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Getting
Started

Forget small spaces, darkness, and
spiders — standing up in front of a
crowd and talking is far more terrifying
for most people.



= |dentify their audience

Workshop " Create a basic outline

= Flesh out their presentation

Objectives

® Find the right words

= OQvercome nervousness
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things as you see them.

John H. Patterson



MODULE TWO

Identifying Your Audience

Holding the attention of an audience and speaking to what
interests them is the most important thing about any public
speech.




gg‘i%a : Performing a Needs

\ ¢ Analysis

Audience Tasks
: Gaps Outcome




Creating an
Audience
Profile

Education
Familiarity with Topic

Familiarity with
Jargon

Attitude
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Identifying Key
Questions and Concerns

As the audience is giving you their attention, it
is simply reasonable that you make clear that

they, too, have yours.



= Performing a Needs Analysis

PraCticaI = Creating an Audience Profile
I"UStratiOn = |dentifying Key Questions and

Concerns




Module Two: Review Questions

1. What should preparing for a speech begin with?




Module Two: Review Questions

2. What should you try to let the audience know early in

your speech?




Module Two: Review Questions

3. Which of these is not a question a needs analysis will

answer?




Module Two: Review Questions

4. What do you need to ask yourself when focusing on the

audience’s interest in your topic?




Module Two: Review Questions

5. Which of these will affect the tone of your speech?




Module Two: Review Questions

6. Which register is most commonly used by people in everyday

conversation with acquaintances and people they have just met?




Module Two: Review Questions

7. When will it not hurt to include some jargon, as this may

even make your speech that little bit more dynamic?




Module Two: Review Questions

8. Why is dealing with concerns during your speech

preferable to a question-and-answer session?




Module Two: Review Questions

9. What will cause the audience to have a lot more trust that you can help provide

solutions to problems, and that their position is understood and respected?




Module Two: Review Questions

10. What may help before delivering a speech or

presentation?




Henry. J. Kaiser



MODULE THREE

Creating a Basic Outline

The main advantage of creating an outline is that it helps
you to organize your thoughts. The audience gets more out
of a presentation when it is well-organized.




Outlining the Situation

An effective way to introduce your speech is by
outlining the situation that your project
addresses.




Identifying
the Task That

Had to Be
Performed

Give the important
details, and assume a
basic level of
understanding.
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Listing the Actions You
Took

In the areas where they are less informed than
in others, they will listen in order to further
inform themselves.




Revealing
the Results

Did the project
achieve its goal?

e Were there any
unexpected
consequences?

e What’s next?




= Qutlining the Situation

Practical <l = |dentifying the Task That Had to Be

Performed

lllustration /e .

Listing the Actions You Took

= Revealing the Results




Module Three: Review Questions

1. What is the main advantage of creating an outline?




Module Three: Review Questions

2. What is an effective way to introduce your speech?




Module Three: Review Questions

3. What is beneficial to make a reference to in a speech?




Module Three: Review Questions

4. Which of these statements is good advice about the

introduction of your speech?




Module Three: Review Questions

5. What will be the organizing principle for the rest of your

presentation?




Module Three: Review Questions

6. Which of these will help your wider presentation be set in

a certain context, where the things you say will make sense?




Module Three: Review Questions

7. If a presentation contains a list of actions, what is the best

way to present the list?




Module Three: Review Questions

8. Who is helped by good structure in a speech?




Module Three: Review Questions

9. Which of these is a basic question whose answer can

reveal the results of a project?




Module Three: Review Questions

10. How can the question of “What’s next?” be answered?
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Great things are not done by impulse, but by a series of small

things brought together.

> S Vincent Van Gogh
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MODULE FOUR

Organizing the Program

The key to creating a well-organized speech or presentation
is to keep your audience in mind.




Making Organization
Easy

Opening

Body

Review

Closing




Organizational
Methods

Don’t overwhelm the
audience with facts that
they will forget as soon
as they walk out the
door.




