpose of the survey. The purpose may be to consider the suitability of a site for a factory, to 

evaluate the feasibility and financial viability of a proposal, to survey the market and to estimate 

damage.  

A survey may be made by an individual or by a committee, depending on the size of the survey to be 

made. For example, if a factory is to be established, the survey involves a great deal of work, and a 

committee would be appointed; if damage to a piece of machinery is to be surveyed for the purpose 

of estimating the loss, an engineer can do it alone.  

(d) PROJECT REPORT- A project report is written after a proposal takes shape, and after the 

preliminary survey has been completed, It describes the proposal as projected into the future, 

showing the cash flow and expected results. It is used for planning and also for convincing others, 

especially sanctioning and funding authorities like government departments and banks.  

A project report is not assigned . It is prepared by persons who want to get their proposal sanctioned.  

Q.3 How to rehearse a presentation? 

Ans. Following are the essential elements to rehearse a presentation- 

1. Practice as though you are delivering your speech-Reading  your material quietly at your desk 

have some value, but it can’t take the place of active rehearsal. If you will be on your feet 

when you deliver your speech, stand up when you are practice. Rehearse out loud as often as 

you can. Find a place where you can move, gesture, and experiment.  
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2. Record yourself (audio)- Record yourself delivering your speech on a portable device, such as 

an MP3 player. Listen to this recording as often as you can. Review your delivery while 

driving, working out, or shopping to become more familiar with the material and helps you 

memorize keyparts of your presentation. 

3. Record yourself(video)-Record a video of yourself practicing your speech. Use a simple 

camcorder or a digital video recorder, which is a camera that records video in a format you 

can play on your computer. Recording yourself with a camera is a powerful rehearsal 

technique because it provides candid feedback. The camera records everything you do, good 

or bad, so you can review your facial expressions, gestures, and nervous habits.  

4. Ask someone to critique you- Enlisting someone to critique your performance helps 

youpolish these rough spots. Have a trusted friend, colleague, or family member watch you 

rehearse your entire presentation. Try to deliver your speech as you would in front of an 

audience. Ask them to be honest and constructive with their feedback.  

5. Use visualization- Visualization is the technique of forming a mental image or vision of 

yourself performing a task and can be a useful tool as you prepare a presentation. Imagine 

yourself delivering your presentation. Close your eyes and develop a mental picture of being 

introduced, speaking confidently, and your audience applauding. 

6. Rehearse a dry run- If you can access the room where you will make your speech, rehearse 

there before anyone else arrives. Go through your presentation and make sure everything is 

working properly. Walk around in the speaking area, and sit in the seats. Seeing yourself from 

your audience’s perspective helps you decide wher to stand, move, and how loudly you need 

to speak. 

Q. 4 How to deliver an effective presentation? 

Ans. Effective presentation can be delivered professionally. Following are the essential elements to 

deliver an effective presentation- 

1. Gesture appropriately- Your hands can help you communicate an idea if you them 

appropriately. Most people use their hands in everyday conversation. Gestures help reinforce 

what you are saying and make you more visible when speaking to a larger audience. When 

gesturing, let what you say trigger the action. For example, shrug your shoulders when you 

are asking a question, or extend your fingers when continuing to add a visual dimension to 

your words.  

2.  Use the power of pauses- Pausing occasionally during your presentation can dramatically 

increase the impact of your words. People pay more attention when the incoming information 

suddenly stops. You can use either short or long pauses.  

3. Speak naturally- don’t read your speech- Inexperienced speakers often write out their 

speeches and recite them to the audience. Others copy their speech to Powerpoint slides and 

read the bullet points from the screen. Both approaches are painful for the audience and 

reflect poorly on the presenter. Instead, write notes on index cards that you can glance at 

occasionally. It you’ve properly rehearsed, a simple outline should be enough to guide you. 

4. Use a sound system or public address system- If people can’t hear you, they won’t understand 

your message. Using a microphone and sound system or the public address system, if one is 

available makes it easier for everyone to understand what you  are saying. Don’t assume that 
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your voice is loud enough for all to hear. People seated in the back of the room oir who have 

hearing difficulties appreciate the added volume.  

