COMMUNICATING THROUGH SPEECH

Purpose for Your Presentation

It is important for you to have a purpose in mind when you prepare your presentation.  You might ask yourself this question: What do I want my audience to receive from my presentation?
If you know who your audience will be, the type of meeting, the date, and the place, you can determine the specific purpose of the presentation.  You may decide on any of the following purposes:

· To persuade—to get action, to sell, to motivate, to advocate.
· To inform—to teach, to relate, to explain, to describe, to define.
· To impress—to convince, to deepen appreciation, to testify, to acknowledge, to honor, to recognize, to encourage and compliment.
· To entertain—to please.

In order to prepare a presentation, then, you must know:

1. Who your audience will be.

2. What type of meeting it is.

3. What the occasion is.

4. What the specific purpose of your presentation will be.

Natural Divisions of a Presentation

A good presentation usually breaks down into four parts:

1. The introduction—a good introduction is short (2 minutes or less).  The purpose of the introduction is to gain the attention and interest of the listeners, and to bring your audience onto common ground with you.  For general speaking, introductions might take any of the following forms:

· An initial statement with impact.

· A short quotation.

· A striking question.

· A reasonable challenge.

· An anecdote or story.

· A short poem.

· A quick statement of circumstances.

· Asking the audience to imagine. . .

2. A statement of what you intend to talk about—make it short, to the point, and cover the ground you have in mind. (Tell them what you’re going to say.)

3. The body—the body is your development of the subject, containing your research, facts, data, argument, illustrations, and examples.  This is the portion of your presentation where you may wish to use a few short notes.  Say what you have prepared in a friendly, conversational manner.  Speak sincerely, with conviction, and with enthusiasm.  (Say it.)

4. The conclusion—generally a short summation or re-statement, with conclusions.  (Tell them what you said.)  Leave your audience with a positive attitude.  Conclusions may build to an emotional appeal, or offer a simple summary.  Review your main points.  They may challenge your audience, or ask one or two thought-provoking questions.  Make sure your conclusion is indeed the end.  It is discourteous and inconsiderate to speak longer than the allotted time.  Don’t forget you still have to answer questions.

Organizing a Presentation

Whether you are given only a few minutes warning that you will be called upon to speak, or when you know well in advance, you should start immediately to organize your thoughts.  Be certain not to panic!  Whether you have five minutes to prepare your presentation, or five weeks to do it, you must begin the process of deciding what you will speak about, what the purpose of your presentation will be, how you will begin it, what you wish to say, and how you will close.

You may often be assigned to discuss a specific or a general subject.  There may also be times when you may be free to choose your own subject.  In either case, take these steps:

1. Write down the purpose of your presentation.

2. If possible, choose a topic that is familiar to you.

3. Be sure the topic chosen is appropriate to the occasion and audience, and of particular interest to the listeners.

4. Quickly get as many key thoughts as possible down on paper.  This may take days.

5. To the extent practical and necessary, examine all related materials, your own experience, experience of friends, your home library, public and school libraries, various reference books, periodicals and newspapers, your own files, scrapbooks, and clippings.

6. Make a rough outline of your presentation.  You cannot cover everything, so boil it down to one or two or three main areas, then fortify these with the strongest but minimum number of supporting points.

7. Let it rest a day or so.  Then look over the outline again with a critical eye.  Rearrange for logic and sequence.

8. Continue your research on the subject.  Be alert for comparisons, stories, illustrations, applications, statistics, and examples.  They will make your presentation come alive.

9. Make sure you have a beginning, a body, and a good conclusion.

10. Make sure your presentation will be long or short enough for the time you are scheduled or allotted to speak.

11. Make your opening an "attention getter."  Plan on the conclusion of your presentation right from the beginning.  Make it the sharp, clear punch of what you have said.  A good beginning and a crisp conclusion are almost sure to guarantee an excellent presentation, and make a lasting impression.

How to Make an Outline

You will develop your own technique of writing an outline of your presentation.  As a change of style, you may prefer this quick method of setting up your presentation.

