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OVERVIEW

What Do | Want My Audience
To Think, Do or Feel?

Connect with your Audience-
Meet Their Needs

Become More Confident
Through the 3P Process



Speech Anxiety or Nervousness

Common Causes

*Fight or flight
*Not prepared
*Not knowledgeable



Presenter
Presentation Notes
It is common for both experienced and beginning speakers to be nervous about giving a speech.  The difference is that the experienced speaker knows how to control the symptoms and appears confident in front of an audience.  
Let’s address some of the causes of speech anxiety and methods you can use to manage it.
Causes of speech anxiety:
Flight or fright syndrome
New experience
Not prepared
Not knowledgeable about the subject matter
 
 


3 Methods to Handle Nervousness

" EXperience

= Mental Rehearsal

* Relaxation techniques
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Here are 3 methods to handle stress or anxiety…
Experience- practice speaking as often as you can
Mental rehearsal- Conduct the speech in your mind
Relaxation techniques- use breathing & relaxation techniques
Experience
Studies show that one of the best methods to reduce anxiety is to simply practice speaking in front of an audience.  Repeatedly giving speeches reduces fear and helps to build confidence.  After speaking a few times, you begin to put your anxiety into perspective.  The audience isn’t hostile or bored, as you feared and you probably do not make a fool of yourself.  You begin to realize that audiences want you to succeed.  If you forget a point or stumble over a few words, you will survive and the audience will forgive you.
How can you gain speaking experience?  Toastmasters enables you to gain knowledge, experience and confidence in a non-threatening environment.
You can also gain experience by speaking before other groups. Seize every speaking opportunity possible at night, in the community, in your place of worship – anywhere you can.
2, Mental Rehearsal
Another method of controlling speech anxiety is mental rehearsal.  As I mentioned earlier, thought processes cause physiological changes which affect performance.  In mental rehearsal, you use your thought processes to achieve positive results.
Research shows that vividly imagined events are recorded by the brain and central nervous system as memories.  These events are not distinguished from actual physical experience.  If you imagine yourself presenting an effective speech, you can experience giving a speech as if it had actually y happened.  With this successful speech in your library of experiences, the likelihood of actually presenting a successful speech increases.   Mental rehearsal techniques are frequently used by public speakers and  other peak performers in business, sports and the arts.
Close your eyes imagine that you are being introduced to an audience.  You walk up to the lectern confidently, smiling to the people as you pass.  Breathe deeply several times before beginning to speak.  Then picture yourself speaking clearly and forcefully, remembering all of the points you wanted to make.  You captivate your audience with your words, gestures and vocal variety.  When you finish, imagine the audience applauding in appreciation.  Repeat this vision until your confidence has increased and your anxiety has decreased.
3.Relaxation techniques
Some people, who are comfortable speaking in front of an audience, mistakenly believe that they are communicating effectively, when they are not.  The have a false sense of their own competence and can come across as boring, or ineffective.
Even if you have ample speaking experience and have mentally rehearsed the speech countless times, tension may build before you give the speech.  Don’t worry!  Relaxation and breathing techniques can help.  Isometric exercises reduce stress by increasing the circulation and flow of oxygen to the brain and can be done discreetly even in a crowded  room.
To diffuse some nervous energy, focus on parts of the body that feel most tense, such as the shoulders.  Tighten that part for a few seconds, and then release it.  Or, systematically do the same for the major muscle groups, starting with the feet and working up to the facial muscles.
DEMONSTRATE THE ABOVE AND FOLLOWING AND HAVE MY AUDIENCE DO THEM TOO. REMEMBER TO WARN THEM TO STOP IF THEY FEEL ANY PAIN OR DISCOMFORT.
If you have the luxury or privacy just before you are called upon to speak, you can do other exercises.
Standing: Inhale and stretch your arms toward the ceiling.  Then exhale as you bend and touch the toes, keeping the knees straight.  
Touch your toes,( bend as far as you comfortably can) Repeat this several times.
Hold your arms out to the sides, parallel to the floor, and rotate them in small circles, first forward 10 times, then backward 10 times.
Drop your head to your chest, rolling it to the right, to the back, then to the left, in a circle. Repeat this several times, and then reverse the procedure, rolling your head to the left, to the back, etc.
Enjoy A Wonderful Voice -  Breathing from the diaphragm reduces shortness of breath and supports your voice.
All of these exercises help to reduce tension.  So the next time you are to give a speech and your heart beats faster, butterflies are in your stomach and your hands and knees are quivering, take control and turn your nervousness into positive energy using some of the methods we reviewed today.  
Your audience will be impressed with your confidence and listen to every word you say.