5. Walk as you talk- Move around as you speak, but not so much that you are distracting. Your 

movements and body language can evoke interest, reinforce the emotions of your stories and 

punctuate a change of pace or topic. If a lectern is available, use it to hold your laptop, water 

bottle and speaker’s notes. Don’t stand behind the lectern unless it has the only available 

microphone or the formality of your presentation requires it.  

6. Have a backup plan- In case of power failures, equipment malfunctions, and other unforeseen 

problems, have a backup plan. Bring visuals and support materials that don’t require the use 

of an electrical outlet. A second laptop, spare bulb for the projector, and a copy of your 

presentation on a USB drive can help you recover quickly if the unexpected happens.  

Q. 5 Discuss the characteristics of a good/effective presentation 

Presentation can be defined as a formal event characterized by teamwork and use of audio-visual 

aids. The main purpose of presentation is to give information, to persuade the audience to act and to 

create goodwill. A good presentation should have a good subject matter, should match with the 

objective, should best fit the audience, and should be well organized. 

Characteristics of a Good/Effective Presentation 

1. The presentation ideas should be well adapted to your audience. Relate your presentation 

message/idea to the interests of the audience. A detailed audience analysis must be made 

before the presentation, i.e., an analysis of the needs, age, educational background, language, 

and culture of the target audience. Their body language instantly gives the speaker the 

required feedback. 

2. A good presentation should be concise and should be focused on the topic. It should not move 

off-track. 

3. A good presentation should have the potential to convey the required information. 

4. The fear should be transformed into positive energy during the presentation. Be calm and 

relaxed while giving a presentation. Before beginning, wait and develop an eye contact with 

the audience. Focus on conveying your message well and use a positive body language. 

5. To communicate the desired information, the speaker should use more of visual aids such as 

transparencies, diagrams, pictures, charts, etc. Each transparency/slide should contain limited 

and essential information only. No slide should be kept on for a longer time. Try facing the 

audience, rather than the screen. The speaker should not block the view. Turn on the room 

lights else the audience might fall asleep and loose interest. Organize all the visuals for 

making a logical and sound presentation. 
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6. A good presentation must be planned. The speaker must plan how to begin the presentation, 

what to speak in the middle of presentation and how to end the presentation without losing 

audience interests at any point of time. 

7. Rehearse and practice the presentation. This will help the speaker to be more confident and 

self-assured. The more the speaker rehearses the better the presentation turns to be. 

8. The speaker should encourage more questions from the audience. He should be honest 

enough to answer those questions. If any biased question is put forth by the audience, 

rearticulate it before answering. 

9. Summarize the presentation at the end. Give final comments. Leave a positive impact upon 

the audience. 

10. The speaker must have a presentable appearance while giving a presentation. The speaker 

should stand with feet far apart maintaining a good balance. He must use confident gestures. 

He must use short and simple words. 

11. Try to gain and maintain audience interest by using positive quotes, humour, or remarkable 

fact. 

12. The speaker must be affirmative and optimistic before giving presentation. He should ensure 

all tools and equipments to be used in presentation are working well. 

13. The speaker must state the objectives of the presentation at beginning of the presentation. 

MCQs/ Objectives-  

1. There are ___ types of reports. Ans. Two 

2. Which are the two types of reports? Ans- routine and special 

3.Which are special types of reports. Ans- First Information Report, Investigation Report, Feasibility 

Report or Survey Report, Project Report 

4. Which are routine types of reports? Ans- Progress Report, Inspection Report, Performance 

Appraisal Report, Periodical Report 

5. A progress report gives information about the progress of a project. 

6.Which of the following is NOT correct about FIR- 

a) when there is a disaster like fire, building collapse, robbery or accident 

b) is prepared by a responsible person 

c)  to launch a new product in the market 

Ans – c 

7.Who can write a report? 

a) an individual 

b) a committee 
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c) both the above 

Ans- c  

8.  An individual report is written by – 

a) one person 

b) by a group of persons 

c) both the above (a) and (b) 

Ans- (a)  

9. Which are the different parts of a report? 

a) terms of reference 

b) procedure 

c) findings 

d) all of the above 

Ans- (d)  

