
EFFECTIVE ACTION PLAN
PRESENTATION SKILLS



Introduction
A strong action plan loses value when nobody can follow the presentation behind it. The
Effective Action Plan Presentation Skills Training Course teaches professionals how to build
clear plans and present them with conviction. Participants learn to structure objectives,
activities, timelines, owners, and success measures, then translate that structure into slides,
visuals, and a persuasive spoken narrative. Furthermore, the programme covers audience
analysis, body language, question handling, and delivery under pressure. Delivered by
Gentex Training Center over five days, this programme suits managers, project leaders, and
specialists who present plans to decision makers. As a result, participants win approval
faster and get plans implemented.

Effective Action Plan Presentation Skills Course
Objectives
- Explain the purpose, structure, and components of a professional action plan.

- Apply the SMART criteria to objectives, milestones, and success measures.

- Build work breakdown structures that link activities to deliverables.

- Sequence activities with Gantt charts and critical path logic.

- Assign owners and responsibilities through RACI matrices.

- Identify risks and prepare mitigation actions using a risk register.

- Design presentation slides with clear hierarchy, visual restraint, and readable data.

- Structure a persuasive narrative using the SCQA and pyramid principle.

- Deliver presentations with confident voice, posture, and pacing.

- Handle difficult questions, objections, and interruptions calmly.

Course Methodology
- Practical workshops that build a real action plan across the five days.



- Presentation labs with recorded practice and structured peer feedback.

- Slide design clinics covering layout, typography, and data visuals.

- Simulation sessions with question-and-answer panels.

- Case studies of plan approvals and rejections in real organisations.

- Individual coaching with a personal delivery improvement plan.

Who Should Take This Course
- Managers presenting departmental or operational plans.

- Project and programme managers seeking funding approval.

- Business development and strategy professionals preparing proposals.

- Team leaders reporting progress to senior stakeholders.

- Consultants and analysts presenting recommendations.

- Public sector staff preparing official plans and briefings.

- Professionals who want stronger presentation confidence.

Effective Action Plan Presentation Skills Course
Outlines

Day 1: Building a Solid Action Plan
- Action plan anatomy: objectives, scope, activities, and deliverables.

- SMART objective writing and success criteria.

- Work breakdown structures and task decomposition.

- Estimating effort, duration, and resource needs.

- Milestones, dependencies, and sequencing logic.

- Documentation standards and plan version control.



- Workshop: drafting the plan structure for a real initiative.

Day 2: Timelines, Ownership, and Risk
- Gantt charts and critical path method basics.

- Scheduling tools in Microsoft Project and Microsoft Excel.

- RACI matrices for responsibility and decision rights.

- Resource levelling and capacity checks.

- Risk registers: identification, scoring, and mitigation.

- Budget summary and cost-benefit framing.

- Workshop: completing a Gantt chart and risk register.

Day 3: Slide Design and Data Visualisation
- Structuring a deck: executive summary, plan, risks, and asks.

- Slide hierarchy, white space, and typography rules.

- Choosing the right chart for each message.

- Presenting tables, dashboards, and timelines clearly.

- Avoiding clutter, overuse of bullets, and visual noise.

- PowerPoint and Google Slides efficiency tips.

- Clinic: rebuilding a weak slide set into a clear one.

Day 4: Narrative, Delivery, and Persuasion
- The SCQA framework and the pyramid principle.

- Opening hooks, logical flow, and closing calls to action.

- Storytelling with evidence and examples.

- Voice projection, pacing, pauses, and body language.



- Managing nerves and building stage presence.

- Persuasion techniques and stakeholder framing.

- Practice: delivering a five-minute plan pitch.

Day 5: Questions, Objections, and Final Presentation
- Anticipating questions and preparing answer banks.

- Handling objections, interruptions, and hostile challenges.

- Managing time and staying on message.

- Using a Q&A panel simulation with peers.

- Handling hybrid and virtual presentation settings.

- Final assessed presentations with structured feedback.

- Building a 90-day personal presentation improvement plan.

Conclusion
By successfully completing the Effective Action Plan Presentation Skills Training Course,
participants will have acquired practical knowledge of SMART objectives, work breakdown
structures, Gantt charts, RACI accountability, risk registers, the SCQA narrative structure,
and confident delivery techniques. In addition, they will present plans that decision makers
understand and approve. Gentex Training Center delivers this programme through recorded
practice, real plan-building workshops, and assessed presentations, so participants apply
their new knowledge immediately.

FAQs



Q1  What is the "Effective Action Plan Presentation
Skills" course about?
The course teaches professionals how to build structured action plans and present them
persuasively. It covers objectives, timelines, ownership, risk, slide design, narrative
structure, delivery technique, and handling questions from decision makers.

Q2  What are the key benefits of the "Effective Action
Plan Presentation Skills" course?
Participants secure approval for their plans faster and with fewer revisions. Furthermore,
they present with confidence, answer challenges calmly, and make complex plans easy to
follow. As a result, approved initiatives move into execution sooner and with clearer
accountability.

Q3  What skills will I gain from the "Effective Action
Plan Presentation Skills" course?
Participants gain action plan design and structuring, timeline and risk planning, slide design
and data visualisation, and persuasive presentation and question handling. These four skills
combine to turn sound plans into approved, funded initiatives.

Q4  What tools, methods, or standards are covered in
the "Effective Action Plan Presentation Skills" course?
The programme uses SMART criteria, work breakdown structures, Gantt charts, the critical
path method, RACI matrices, risk registers, resource levelling, the SCQA framework, the
pyramid principle, Microsoft Project, Microsoft Excel, PowerPoint, and Google Slides.



Q5  How is the "Effective Action Plan Presentation
Skills" course applied in real-world practice?
Professionals apply it when pitching departmental plans, requesting budget approval,
reporting project progress, presenting recommendations to boards, and briefing senior
officials. In addition, they use it for client proposals, funding requests, and internal change
initiatives.