Preparation

Know Your Audience

= Who will be in the audience?
= Why are they listening?

= Where and when will you be

speaking?
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Who Will Be in my Audience?
When and Where will I be speaking?
What do they want to hear?
Why are they listening?
 
While approaching the lectern and hearing the audience’s applause, ;have you ever had the feeling that it’s “Them vs you?
Those feelings of isolation and of distancing yourself from the audience are not uncommon- but they can be alleviated by careful planning.
 
Just as a successful business takes the time, effort and expense to prepare customer profiles, successful speakers always analyze their audiences in advance.
 
Obviously, you’ll find much diversity among individuals whenever a number of people get together.  But professional speakers readily agree that a typical audience has several characteristics that distinguish it from other audiences.
 
 
Accommodating your speech to a particular group of people does not mean you have  to adjust your opinions or discard your original subject. The long term objective of most  speakers, in fact, is to win an audience to their viewpoint.  If this is also your goal, you will need to understand your audience . By taking some of the following variables into consideration, your approach can be tailored to the interest of those who will be hearing you speak.
 
Will you be speaking to young people? Middle aged? Retired?
 
What is the male/female ratio? Occupational and economic status?
 
Educational background? Political orientation or leisure activities?
 
Once you have an idea of your audience’s background, interests, opinions and day to day experiences, you’ll have a much easier time relating to them, and having them relate to you.
WHAT DO  THEY WANT TO HEAR? 
Focus on your audience
 
Rather than thinking, What do I want to say?” ask yourself,” what does my audience want to hear? 
 
One of your first steps is to ask your host what your audience already knows.  Next, if you are speaking to members of a large association, scan their publications, contact local officers, and consult your neighborhood reference librarian for further information.  If possible, talk with someone who has either spoken to the group or is an actual member.  What has worked before? What hasn’t?
 
WHY ARE THEY LISTENING TO ME?
 
Does your audience look to you to be informed, trained, persuaded, entertained – or a combination of these objectives?

 


Know your Audience-

Preparation stage

1. Become familiar with location and
room in advance

2. Check equipment and test
microphone

3. Find out what’s on the program
before and after you speak
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WHERE AND WHEN WILL I BE SPEAKING?
P1-Don’t wear new clothes- new shoes, wrap your package, look your best
 
Consider the runner who will be competing in a professional race.  Prior to the event, she has already tested her athletic skill by training and competing in other marathons. She’s aware of her abilities – but also realizes that past proof of her athleticism isn’t enough.  Every marathon course is different, and it’s up to her to learn about those differences and prepare for them.  So the runner studies the course and considers the terrain months in advance.  Then she sets up a training schedule and arranges for use of a training course.  Ideally, this means practicing at the exact site of the marathon- otherwise, she looks for a similar course.
Just as runners can’t afford to become lazy or complacent about their next race, so speakers need to know that successful speechmaking consists of a great deal more than hatching an idea, jotting down a few notes, and staying up at the lectern for a specified length of time.  The best athletes adhere to a strict training program months in advance of a competitive event, and the most successful speakers plan and rehearse their presentations as soon as they receive their assignments.
 
Create a comfort zone
 
Be ready to deal with the physical challenges that an unfamiliar speech setting may present.  The sooner we know about these conditions and challenges, the more time we will have to plan and create a comfortable speech setting, and if necessary to adapt our presentation accordingly.
 