10. Which is not a ‘DO’ in stress management? 

a) eat a snack 

b) exercise regularly 

c) put off tasks for too long 

Ans. (c ) 

11. For a slideshow presentation___ rule is observed- 

a) 10-20-30 

b) 20-10-30 

c) 30-20-10 

Ans-( a) 

 12. Which of the following is presentation design tip? 

a) keep it simple 

b) follow the six by six rule 

c) use high quality graphics 

d)all of the above 

Ans (d)  

13. Three-second rule means- 

a) look directly at a single person 

b) maintain your gaze 
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c) speak for atleast 3 seconds 

d) all of the above 

14. Which is the program designed for business presentation? 

a) Microsoft office powerpoint 

b) google docs 

c) OpenOffice Impress 

d) all of the above 

Ans (d)  

15. Apple Keynote program can be used for the following tools- 

a) I phone 

b) Mackintosh Computer 

c) Ipod touch 

d) all the above 

Ans. (d) 

16. While delivering a presentation you should- 

a) gesture appropriately 

b) walk as you talk 

c) have a backup plan 

d) all of the above 

Ans ( d) 

17. Short pause during a presentation means- 

a) separate your thought 

b) add emphasis to key idea 

c) let audience absorb your words 

d) all of the above 

Ans (d)  

18. Long pause during a presentation is for – 

a) 3 or more seconds 

b) 2 seconds 

c) 1 sec 

19.The  body of the presentation should be broken into short and clear units 

Ans-Main 
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20.The following are non verbal communication 

a)Facial expressions 

b)Appearance 

c)Posture 

d)All of the above 

Ans- (d)  

21.The handshake that conveys confidence is 

a)Limp 

b) Firm 

c)Loose 

d)Double 

Ans (b)  

22.A presentation is a form of oral communication in which a person shares factual information with 

an audience that is : 

a)Specific 

b)Large 

c)Small 

d)Mixed 

Ans – (a)  

23.To be able to give a good presentation, a full rehearsal is: 

a)Necessary 

b)Optional 

c)Useless 

d)Audience based 

Ans (a)  

24.The three major elements of presentation do not include: 

a)A presenter 

b)Visual aids 

c)An audience 

d)Specific content 

Ans (b)  

25.Reading out a presentation is 

a)Allowed 
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b)Dull 

c)Helpful 

d)Not allowed 

Ans (d)  

26.Each member of your audience has a dominant learning style. They are visual, auditory(hearing), 

or kinesthetic( touching or moving). 

27. A rapport is – 

a) a mutual trust 

b) emotional similarity 

c) natural personal attraction 

d) all the above 

Ans (d)  

28.Which of the following should you not do to plan a presentation? 

a) analyze your audience 

b) practice nonverbal messages 

c) clarify your purpose 

d) estimate presentation time 

Ans. (c) 

29. What is a storyboard? 

a) a board you use to tell stories 

b) a template for creating Powerpoint presentation 

c) an online collection of anecdotes 

d) a planning tool for visualizing presentation 

Ans (d)  

30. A good way to rehearse a presentation is to- 

a) take frequent sips of water 

b) develop visual aids 

c) record yourself on video 

d) relax and feel free to improvise 

Ans. (c ) 

31. What is visualization? 

a) stretching exercise 
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b) method of digital video recording 

c) technique of forming a mental image of yourself performing a task 

d) technique for rehearsing gestures 

Ans (c ) 

32. When is it a good idea to use a short pause during your presentation? 

a) to add emphasis to a key idea 

b) to separate thoughts 

c) to let your audience absorb your words 

d) all of the above 

Ans (d)  

33. When you are showing a slideshow or video in a darkened room, what should you be sure to do? 

a) talk to the audience dramatically from a dark part of the room 

b) read the bullet points on the screen 

c) illuminate your face 

d) all the above 

Ans (c) 

34. What can you do during a speech to minimize performance anxiety? 

a) breathe deeply 

b) apologize often 

c) drink caffeinated cola 

d) all of the above 

Ans. (a)  

35.Which of the following is not an example of presentation software? 

a) Microsoft Office Powerpoint 

b) Adobe Flash 

c) Apple Keynote 

d) Adobe Slideshow 

Ans. (d)  