Make several slips of plain or ruled paper, or use index cards (3 x 5").  Use a pen, typewriter, pencil, or computer, and write on each card or sheet of paper a key phrase, or a key word, or a full sentence conveying some important aspect, fact, comparison, statistic, illustration, story, conclusion, or example relative to your subject and the material you have researched.  Continue this until you have exhausted all condensed key-word information.

Lay out your cards face up on a table or desk.  Study them.  Begin picking them up.  Find your opening thought, then your statement, and your supporting examples/details.

Pick up your first major topic, then its supporting material, its illustrations, statistics, etc.  Do the same for your second, and third, and so on.  Arrange the cards in the most logical order.  When you are sure that they are in the best possible order, number your cards.  

Now you can make a small card of keyword notes if you desire, or you can write out a formal outline from your handful of cards.

How to Give Your Presentation

Giving a successful presentation is nothing more than using the natural resources of your own personality.  Be yourself.  Prepare yourself to:

1. Deliver your presentation in your own "person-to-person" conversational style.  Speak up, loud enough to be heard by everyone, but not loud enough to be obnoxious.

2. Project a warm, personal appeal to your listeners' ears, eyes, and hearts.

3. Speak directly to your audience.  Use words, phrases, and comparisons they can identify with.

4. Compliment and commend your audience.  (Thank them for listening.)

5. Be for something rather than against something.  (Use positive language.)

6. Talk in terms of your listeners' interests.  People react quicker to their emotions than to their reason.

7. Humanize your presentation.  Use names of characters, use dialogue, use keywords, use examples, and relate it to people.

8. Keep your eyes on the audience.  Make eye contact.  Prepare your presentation so well that you will feel the need to look at your notes very little.  Pick out an individual and talk directly to them for a brief moment, then move on to another individual.

9. People love to hear illustrations, so use them frequently.  Illustrations can do the following:

· Relate your idea to a story

· Relate famous people to your idea

· Relate your idea to historical events

· Enhance your idea with colorful analogies

· Underscore your idea with dramatized statistics

· For interest and understandability, use the following kinds of illustrations:  short, short stories, appropriate humor, parables, short quotations, comparisons, testimonies of others, and unique visual aids and/or props

10. Always keep in mind age differences and differences in skills, backgrounds, and experiences of your audience.

Do not take yourself too seriously.  Everyone has his/her shortcomings.  Everyone in your audience is silently on your side.  They see themselves in you.  They understand.  Do not betray their good will.

Take comfort in the truth that your own background and attitudes toward life may be different from those of other people.  What you have to say will be interesting because you are different.

Do not be afraid that you will forget a point, or a phrase, or a particularly good illustration, or a choice key word.  Even the best speakers forget.  Simply remember that no one will ever know you forgot, unless you are foolish enough to tell them.

It is better to forget a point in a planned speech than to forget one or two paragraphs of a speech that has been memorized.  It is even worse to be unprepared or unrehearsed.  It is unacceptable to speak to an audience in a formal presentation in an impromptu manner.

It takes a great deal of experience to give effective memorized speeches, and they are rarely as interesting or impressive as unmemorized speeches given simply, with a few key word notes.

Do you wonder about your limited vocabulary?  Do not ever believe your vocabulary is limited.  Your vocabulary is actually much larger than you think.  The more opportunities you have to speak, the more will flow the wonderful words of your own vocabulary.  However, it is best to avoid slang or colloquial speech in a prepared presentation.

Do not be afraid of the pause.  Do not panic when it comes.  A new thought will slip into place.  Do not be fearful of repeating a sentence or of beginning it over again.  All speakers repeat.  Actually, done well, with intention, repetition can be a very effective rhetorical device.

Most important of all, do not apologize!  Do not say: "Oh, pardon me," or "I've forgotten my point," or "I had so much more prepared, but I see my time is up," or "I just can't think of that word."

Take comfort in the knowledge that your audience is totally unaware that you forgot, that you had much more material to cover, that you are so nervous that you're trembling.  You're pretty good!  Don't tell your audience otherwise.

Controlling Your Anxiety

One of the best ways to help eliminate anxiety is to prepare your presentation extremely well.

