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Watch Video 1: Identify and Analyze Your Core Competencies and Key Skills

https://www.youtube.com/watch?v=DJfubKPZLXU

https://www.youtube.com/watch?v=DJfubKPZLXU
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https://www.youtube.com/watch?v=YhF-Z6xSXs8

https://www.youtube.com/watch?v=YhF-Z6xSXs8
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Formulate your goals positively

Progress/ degree of completion

Goal must be influenceable

Aim high but realistically

Fixed deadline
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20: 80 Principle
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10 

Min.

IndividualAim: Analysing your personal planning capabilities, 
and improve on making a priority-decision
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Aim: Analysing your personal planning capabilities, 
and improve on making a priority-decision



https://www.youtube.com/watch?v=fbAYK4KQrso
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▪ acknowledge what you have achieved

▪ save mental energy 

▪ be purposeful and realistic

▪ meet deadlines and keep up with work

▪ have effective study time and effective relaxation 

▪ Enjoy yourself without guilt and worry
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20

Min.

Group of 
2-3

▪

What did I postpone? Positive Consequences Negative Consequences

Aim: Analysing your personal tendencies for postponing things and 
learn new perspectives of how other people handle the problem. 
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Productivity Boundary

Average Productivity Curve During the Day
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In Germany the concept of time has a significant status. Time is regarded a 

valuable resource (personally and for the company). To be efficient, it has to 

be utilized in the best possible way. This is one of the reasons for the strict 

division of work- and private-life. 

,,Erst die Arbeit, dann das Vergnügen!“ 



Time Management Techniques for Productivity

https://www.youtube.com/watch?v=IGVQPU-L7cQ

https://www.youtube.com/watch?v=IGVQPU-L7cQ
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,,There are only two types of presenters in this 

world: 1. The nervous. 2. Liars. 

-Mark Twain
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▪ Every presentation needs an outline/structure 

o For your own orientation 

o For the audience to follow the content

▪ Don’t over-complicate (Not more than 1 level of sub-chapters) 

▪ Mention the structure on each slide (heading) 

▪ Do not forget to include a summary/conclusion                                           

(5 most important points)

▪ Plan the extent of your structure accordingly (less is more)

▪ Ca. 2 min per slide (Shorten if necessary) 



▪ Font Size: min. 8pt; Hierarchical levels according to content: bigger 

headings and subsequent levels smaller

▪ Font Type: subtle type e.g. (Arial, Times New Roman)                                                     

not too arty; stick to one, do not mix! 

▪ Accentuations: use sparingly, not too much bold or italics 

▪ Design: neat and simple; consistent 

▪ Colour: not too many different styles, utilize contrasts; not too dark; 

Rule of thumb: a change in colour represents a change in meaning



▪ Sentence structure: short points, use notes/bullet points, no overly 

long quotes 

▪ Amount of content: no overload! (less text is more); pay attention 

to consistent spacing 

▪ Length: in correspondence with the given time frame, do not exceed, 

keep conclusion/summary available to skip to when time is running out 

▪ No. of slides: rule of thumb: not more than 2 minutes per slide                          

(in relation to max. time)



Power-Point: 

▪ Too much text on slides

▪ Spelling mistakes 

▪ Exaggerated design (colours, font types, images)

▪ Too many special effects (use animations scarcely)  

Presentation: 

▪ Read from the slides/notes  

▪ Run trough the slides  

▪ Ignore the audience 

▪ Slides do not match what is mentioned in the presentation 

▪ Speak too fast, too much, too long (time management!)  



Presentation Skills to Leave an Impression

https://www.youtube.com/watch?v=MnIPpUiTcRc

https://www.youtube.com/watch?v=MnIPpUiTcRc


Dialectics

Behaviour

Facial 

Expressions
Language

Eye Contact

Gestures
Being Friendly

?
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▪

▪

▪

▪

▪

▪

▪

▪



Facial Expressions
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Germany: Everything 

okay!, 1

Other Countries

West Africa and the Middle East, 

including Iran, Iraq, and 

Afghanistan, the gesture has the 

connotation of "up yours!"!”
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Public Speaking Tips We Can (But Shouldn’t) Learn From Donald Trump

https://www.youtube.com/watch?v=05tp0VscN8A

Rhetoric Stylistic Tools- Learn How Not to Do It- Donald Trump

https://www.youtube.com/watch?v=05tp0VscN8A


If you have problems starting a discussion:

▪ Mention a current topic (e.g. news) in relation to your presentation

▪ Polarize

▪ Have question asked trough an „accomplice“  

▪ Make up a story „I was asked during the break.“

▪ Ask a trivia question

▪ Talk to people directly 



▪ Have a pause to think

▪ Repeat your last statement

▪ Go back to the last slide 

▪ Move on, you can come back later

▪ Consciously control your breathing 

▪ Security through an accomplice in the audience (Pre-selected 

acquaintances that bridge blackout with questions) 

▪ Admit a blackout (Audience will understand, move to the next point)



Exceed speaking time

Speak to fast

Mumble 

Inappropriate gestures

Read instead of speaking freely

Different Font Types/Sizes

Too many colours

Exaggerated animations

No Structure

Too much information

Not engaging the audience

Bad Jokes

No Questions
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Individual
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Aim: Practise speaking freely on a specific topic

under pressure. (Like in real-life meetings). 