36. Which of the following is an advantage of using OpenOffice Impress?  

a) it is distributed under an open source license 

b) it is designed for online presentation 

c) it is popular with Macintosh users 
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d) it is designed for collaboration and sharing 

Ans. (c) 

37. A single visual should communicate: 

a) a thousand messages 

b) a single message 

c) six bullets 

d) something positive and something negative 

Ans (b)  

38. What to avoid while rehearsing a presentation? 

a) read your material 

b) sitting down often 

c) not to practice movements and gestures 

d) All the above 

Ans. (d)  

39.There are three parts of a speech in a presentation- the opening, body and conclusion. 

40.Which of the following is a ‘Do’ to build rapport- 

a) Interactions 

b) Eye contact 

c) Lighting 

d) All the above 

Ans- (d)  

(Source-1. Soft Skills for Everyone- Jeff Butterfield 

2. Effective Communication-Urmila Rai and S. M. Rai 

3. https://www.managementstudyguide.com/effective-presentation-skills.htm) 

(Note- The above material is prepared by Dr. Shruti D. Dabhi, Asst. Prof. English,R.C.College of 

Commerce, Ahmedabad)  

 

DESCRIPTIVE ANSWERS AND M.C.Q ON PRESENTATION SKILL (SOFT SKILL) 

(The below material is prepared Ms Pooja Gosai,Asst. Prof. English,R.C.College of Commerce, 

Ahmedabad)  

1. How can one effectively use verbal communication techniques to enhance presentation?  

Verbal communication is a complex process of exchanging information, ideas, thoughts, and 

emotions through spoken language. It encompasses various aspects, including jawbreakers, 

https://www.managementstudyguide.com/effective-presentation-skills.htm
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argumentation, and the use of suitable and unsuitable phrases. Let's explore each of these aspects in 

detail: 

 Jawbreakers: 

 Jawbreakers are words or phrases that are difficult to pronounce or articulate due to their complex or 

unfamiliar sounds, combinations of letters, or syllable structures. They can create challenges in 

effective communication because they may lead to mispronunciations, misunderstandings, or 

difficulties in conveying a message clearly. 

Jawbreakers can vary across languages and may include technical or specialized terms, foreign 

words, or tongue-twisters. 

Argumentation: 

 Argumentation refers to the process of presenting and defending one's ideas, opinions, or viewpoints 

in a structured and persuasive manner. Effective argumentation involves logical reasoning, 

supporting evidence, and the ability to engage in constructive dialogue or debate. 

Key elements of argumentation include making claims, providing reasons, citing evidence, and 

addressing counterarguments. 

Usable Phrases: 

 Usable phrases are expressions or words that enhance the clarity and effectiveness of 

communication. They are clear, concise, and convey the intended message efficiently. Examples of 

usable phrases include simple and direct language, well-structured sentences, and the use of 

appropriate vocabulary for the audience. 

Usable phrases facilitate understanding and minimize the risk of miscommunication. 

Unsuitable Phrases: 

 Unsuitable phrases are expressions or words that hinder effective communication. They can include 

jargon, vague language, offensive or insensitive terms, or ambiguous statements. Using unsuitable 

phrases can lead to confusion, misinterpretation, or even conflict in communication. 

It's important to be aware of the context and audience when choosing words and phrases to avoid 

using unsuitable language. 

verbal communication involves not only the articulation of words but also the skillful use of language 

to convey ideas, engage in discussions, and present arguments effectively. Avoiding jawbreakers, 

employing sound argumentation techniques, and using suitable phrases are all essential aspects of 

successful verbal communication, helping ensure that messages are clear, persuasive, and well-

received. 

2. How does verbal and Non-verbal communication contribute to the overall success of a 

presentation? 

 1. verbal communication 

Listening: Effective presenters actively listen to their audience's feedback, questions, and non-verbal 

cues during a presentation. This helps them adapt their message to the audience's needs and interests. 
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Empathic Reaction: Presenters should show empathy by understanding the audience's perspective and 

addressing their concerns. This can be achieved through acknowledging their feelings or concerns in 

a respectful manner. 

