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Welcome Note

Hi there! It’s wonderful to meet you again.
It has been a busy month for us. We are renovating our new
office and will be moving in by May. Lots of sorting and
packing going on. The hardest thing is saying goodbye to my
current office which has also been my second home for the
past 10 years. A lot of great memories. We will keep you
updated on our new office in the next newsletter!
Recently we started sending weekly tips via Whatsapp
groups. Our participants will receive weekly bite-sized tips. If
you were one of our participants and wish to receive the
weekly tips, do drop me a message at 6011 3340 6839. Don’t
worry, no spamming with good morning messages!
Training Managers, check out our Communication Skills
Coaching Program on page 16. The sessions are done one-onone or in small groups (max 5 pax). The coaching sessions are
customized for C-Suite level executives who want to speak
with clarity and authority.
Lastly, I wish you a happy and productive month ahead! Stay
safe
Best regards,
Sumathi Krishnan
Director | Principal Consultant
Stratford Training & Consultancy Sdn Bhd
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ABOUT SUMATHI

PRINCIPAL CONSULTANT | DIRECTOR
STRATFORD TRAINING & CONSULTANCY SDN BHD
BA HONS (TESL), MASTERS IN TESL (MESL),
CERTIFICATE IN TRAINING PRACTICE (CITP)(UK),
CERTIFIED EXECUTIVE COACH (UMCCED),
CERTIFIED NLP PRACTITIONER (NFNLP)

Sumathi started her career at Universiti Sains Malaysia as an
English language teacher. She founded Stratford Training in
2003. She specializes in programs such as Presentation Skills,
Customer Service Skills, Business English, Effective Telephone
Techniques, Personal Branding, E-mail Etiquette and Business
Writing. She also conducts one-on-one and group coaching for
clients to enhance their communication skills.
Sumathi believes communications must be clear, concise and
authentic. Although the communication process is simple, yet
many of us may not get it right. This is where she shares
techniques to simplify communication to get the ideas across
clearly and correctly.
Currently, she is the Secretary of the Malaysian Association of
Professional Speakers (2021-2022). Her interests are cooking
(Asian & Western), baking, classical Indian music & dance, movies
and traveling.
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Latest Happenings
About 20 staff from an insurance company participated in our
business writing program conducted online from 10 to 18 March.
Although it was an online program, there was great
participation and engagement. Discussions went well in the
breakout rooms and participants produced great emails!
Here are some comments from them:
The biggest takeaway/ learning which I have gained from this
program is
(are)...
I have learned how to write emails better and use the formal
writing in the email.
So much love for Ms.Sumathi's presentation! Easy approach and
understandable. Suitable whether you are a beginner or semiadvanced.
I learned how to structure the email. With the email structure,
it makes email writing easier. The instructor also shared a lot of
phrases to use in email. Improved my email writing.
Is to make my writing short, simple and easy to understand to
my readers
On 11th March, there was a follow-up session with two coaching
participants. This coaching program was designed to help
these two new hires manage enquiries on their medical
diagnostic equipment.
The main program was concluded a few months ago. It was
heartening to hear that they were both coping well at work.
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Latest Happenings
On 16 March, we conducted a business writing program for a
Customer Service team from an insurance company. Handling
enquiries and complaints from policyholders and agents can be
challenging. Participants learnt to respond timely and
professionally. They also got tips to personalize their responses
Here are some pictures taken during the program:

On 30 & 31 March, we had an online public program on business
writing. Participants got lots of tips to write better emails and
reports. Participants were from a bank and a legal firm. Some
fundamental rules of business writing were covered and
participants learnt editing tips to make their writing more
concise.
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TIPS TO KEEP YOUR VIRTUAL
PRESENTATIONS ALIVE
“Every successful presentation is built on four pillars. People, Idea,
Passion & Preparations”
-Hazinah Kutty Mammi-

Demand for virtual presentations is
on
the
rise.
Team
meetings,
webinars, client meetings and even
some conferences are being held
virtually or at least in a hybrid
format. And most likely you will be
doing a virtual presentation soon.
At work, you probably use software
like Zoom and Teams, and there is
no way out of that anytime soon. In
fact, as technology evolves the
medium of presentations will keep
evolving too.
Here are some tips to keep your virtual presentation alive among
your audience:

1. Be real
People build trust through eye
contact and body language, and
this is still true even when you
are presenting remotely. Even
though you may not be able to
see your audience, they are able
to see you when your camera is
turned on.
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You can create a connection with your audience by looking into
the camera directly. Occasionally you may refer to your notes but
your eye contact should be on your audience. It makes a difference
when you look at the camera and when you look at the screen.
You may feel awkward looking at the camera as you are not able to
see your audience’s reaction when you are speaking. If they are
speaking or asking a question, you can look at the screen.
Otherwise, keep your gaze directly at the camera.

2. Keep it engaging

Audiences begin to lose attention after about 15 minutes of hearing
from the presenter. Here are a few tips to keep your audience
engaged:
Modulate your voice
Speaking in a monotone is a sure way of putting people to sleep.
Slightly vary the volume of your voice as you speak.

If you are asking a question, use a rising tone.
For example: Have you prepared the speech?

If you ask this question with a rising tone, you sound genuinely
keen to know if someone had prepared a speech. However, if you
ask with a flat tone, it may sound like a threat!
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Emphasize key points

You can also create interest by emphasizing certain words in a
sentence.
Look at the sentence below:
“We have always believed in our products”.
In this sentence, you can stress the word “always” and “our
products”.
When you do this, you would sound convincing and confident.
When you emphasize key points, your audience will be able to
identify the main message you want to deliver. Otherwise, the
key points get “drowned” in the message.
Use pauses

Pauses help you keep on track, boost audience attention and
make the flow more natural. When you are presenting online,
pause in between and slowly change your head direction from
left to right, as if you are scanning your audience.
This allows you to embrace the pause while not causing your
audience to think that you are frozen or something is wrong with
their internet.
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The simple method to use
pauses
are
when
you
are
making a key point. You want
to make sure that the audience
has heard the key point that
you have made in the previous
sentences.
Therefore, pause for at least 3-4
seconds and look at your
audience.

See if you have made your point clear to your audience. Once you
see a reaction of the audience, you’ll know that you’ve gotten your
point across. You’ve seen it land, and you’ve paused long enough.
Then you carry on with your next point.
Speak clearly

When you are presenting, you would want to make sure your
audience gets the information that you are providing them.
Pronouns the words clearly so that your audience can understand
what you are saying. Don't race through your presentation, you’ll
end up not giving a clear explanation and lose the audience's
attention.

Speak audibly

Modulating your tone and emphasizing regularly helps to draw the
audience's attention. A monotone voice can send an audience to
sleep even when the content is outstanding.

Presentation skills are key. People who work for you represent your
brand. You want them to present themselves - and represent you - in
a certain way.
-Marc Benioff-
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Ask questions

Get your audience’s feedback or participation. Get your audience
to type their answers.
Have breaks and energizers.

How long is your attention span? 20 minutes? 30 minutes? Try to
have a break or energizer every 30 mins. Your audience would
appreciate that!

Turn on your camera

You may request your audience to turn on theirs.
Nothing beats real-time communication, especially when you can
see their faces.
3. Keep it Interesting

Virtual presentations may or may not include a camera. If you
happen to be doing a presentation without a camera, your slides
and voice are the only tools that you have available. Provide clear
slides that are easy to digest without an overload of details on the
slides.
Keep your presentation short and effective. People’s attention
span is known to be lesser online, and they are likely to be
distracted by their surroundings, so keep your message clear and
simple.
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4. Eliminate Distractions

Most people attending the virtual presentation will be listening
through headphones, so every noise they hear will be noticeable.
To ensure minimal or no distraction, here are some tips:
Remove rustling papers, email pop-ups, and put your mobile
phone on silent
Ask a moderator to field incoming questions from your
attendees.
Log in to the meeting at least half an hour early. Give yourself
enough time to set up

