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1.  Presentation  Skills 
  n  Making a good introduction
  n  Structuring a presentation
  n  Recognizing ways of improving body language
  n  Using your voice effectively
  n  Closing your presentation with impact
  n  )andling diècult Ruestions
2. Meeting Skills   
  n  Chairing and leading discussions
  n  Planning a meeting
  n  Conducting a meeting
  n  Creating an agenda
  n  Ending a meeting
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