How to Question: Skillful presenters use open-ended questions to engage the audience. These 

questions encourage participation and help presenters gauge the audience's understanding and 

interest. 

 Stealing the Show: While it's important to be engaging, presenters should not dominate the 

presentation entirely. Encourage audience participation and interaction to avoid monopolizing the 

stage. 

 Opening Door Question: Begin your presentation with a thought-provoking or relatable question to 

grab the audience's attention and set the stage for your topic. This can pique their interest and 

involvement. 

 Conflict Situation Solving: If conflicts or disagreements arise during the presentation, address them 

calmly and professionally. Acknowledge different viewpoints and attempt to find common ground or 

solutions. 

Attack from the Audience: In case of challenging questions or criticism, maintain composure. Listen 

carefully to the concern, acknowledge it, and respond respectfully and confidently. Avoid becoming 

defensive. 

Vicious Circle of Attack and Defense: Break this cycle by actively listening, empathizing, and 

addressing concerns rather than getting caught up in a defensive stance. Encourage constructive 

dialogue. 

In essence, presentation skills involve not only delivering information effectively but also actively 

engaging with your audience, empathizing with their perspective, and deftly handling conflicts or 

challenging situations to create a positive and productive presentation experience. 

2.  Non-verbal Communication in Presentations 

 Nonverbal communication plays a crucial role in effective presentations. Here's how to manage 

stress and use body language to engage your audience: 

Manage Stress: 

Breathing: Deep, slow breaths can help reduce anxiety. Practice controlled breathing before and 

during your presentation. 

Visualization: Imagine a successful presentation beforehand to boost confidence. 

Preparation: Knowing your material inside-out will boost your confidence. 

Hand Gestures: 

Purposeful: Use hand gestures to emphasize key points. Avoid excessive or distracting movements. 

Natural: Let your gestures flow naturally; don't force them. 

Open Hands: Open palms convey honesty and openness. 

Legs and Feet: 
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Steady Stance: Stand with your weight evenly distributed. Avoid pacing back and forth. 

Avoid Fidgeting: Minimize leg movements or tapping as it can be distracting. 

Eye Contact: Make eye contact with different audience members to connect with them. 

Facial Expressions: Use your face to convey emotions that match your message. 

Smile: Smiling can make you appear more approachable and confident. 

Voice Modulation: 

 Tone: Vary your tone to emphasize points and maintain audience interest. 

Volume: Adjust your voice volume for the size of the room. 

Movement: Move around the stage with purpose, not aimlessly. 

Use Space: Utilize the stage to engage different parts of the audience. 

 Visual Aids: 

Integrate: Use visual aids to enhance your message. 

Point: Direct your audience's attention with gestures towards the visuals. 

3. Audience Interaction: 

Engage: Ask questions, encourage participation, and respond to audience reactions. 

Active Listening: Show you're engaged in the conversation through nods and gestures. 

Mirror Audience: Subtly mirror the body language of your audience to build rapport. 

Confidence: Maintain an upright posture to convey confidence and authority. 

Remember, practice is key to mastering nonverbal communication in presentations. Record yourself 

to identify areas for improvement and seek feedback to refine your skills over time. 

3. How can incorporating feedback enhance your overall presentation skills and effectiveness? 

 1. Feedback: 

Appreciation: After a presentation, express gratitude for your audience's time and attention. 

Acknowledge their presence and thank them for listening. 

Critique: Be open to constructive criticism. Encourage your audience to provide feedback on your 

presentation content and delivery. 

 

2. Paradigm of Human Cooperation: 

Communication Barriers: Understand that various factors like cultural differences, biases, or 

preconceptions can hinder effective communication. 

Mitigation: To overcome these barriers, practice active listening, empathize with your audience's 

perspectives, and use clear and inclusive language. 



 

16 
 

 3. Defense Against Manipulation: 

Critical Thinking: Encourage your audience to think critically. Present multiple perspectives and 

credible sources of information. 

Transparency: Be transparent about your intentions and avoid manipulative tactics or hidden agendas. 

4. How to Say NO: 

Assertiveness: If faced with a request or question that doesn't align with your presentation, politely 

but firmly redirect the conversation back to your topic. 