Classifying and
Categorizing

Coverage

Choice




= Making Organization Easy

Practical

= Organizational Methods

lllustration

= Classifying and Categorizing




Module Four: Review Questions

1. Essentially, who are you giving your presentation for?




Module Four: Review Questions

2. Which of these is a good way to start your presentation?




Module Four: Review Questions

3. Which section of a speech is important for members of the audience who didn’t

get the few key points you want them to take away from the presentation?




Module Four: Review Questions

4. What is the disadvantage of having a presentation that is

too short?




Module Four: Review Questions

5. If your presentation is in danger of running over time,

what will need to be done?




Module Four: Review Questions

6. How many key points will most people be able to

remember from a presentation?




Module Four: Review Questions

7. Which of these is one rule worth remembering when it

comes to headings?




Module Four: Review Questions

8. How can a speaker help people come to grips with

complex topics?




Module Four: Review Questions

9. What does the introduction of smaller topics allow for?




Module Four: Review Questions

10. Which balance is essential to a presentation flowing

naturally?
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MODULE FIVE

Fleshing It Out

Audiences are often a little skeptical about a speaker’s
message, especially if the speaker is addressing a
controversial issue.




Identifying Appropriate
Sources

Maintaining that balance relies on good
research and not allowing your opinion to be
mistaken in your mind for fact.




Establishing
Credibility

You should use whatever
is at your disposal to
make your points in a
presentation as
efficiently as possible.




The Importance of
Citations

The Centers for Disease Control

The Congressional Budget Office

The Census Bureau

The Journal of the American Medical
Association




= |dentifying Appropriate Sources

. = Establishing Credibility
lllustration ‘e

Practical N
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= The Importance of Citations




Module Five: Review Questions

1. How can you build credibility with an audience?




Module Five: Review Questions

2. What is one way to evaluate reliability with internet

resources?




Module Five: Review Questions

3. What is a good suggestion when using Wikipedia for your

speech?




Module Five: Review Questions

4. If you make one factually incorrect statement, what could

be the result?




Module Five: Review Questions

5. If you want to keep the audience’s attention on what you

are saying, how is it advisable to appear?




Module Five: Review Questions

6. Which of these is extremely helpful when it comes to

making your points effectively?




Module Five: Review Questions

7. Which of these statements is not a helpful tip for

establishing credibility?




Module Five: Review Questions

8. Which of these is not a trusted group that is often cited in

presentations?




Module Five: Review Questions

9. When it comes to discovering information on any subject,

what is always a sensible move?




Module Five: Review Questions

10. What is a benefit of having more evidence to back up a

statement?
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The very best presentation is one that’s well thought out and
anticipates any questions, answering them in advance.

Nathan Collins




MODULE SIX

Putting It All Together

Once you’ve outlined your speech and lined up some solid
evidence to back up your ideas, it’s time to put all the
pieces together.




Writing Your
Presentation

Your audience should feel like you’re having a
conversation with them, not lecturing them.




Adding a
Plan B

It is almost inevitable that
at some point you will
encounter unexpected
problems in giving
presentations.




/

Reviewing, Editing, and
Rewriting




= Writing Your Presentation

Practical |
= Adding a Plan B

lllustration

= Reviewing, Editing, and Rewriting




Module Six: Review Questions

1. Which of these is not good advice for putting together all

the pieces of your presentation?




Module Six: Review Questions

2. Which of these is considered boring and makes it difficult

to build a rapport with the audience?




Module Six: Review Questions

3. What is the disadvantage of constantly referring to notes?




Module Six: Review Questions

4. If you wish to write out any part of your speech or

memorize it word for word, what is the best thing to do?




Module Six: Review Questions

5. How do skillful speakers treat unexpected problems?




Module Six: Review Questions

6. What should good public speakers always be ready for?




Module Six: Review Questions

7. Which of these statements is true about having a Plan B?




Module Six: Review Questions

8. Which of these questions have to do with content and

organization?




Module Six: Review Questions

9. Which of these is about getting all your ideas on to the

page and ensuring that they are coherently presented?




Module Six: Review Questions

10. Which of these is not helpful advice when it comes to

rewriting and editing?




The future belongs to those who prepare for it.