5. Be well-prepared

Always
remember
to
rehearse.
Rehearsing doesn’t mean revising
your notes or speaking in front of
the mirror. It requires preparing
technically, from the slides to the
WIFI connection.
Practice
delivering
your
presentation. Make sure all of the
features
of
technology
work.
Record your practice using the
recording feature of your tool.
Watch and listen to learn what
works and what you can improve.
6. Have Fun

Over and above everything else, remember to have fun. If your
virtual presentation gives you and your audience the opportunity to
laugh, smile and connect, it will be a rewarding experience for
everyone. Happy people retain information better and longer than
bored or uninterested ones.
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TIPS ON MANAGING
NERVOUSNESS IN A
PRESENTATION
One of the main challenges in
presenting
is
managing
nervousness. While some people
can speak confidently in front of
an audience,
Others may get tongue tied and
super nervous, especially if their
bosses are present.

Here are some techniques to overcome nervousness:
Build rapport with your audience

A technique that works is to build rapport with your audience.
You can do this before the presentation. Chat with as many
people as you can, find out more about their work, challenges
they face, their expectations from your presentation, etc. Once
you start presenting, you would feel more comfortable as you
already “know” them and understand their expectations.
Avoid caffeine, drink water

Caffeinated drinks can increase your heart rate, makes you
nervous, and causes your hands to shake, which gives your
audience the impression you're nervous. A dry mouth is a
common result of nervousness. Stay hydrated and drink plenty of
water before your presentation. Don't forget to use the washroom
before starting. Keep a bottle of water at arm's reach while
presenting in case you get a dry mouth.
Imagine succeeding.

Close your eyes and picture yourself presenting with full
confidence and enthusiasm. When we imagine a positive
outcome to a scenario in our mind, it's more likely to play out the
way we visualize it.
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Instead of thinking "My nervousness is going to make me look
terrible out there", visualize yourself giving your all out in your
presentation. Imagine yourself getting tons of laughs while
presenting with enthusiasm. Positive thoughts can be incredibly
effective, give them a shot.
Prepare your contents well

Make sure to be well prepared before you start your
presentation. Do your research. Put yourself in your
audience’s shoes – know what your audience expects from
your presentation, in terms of content and style. Not only
would your presentation be informative, but it also would
also be relevant to your audience.
Structure your ideas so that your audience will understand
the flow of your content. Mention the objective clearly,
state the agenda, and summarise at the end.
·Before you start preparing for your presentation, find out
the duration you are given. By doing so, you would be able
to prepare your content and deliver your presentation
within the given time. You do not want to bore your
audience with a lengthy presentation.
·If you are presenting to a client, get to know their
company, organization, and the challenges they are facing.
Knowing these details would greatly help you to be more
convincing
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Practice and rehearse well

Practicing before a presentation is important. It gives you the
opportunity to identify any mistakes or areas that need
improvement. If you improve on these areas, then your
presentation will be more effective and persuasive.
Many people take practice too lightly, assuming that they will be
able to wing it on the day of their presentation. This assumption
is incorrect as there are many things that can go wrong when
giving a presentation, even if you have given one many times
before.

Practice your presentation in front of your friends or your
colleagues and not just in front of the mirror. Your friends and
colleagues would give you the feedback that you need. Besides,
it would give you the confidence to present in front of a crowd
and make you well prepared to face any questions or feedback.
Another way of practicing would be by recording your
presentation. This would help you to identify the areas that you
would need improvement and correct yourself along the way.
Remember, once isn’t always enough. Keep practicing till you get
the hang of it.
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COMMUNICATION
SKILLS COACHING
PROGRAM
Our coaching program helps participants communicate with
clarity, confidence & charisma. Get 1 hour complimentary for
every 5 hours signed up (valid till 30 April 2022 only!)

To know more:
Call us at +6011 3340 6839,
email info@stratford.com.my or
CLICK HERE

FOLLOW US
Follow us to get useful tips and updates of our upcoming
programs.
Stratford Training & Consultancy Sdn Bhd
Sumathi Krishnan
Stratford Training & Consultancy Sdn Bhd
Stratford Training & Consultancy Sdn Bhd
Stratford Training & Consultancy Sdn Bhd
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