Respectful Decline: Use phrases like, "I appreciate your question, but let's focus on the topic at 

hand." 

5. Stress Management: 

Preparation: Thoroughly prepare your presentation to boost confidence and reduce stress. 

Breathing Techniques: Incorporate deep breathing exercises before and during your presentation to 

manage anxiety. 

Pause: Embrace short pauses during your talk to collect your thoughts if needed. 

6. Image and Etiquette: 

Professional Appearance: Dress appropriately for your audience and the context of your presentation. 

Punctuality: Start and end your presentation on time to respect your audience's schedule. 

Courtesy: Be polite and respectful in your interactions with the audience, including during Q&A 

sessions. 

Remember that presentation skills are not just about what you say but also how you say it and how 

you engage with your audience. By mastering these aspects, you can become a more effective and 

influential presenter. 

MCQ- 

1. What is the first step in preparing an effective presentation? 

a) Creating slides 

b) Practicing delivery 

c) Defining your purpose and audience 

d) Choosing a presentation topic 

2.  What does we use for presentations? 

(a) Power point 

(b) Word 

(c) Office 

(d) Document 
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3. Which of these must be avoided in any presentation? 

 (a) Proper Grammar 

(b) Complex words 

(c) Short sentences 

(d) Clear voice 

4. How can we deliver the right message to our target audience effectively? 

(a) With Researched, planned and prepared professionally 

(b) Casual 

(c) Superficiality 

(d) Unprepared 

5. A good technique to get your audience attention. 

(a) a statement made to surprise 

(b) asking rhetorical questions 

(c) asking introduction to the audience 

(d) none of these 

6. The tone of the presenter should be: 

(a) loud 

(b) clear 

(c) low 

(d) soft 

7. Using your whole body to communicate is called what? 

(a) miming 

(b) sign language 

(c) body language 

(d) gesture 

8. Which of the following is NOT a suitable phrase to use during a presentation? 

a) "In conclusion, I'd like to summarize our main points." 

b) "Uh, I guess that's all I have to say about this topic." 

c) "Let's move on to the next slide." 

d) "Now, let's address some potential counterarguments." 

9. What is the primary purpose of argumentation in a presentation? 

a) To confuse the audience with complex language 

b) To entertain the audience with jokes and anecdotes 

c) To persuade the audience and support your main points 

d) To make the presentation longer and more detailed 

10. Which of the following phrases is suitable for transitioning between presentation slides? 

a) "I don't really know what to say next." 

b) "This slide is pretty self-explanatory." 

c) "Now, let's delve into the details of this chart." 

d) "I hope you're not getting bored yet." 

11. What is a key component of effective listening in communication? 

a) Interrupting to share your own thoughts 

b) Providing immediate solutions to the speaker's problems 

c) Paying full attention to the speaker without interrupting 

d) Pretending to listen while thinking about unrelated matters 

 

12. What is an empathic reaction in communication? 

a) Ignoring the speaker's emotions 



 

18 
 

b) Expressing understanding and empathy towards the speaker's feelings 

c) Criticizing the speaker's emotions 

d) Changing the topic to avoid emotional conversations 

 

13. How can effective questioning enhance communication? 

a) By asking only closed-ended questions to keep the conversation concise 

b) By avoiding questions altogether to prevent misunderstandings 

c) By asking open-ended questions to encourage discussion and deeper understanding 

d) By asking personal questions that may make the speaker uncomfortable 

 

14. What is the key principle of “steal the show” for presenters? 

a) Talking as much as possible 

b) Focusing on your own needs and agenda 

c) Making the audience the centre of attraction 

d) Avoiding eye contact with the audience 

15. What is the purpose of an "opening door question" during a presentation? 

a) To confuse the audience and test their knowledge 

b) To provide a clear conclusion to the presentation 

c) To encourage audience engagement and invite questions or discussions 

d) To keep the audience focused on the speaker's message 

16. Which of the following is an example of verbal communication during a presentation? 

a) Maintaining eye contact with the audience 

b) Using hand gestures to emphasize key points 

c) Speaking clearly and articulately to convey ideas 

d) Smiling to appear friendly and approachable 

 