 
Whenever you are speaking, always become familiar with the site, either by asking questions, or preferably, by visiting in advance when possible.  Here are some important points to consider when researching and learning about your speaking surroundings.
 
Location of lectern and audience:
Sometimes you may be asked to simply stand by your chair as you speak.  Usually however, you are required to approach a designated area, which may, or may not, feature a lectern.  Audience configurations can also vary, usually the speaker faces conventional rows of sears, but occasionally you must stand in the middle of a circular arrangement. And if your presentation is to be made in front of a large number of people, you may find yourself speaking from an elevated platform.  In such cases, you will want to be aware of where the stage’s steps or ramp are located.
 
Microphones:
Depending on the size of the room and the number of occupants, you may wish to use the microphone that is provided at your speaking site.  Testing the microphone equipment in advance will help ease any apprehensions you might feel and give you an idea of how to modulate your voice when it is amplified.  If audience members are over the age of fifty, or if you have been suffering from voice strain, using a microphone will help keep you in control.
 
Room Conditions:
Your immediate surrounds affect not only you, the speaker, but also your audience as well.  Once you know where you’ll be speaking, be sure to find out:
Will the building be sufficiently heated or air conditioned?
Is the lighting appropriate?
Will you be speaking close to the room’s entrance- or will late comers be able to enter more discreetly?
Do adjacent rooms occupied by other meeting groups betray competitive sound?
Is the meeting room located close to a heavily traveled area which might be equally distracting?
 
Now is the time to prevent problems before they start.  Although some situations may be beyond your control, you should be aware of any potential difficulty and be ready with a contingency plan or quip.
 
Visual aids:
If you intend to use any visual aids such as a flipchart or powerpoint visuals, check out your speaking site in advance and determine how these visual aids can be accommodated.  Also, if you have handouts, decide how they will be distributed. This may mean leaving a copy at each person’s seat prior to the presentation, or employing several helpers to distribute the items either before, or after your talk. Never, during your speech!
 
Just as speakers are affected by these conditions, so too, are audiences.  Your host can supply information about the room or auditorium where you will speak, but – if possible- arrange for an advance visit.  Be sure to ask about variables such as acoustics, seating, lightning and temperature control.  Take note of any potential distractions such as the possibility of outside noise.
 
Time of Day:
Next, consider the time of the day that you will be speaking.  Certain periods of the day are more conducive to holding the attention of an audience.  And if you are part of a larger program, ask about the other scheduled activities,  they  may impact your speech.
If your presentation is lengthy, find out whether a five to ten minute break is allowed.
 
 
 
 
 



EFFECTIVE SPEAKERS FORMULA

= Tell them what you
will tell them

= Tell them

= Tell them what
you told them
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Many speakers stay focused by remembering this basic formula.
Tell them what you’re going to tell them.
Tell them
Tell them what you’ve told them
No wonder this prescription for speechmaking has become a popular mantra among seasoned speakers.  It’s short, it’s catchy, and it makes good sense.



Develop Your Presentation Outline

1. INTRODUCTION

2. BODY

3. CLOSE
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The introduction:
Contrary to what nervous speakers often believe your audience wants you to succeed.  But attention spans are short, and minds have a tendency to wander.  So within the first 120 seconds of your speech- the maximum time for an introduction, you will have to be absolutely fascinating!
Simultaneously, you will want to represent yourself as an authority on your subject.  And in order to establish a sense of trust and reliability, it’s important to briefly inform your audience of what you will be talking about.
 
Next… proceed to “tell them” by constructing the main portion or:
 
THE BODY:
Once your introductory words have engaged the attention of your audience, it’s time to focus on what you really want to say.  Do so by using:
Main ideas or points, making sure that each point is backed up by
Supporting material such as statistics, quotations, or other researched information.
Finally, use the remaining moments of your allotted speaking time to “tell them what you told them”  then
THE CONCLUSION:
Summarize what you have just said, resisting any temptation to introduce last-minute ideas. Then end!
 