Stand up straight, with your feet apart the width of your shoulders.  Put one foot slightly in front of the other one.  Make sure you can bend your knees.

If you are using Power Point or some other type of presentation software, stand to the audience's right of the computer/projector.  If you are using a podium, place the podium slightly to the audience's right.  Make sure that everyone in the audience can see you.

Before you begin to speak, take a deep breath or two (from your diaphragm) and look over your audience.

Always speak on a full breath.  Breath support originates at the midsection or diaphragm.  We often say, "belt it out" for good reason, since the belt-line is the area of breath control for speech.

If you memorize nothing else ever, memorize your opening and closing sentences.

Have your supporting ideas well in mind with a simple, small key word card of notes in your hand.  

Generate so much enthusiasm in what you are saying that you forget to be fearful.

If you are thinking and feeling as you speak, variety in the voice results naturally.  Also stress the important words and hurry over the unimportant words, such as articles (the, a, an) and conjunctions (and, but).

Keep breathing from your diaphragm.  It will help you stay calm and it will get rid of the jittery butterflies in your stomach.

Things to Remember

You will feel much more secure if you do NOT put off preparing for your presentation until the last minute!

Do not neglect to take a moment to take a deep breath and focus your mind before you begin to speak.  Seek inspiration.

You must be convinced of what you say.  You must believe it.  You must feel it in your heart, then speak it in your own words.

Be direct and forthright in your presentation.  Enrich your talk with plenty of examples, illustrations, stories, and comparisons.

When you use a direct quotation, give credit.  For example, "Albert Schweitzer has said. . ." or "According to Winston Churchill. . ."

Keep breathing!  From the diaphragm!

Drink plenty of water.  If possible, have some water handy while you're speaking.  

Use the restroom before your presentation. 

Things to Avoid

1. If you are using a podium, do not grip it for dear life.  Walk around a little.

2. Don't rock back and forth.  It may be comforting to you, but it distracts the audience.

3. Don't say "um" or use similar interjections.

4. Don't use slang.

5. Do not use stories that are not to the point.

6. Do not use insincere, trite expressions.

7. Don't drink anything with caffeine (coffee, tea, and most sodas) before you speak.  It dries out the vocal cords.

8. Don't apologize.

Do Not Shortchange Yourself

Do not allow someone else to prepare your presentation.  Do not read what someone else has written.  You will shortchange yourself and rob yourself of the opportunity to learn by doing.

Do not present as your speech a story from a book, or a short article from a magazine or another publication.  It is appropriate to read an occasional quotation in your presentation, but give your speech with your own reasoning using your own words.

Do not put off preparing for your presentation. Allow yourself plenty of time to practice.  Rehearse your speech out loud.  Listen to yourself.  Time your presentation at least three times to make sure that you are well within the minimum and maximum time allowed.  Mental rehearsal (practicing silently by thinking about what you'll say and how you will say it) can also be a beneficial practice; however, it doesn't replace practicing your speech out loud and getting the timing down.  Practice your presentation in front of a mirror or have someone videotape you and then watch it.

How to Use a Microphone

A speaker should know the following things about a microphone:

1. A microphone is a very delicate and sensitive instrument.  Do not handle it while you are speaking.

2. Never blow into a microphone.  To test it, snap your fingers in front of the microphone, or speak directly into it.

3. Learn how to adjust it easily.

4. Remember, when you speak before a microphone, your audience still wants to see your face.  Do not adjust the microphone so that it covers your face.  Maintaining it at chin or chest level is better.

5. Train yourself to stand constantly at a given distance from the microphone.  Doing this avoids both loud blasts of your voice if you are too close, and fading away of your voice if you are not close enough.

6. Speak into the microphone as you do into a telephone.  Speak to your audience, not to the microphone.  The microphone is the avenue through which your voice travels to reach your listeners.

7. The microphone amplifies all sounds.  Be careful not to rattle notes or papers.  Speak in your normal, natural voice.  Control your voice by not yelling or speaking too loudly.  However, speak out clearly, expressively, and thoughtfully.  
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