17. Non-verbal communication includes: 

a) The words you use and their meaning 

b) The tone of your voice 

c) The structure of your presentation slides 

d) The content of your speech 

 

18. What is the primary purpose of using gestures and body language in a presentation? 

a) To distract the audience from the content 

b) To make the presenter appear more fashionable 
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c) To enhance and reinforce the spoken message 

d) To convey complex technical details 

 

19. Which of the following is an example of non-verbal communication during a              

presentation? 

a) Providing statistical data on a slide 

b) Making direct eye contact with the audience 

c) Using persuasive language to convince the audience 

d) Using a microphone to amplify your voice 

 

20. Why is maintaining good posture important during a presentation? 

a) It helps you avoid making any gestures. 

b) It demonstrates confidence and professionalism. 

c) It allows you to use excessive hand movements. 

d) It helps you hide nervousness. 

 

 21. What is the primary purpose of seeking feedback after a presentation? 

a) To prove that your presentation was flawless 

b) To receive constructive criticism and improve future presentations 

c) To celebrate your success with the audience 

d) To compare your presentation with others 

 

22. When is the best time to ask for feedback from your audience? 

a) Immediately after you finish speaking 

b) A few days after the presentation to give them time to think 

c) Never, because it may lead to negative comments 

d) During the middle of your presentation to make adjustments on the spot 

 

23. Which of the following is an example of constructive feedback? 

a) "Your presentation was terrible." 

b) "I didn't like your choice of topic." 

c) "You spoke too quickly, making it hard to follow." 

d) "You should stop giving presentations altogether." 

 

24. Which of these is a sign of under confidence? 

          a) Speaking and naturally shifting your eyes around 
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b) Transfixed on one face 

          c) Pointing your finger 

          d) Using your hands 

25. What should you do with the feedback you receive from your audience? 

a) Disregard it, as you know best 

b) Implement all suggested changes immediately 

c) Evaluate the feedback and use it to improve your future presentations 

d) Share the feedback with the audience to see their reactions 

 

26. What is a common tactic used by manipulators during presentations? 

a) Providing clear and credible evidence 

b) Appealing to logic and reason 

c) Emotional manipulation to sway the audience 

d) Encouraging open dialogue and questions 

 

27. How can critical thinking help defend against manipulation during a presentation? 

a) By blindly accepting all information presented 

b) By questioning and evaluating the information and arguments presented 

c) By agreeing with the presenter to avoid confrontation 

d) By interrupting the presenter with counterarguments 

 

28. When should you seek additional information or conduct research to defend against manipulation 

during a presentation? 

a) Never, because the presenter is always trustworthy 

b) When you have a gut feeling that something is not right 

c) Only if you're the presenter and want to prove your point 

d) After the presentation to avoid confrontation 

 

 29. What is the purpose of expressing appreciation in feedback after a presentation? 

a) To criticize the presenter's flaws 

b) To make the presenter feel uncomfortable 

c) To acknowledge and highlight the strengths of the presentation 

d) To discourage the presenter from speaking again 

 

30. Which of the following is an example of an appreciative comment in feedback? 

a) "Your presentation lacked clarity." 
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b) "I appreciated your engaging storytelling." 

c) "You should never present on this topic again." 

d) "Your voice was annoying throughout the presentation." 

 

31. Why is constructive critique valuable in feedback after a presentation? 

a) It helps the presenter feel more confident about their abilities. 

b) It identifies areas for improvement and growth. 

c) It avoids addressing any issues to spare the presenter's feelings. 

d) It encourages the presenter to continue as they are without change. 

 

32. Which of the following is an example of constructive critique in feedback? 

a) "You should never present in public again." 

b) "Your use of statistics was confusing, consider simplifying." 

c) "Your presentation was perfect; don't change a thing." 

d) "Your outfit was not appropriate for the presentation." 