WHAT’S THE TOUGHEST PART OF ANY PROJECT?
For many of us… it’s getting started!
Begin in the middle. 
This can be especially true when putting a speech together.  If you begin at the beginning and try to come up with an attention grabbing hook that we just discussed, chances are that you’ll become stalled, anxious, even overwhelmed.
 
However, if you begin with your main idea, then branch out gradually, you’ll ot only become good at organizing a speech, you may actually have fun doing so.
Here’s how to effectively organize a speech from the “inside out”
 
List key points:  Remember your speech’s central idea? State that idea in one simple sentence.  Then think of 3 to 5 statements that support the sentence.
 
ARRANGE THEM IN ORDER;
At this point, you will want to organize the statements into a loose outline.  The outline should be arranged in a logical and sequential manner that reflects your speech’s central idea.
EXPAND	 ON THOSE IDEAS;
Next, elaborate upon each of the supporting sttements by using examples and anecdotes involving people or events.  Be sure to convert statistics and ideas to familiar terms.
DEVELOP AN INTRODUCITON:
Now that you’ve developed your supporting statements, take some time to review each section.  Do you see a statistic, anecdote or quote that would be especially effectively in grabbing your audience’s attention?  You might want to solicit brief participation from your audience by asking a yes or no question, or calling for a show of hands. Also consider opening with a rhetorical question, which requires no response but will encourage an immediate focus on your topic.  And don’t foget to incorporate the first part of the “tell them” formula, since listeners always appreciate a brief preview of what they will be hearing.
DEVELOP A CLOSE
Just as it’s a good idea ot preview the contents of your speech in the introduction, telling them what you told them” is a satisfying way to conclude a speech.  Without going into great details, review your key points, make a call to action if applicable, then gracefully return control of the lectern to the person who introduced you.
 
Regardless of the quality of your message, your speech will lose its impact if it lacks organization.  But if you learn to harness your ideas byusing some of the ideas we just discussed, you’ll be much more likely to attract the attention of your audience… and keep it.
 
 


Your Speech Structure

* Body- What’s your message

* Include facts and supporting
material

= Conclusion- types and summary
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Now that you know what the opening needs to accomplish, let’s review 3 techniques that will help you create good speech openings.
 
State the importance of your topic
Tell your listeners why the topic is important to them. For example, in a speech concerning overexposure to the sun, the speaker may begin by saying… “ a golden tan may be glamorous, but overexposure to the sun can age your skin prematurely and can cause skin cancer.” So, it’s important to protect yourself from the harmful rays of the sun!
 
MAKE A STARTLING STATEMENT
Startle your listeners with an intriguing statement that will compel them to listen further suh as “smoking kills. More Americans die each year than were killed in battle during world war 11 and Vietnam together.
 
AROUSE SUSPENSE OR CURIOSITY
Use a series of statements related to the topic that will pique your listeners’ interest.  For example, you could begin a speech by saying ( using a feline tone of vice and body gestures) “ I enjoy laying around the house all day.  I do not care if you never come home as long as my food is available, because I have fun by myself.  I like to chase my tail and stalk imaginary animals. As you may have already guessed, I am a cat.
 
TELL A STORY OR ANECDOTE;
Telling an amusing tale or dramatic story or anecdote arouses interest and gets an audience involved.  Keep the story or anecdote relevant to the main points fo the speech, and personalize it whenever possible.  For example, instead of beginning, “Two men were hunting in the woods one day”…say, “,my brother and I went hunting last week in the woods behind his house”.
ASK A REHETORICAL QUESTION
Ask one question or a series of questions that relate to your speech topic. For example, in a speech about first aid, you could begin by asking..”do you know what to do if your child begins to choke?”
 
BEGIN WITH A QUOTATION
Using a quotation is an easy and effective way to attract attention. Sources of quotations can be found anywhere – friends, family, coworkers, books, magazines, television and radio programs. Eetc.  Used properly, a quotation can add authority to your speech, amuse your listeners or dramatize your speech point.
 
