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Effective Public Speaking

I.     Learn to be an effective public speaker

A.  Types of public speaking



1.  Inform


2.  Persuade


3.  Entertain


B.  Three main speaking styles



1.  The Cool Presenter


2.  The Hot Presenter


3.  Dull Presenters


C. Four basic methods of delivery



1.  Reading a manuscript verbatim


2.  Reciting a presentation from memory


3.  Speaking impromptu


4.  Speaking extemporaneously

II.   Getting Organized


A.     Length of talk

      B.     Know your audience



1.  Size of Audience


2.  Make up of Audience

C.    Time to outline



1. Introduction


2.  Body


3.  Conclusion

D.    The speaking outline


E.    Visual Aids

1.  Avoid using the chalkboard
6. Display only while discussing
2. Prepare in advance 


7. Talk to your audience, not your visual aid
3. Make sure they are large 

8. Practice
enough 




4. Display where listeners can   
 9. Real objects often make            see them 




good visual aids
5 Avoid passing among the

10. VCR/Computer Presentations



           audience

F.    Handouts


G.   Flubs ‘n things

III.  Delivering the Goods


A.   Body language



1.  Body postures



2.  Hand gestures



3.  Eye contact



4.  Facial expression


B.   Winning conversation – how to talk sweet


C.   Practice Delivery



1. Prepare your speaking outline


2. Practice your presentation aloud several times using only the speaking outline.


3. Polish and refine your delivery


4. Give your talk under conditions similar to those in the real thing

D.   Handling introductions, announcements and presentations



1. Make sure facts are accurate


2. Adapt your remarks to the occasion


3. Adopt your remarks to the audience


4. Try to create a sense of anticipation and drama
IV.  Orchestrating the Environment


A.   Room Sstting


B.   Seating arrangements


C.   Platforms


D.   Personal appearance

1. Dress Traditionally 


6. Choose professional colors
2. Modest dress or business suite
7. higher neckline
3. Avoid fabrics that wrinkle easily
8. tailored look gives more power
4. Avoid distracting jewelry

9. Put hair up or pull away from your face
5. Empty pockets of distracting objects
10. Choose comfortable shoes

E.   Platform decorum



1.  Posture



2.  Walking



3.  Sitting



4.  Standing



5.  Ascending and descending stairs


F.   Podiums



1. Do not put your hands on it


2. Don’t lean on it


3. Check height

G.  Microphones

1. 
Don’t use a hand held microphone
  
5. Stand close enough to benefit
2.  A lapel or lavaliere is ideal


6. Don’t allow it to block your face
3.  Prepare as if you had no microphone
7. Be careful with “p” or “th” 
4. Adjust before speaking



8. Beware of other noises

H.  Overcoming stage fright

Note: Stage fright can be reduced by:



1.  Rehearsal and preparation  75%


2.  Deep breathing 12%


3.  Mental preparation 10%
Note: Tips to over come fear

 1. Pick your own subject matter
5. See audience as non-threatening

2. Follow “as if” principle

6. Fake it

3. Put on a happy face

7. Pray





4. Think Positively
V.  The Last Word
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