 

33. How should a presenter respond to constructive critique in feedback? 

a) Ignore the feedback completely 

b) Become defensive and argue against the critique 

c) Consider the feedback and use it to improve future presentations 

d) Thank the person for the feedback and make no changes 

 

34. What is the main principle of the paradigm of human cooperation in feedback during a 

presentation? 

a) Competing with the presenter to prove one's point 

b) Collaborating with the presenter to enhance the presentation's quality 

c) Ignoring the presenter's efforts and focusing on personal opinions 

d) Undermining the presenter's credibility 

 

35. In the context of human cooperation in feedback, what is the role of the audience? 

a) To challenge and criticize the presenter at every opportunity 

b) To provide constructive feedback that helps the presenter improve 

c) To remain passive and disengaged throughout the presentation 

d) To dominate the presentation and overshadow the presenter 

 

36. How does the paradigm of human cooperation benefit both the presenter and the audience? 
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a) It creates an environment of hostility and competition. 

b) It fosters mutual respect, learning, and growth. 

c) It encourages the audience to be unresponsive. 

d) It prioritizes the presenter's ego over audience engagement. 

 

37. .Presenter’s facial expression should be. 

(a) aggressive 

(b) shy 

(c) natural 

(d) bored 

 

38. What should you consider when defining your target audience for a presentation? 

a) Their level of expertise 

b) Their favoritecolor 

c) The length of your presentation 

d) Your own interests 

39. What is the primary purpose of a presentation? 

a) To showcase your knowledge 

b) To impress the audience with your expertise 

c) To effectively communicate information or ideas 

d) To entertain the audience 

40. In what situation is it advisable for a presenter to say "no" to feedback? 

a) When the feedback is given by an expert in the field 

b) When the feedback aligns with the presenter's original intentions and goals 

c) When the feedback raises valid concerns about factual inaccuracies or ethical issues 

d) When the presenter wants to maintain complete control over the presentation without 

considering any external input 

 

41. Which of the following is NOT a key element of a successful presentation? 

a) Clear organization 

b) Engaging visuals 

c) Excessive jargon 

d) Effective delivery 
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42. What is the recommended approach for handling questions from the audience during a 

presentation? 

a) Ignore questions until the end of the presentation 

b) Politely answer questions as they arise 

c) Respond with sarcasm to challenging questions 

d) Refuse to answer questions to maintain control 

 

43. What is one effective way to manage stress during the feedback session of a presentation? 

a) Ignoring any feedback that causes stress 

b) Taking deep breaths and staying composed 

c) Reacting emotionally to every comment 

d) Blaming the audience for causing stress 

 

44. How can a presenter improve stress management during feedback? 

a) By interrupting and arguing with anyone providing critical feedback 

b) By acknowledging their emotions and taking a moment to compose themselves 

c) By dismissing all feedback as irrelevant 

d) By avoiding eye contact with the audience during feedback 

 

45. Why is it important for a presenter to maintain a professional image during feedback? 

a) To intimidate the audience and discourage negative feedback 

b) To build trust and credibility with the audience 

c) To downplay their expertise and appear more relatable 

d) To dress casually and comfortably to convey informality 

 

46. Which of the following actions can help enhance a presenter's image during feedback? 

a) Wearing pajamas to appear comfortable and relaxed 

b) Maintaining good posture and making eye contact 

c) Responding aggressively to criticism 

d) Avoiding any interaction with the audience 

 

47. What is a common etiquette guideline for presenters during feedback? 

a) Ignoring the feedback and continuing with the presentation 

b) Interrupting audience members while they provide feedback 

c) Listening attentively to feedback and thanking the audience for their input 

d) Criticizing the audience's intelligence if they provide negative feedback 
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48. How should a presenter respond to constructive feedback with good etiquette? 

a) Become defensive and argue against the feedback 

b) Listen actively, ask clarifying questions, and express gratitude for the input 

c) Ignore the feedback and move on to the next topic 

d) Criticize the person providing feedback to maintain dominance 

49. What is a useful technique for maintaining audience engagement during a presentation? 

a) Speaking in a monotone voice 

b) Reading your slides verbatim 

c) Asking questions and involving the audience 

d) Avoiding eye contact with the audience 

50. Why is it important to rehearse your presentation multiple times before delivering it? 

a) To waste time and procrastinate 

b) To become more familiar with the content and improve delivery 

c) To rely on improvisation during the actual presentation  

d) To ensure you exceed the time limit 

 

 

 

 

 

 

 

 

 

 