Whatever quote you choose, keep it short and related directly to your speech topic.  For example, a speech on schools could bgin… “Will Rogers once said…”there is nothing so stupid as an educated man if you get off the thing he was educated in.”  We know that today, having a high school or college diploma does not necessarily mean a person is educated.  It does not mean that a person can even read or write.
 
REFERENCE THE OCCASION
Begin your speech by acknowledging the occasion.  This type of beginning is not dramatic or stimulating, but it does allow you to acknowledge an important or unusual event and to establish a common interest with your listeners.
 
An example is a speech given at the opening of a new school.
“ Ladies and gentlemen, five years ago, we were told by our town council that we had no money to build a new elementary school.  We were told that our children had to continue attending a 75 year old school that had only four classrooms.  Today we stand before our brand new elementary school – a place where the children of this growing community will be educated for years to come.  We are proud that the members of this community worked together to accomplish what some said could not be done.
 
These seven techniques just discussed are the most frequently used, but they are by no means the only techniques you can use for effective speech openings. Other techniques include humor, audience participation, a demonstration and reference to an historical event.  Again, whatever technique you choose, make sure it is relevant to the topic, to the audience and to the occasion.
Some people write the beginning of a speech after they have developed the body because they can then clearly identify the important points they want to emphasize.  You may find this helpful too.  Once you have written the beginning, memorize it so you don’t have to refer to notes.  A memorized, polished introduction helps to establish credibility and rapport with your audience.
 
A dynamic beginning is essential for a successful speech.  Take the extra time to create an exciting imaginative beginning that will grab your listeners’ attention and keep it focused on you.  First impressions can be lasting impressions, so make sure the first impression you make is positive by using come of the techniques discussed today.
 
 
 


“"PERFORM™

WRAP YOUR PACKAGE-

Project an image of excellence

YOUR INTRODUCTION-

It’s part of your speech

BEGINNING YOUR SPEECH-

Start with a dynamite opening



.

BODY LANGUAGE

Facial
Expressions

S

o
Gestures

Whole Body
Movement
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Body language is 60% of communication- reinforce verbal message
Focus on your audience- eye contact!
P3-Pause-allow your audience to catch up
P3-Empty your pockets before speaking
P3-Body language- don’t’ point- give your hands something to do, don’t fidget with pen or other item in hand- distraction to your audience
Don’t stand behind lectern…
Tell stories, make a point
Pacing- plant your feet especially when you make a point
Include your whole audience--- look left, center, right- look over their heads
-Smile, be friendly
P3-Energy-voice variety,gestures
Be confident, take charge, be in control
Be exciting- not boring, voice variety
Don’t stand between visuals and audience
 Match gestures to audience size
When making a point move to one side, move to other side for another point
Walk towards audience when asking questions
Watch for gestures which may be offensive to international audience members
 



CONCLUDING YOUR SPEECH

Make Your Conclusion Memorable
Don’t end with Q & A

End on time — EVERY TIME!
Questions 7/ Discussion

Final Thoughts




.

THANK YOU!

Effective Presentation Skills

Presented by:

Myrna S. Brooks, DTM
“Get The IT Factor”

www.GetThelTFactor.com
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Closing
We've all sat through too-long, confusing and down right boring business presentations. It takes effort, preparation and skill to capture your audience ‘s attention and get your message across. 
 
A good speaker should be like a good window. He should not draw attention to himself, just let the light shine through.  Of course, the light is the message and it will shine through effectively when you are out of your own way.
 
“There are always three speeches, for every one you actually gave. The one you practiced, the one you gave, and the one you wish you gave.” Dale Carnegie  ~ 
		By taking the time to plan and practice your presentation, you will find that you too, will become skilled in  Effective Presentations and deliver the speech you practised.
I’m Myrna Brooks,  Thank you for your attention!
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