Ralph Waldo Emerson



MODULE SEVEN

Being Prepared

By taking the time to prepare, you can look ahead to the
presentation and get an impression for how it should and
will go.




Checking Out the

Projectors or
other
equipment

Miscellaneous

lines
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Gathering
Materials

When you write your
speech, it is beneficial to
condense what you are
saying into its key points.




A 24 Hour Checklist




= Checking Out the Venue

lllustration 4

Practical N
Q_

® Gathering Materials
= A 24 Hour Checklist




Module Seven: Review Questions

1. Which of these is not an important purpose of

preparation?




Module Seven: Review Questions

2. How can you look ahead to the presentation and get an

impression for how it should and will go?




Module Seven: Review Questions

3. What can the right amount, and the right kind of

preparation ensure?




Module Seven: Review Questions

4. Which of these is not something to look for when

checking out the venue for a presentation?




Module Seven: Review Questions

5. What will allow you to foresee any problems and either

amend your speech or make alternative arrangements?




Module Seven: Review Questions

6. If you cannot get access to the venue prior to your

presentation, what should you do?




Module Seven: Review Questions

7. Which of these statements is true about using handouts?




Module Seven: Review Questions

8. Which of these is a benefit of giving a handout?




Module Seven: Review Questions

9. Which of these should be on your checklist for the

presentation?




Module Seven: Review Questions

10. Which of these should be on your checklist for logistics?
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Fear is that little darkroom where neg%i

developed.

-

J Pritchard




MODULE EIGHT

Overcoming Nervousness

Channel your nervousness by forcing yourself to speak
clearly and to make eye contact with your listeners.




A Visit from the Boss

Accept their words of encouragement, and
allow your boss to see that you have prepared

well for the speech, and anticipate that you may
run into some opposition.




Preparing
Mentally

What many people
actually do, and it is
something that can be
destructive if you allow it
to be, is anticipate being
nervous.




Physical Relaxation
Techniques

Deep

breathing | Progressive
relaxation




Appearing
Confident in
Front of the
Crowd

Remember that there is
no reason for the people
in the audience to feel '
anything but well-

disposed towards you.




= A Visit from the Boss

Practical = Preparing Mentally

= Physical Relaxation Techniques

lllustration

= Appearing Confident in Front of
the Crowd




Module Eight: Review Questions

1. Which of these is true of nervousness?




Module Eight: Review Questions

2. What can happen if you come across as too nervous

during your speech?




Module Eight: Review Questions

3. Which of these is a good response to a boss who says, “You might

run into some strong opposition in this meeting”?




Module Eight: Review Questions

4. What will typically happen if you go into a presentation

on the defensive?




Module Eight: Review Questions

5. Which of these statements is not good advice about

mental preparation?




Module Eight: Review Questions

6. In many cases, what is the most emotionally charged part

of it?




Module Eight: Review Questions

7. What is something that can be destructive if you allow it?




Module Eight: Review Questions

8. Which of these is a step in progressive muscle relaxation?




Module Eight: Review Questions

9. Which of these can improve your self-confidence?




Module Eight: Review Questions

10. What is the most important thing to remember in order

to deliver the most confident presentation?
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MODULE NINE

Delivering Your Speech ()

As long as you have the confidence to use the room to your
advantage, and have your ideas straight in your head, the

presentation really will take care of itself for most of the
time.




Starting Off On The
Right Foot

e To capture the audience’s attention.

e To introduce the subject of the presentation.




Using Visual
Aids

e Highlight your main
ideas

e Help your audience
remember your main
ideas




Checking the Volume
of Your Voice

If you find that you have to shout to make
yourself heard in the back of the room, then
you need a microphone.




= Starting Off On The Right Foot

. = Using Visual Aids
lllustration ‘e

Practical N
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= Checking the Volume of Your Voice




Module Nine: Review Questions

1. Which of these is not a good piece of advice when it

comes to delivering your speech?




Module Nine: Review Questions

2. What is the purpose of an opening of a presentation?




Module Nine: Review Questions

3. What is worth it to open with during your presentation?




Module Nine: Review Questions

4. In most cases, how long should an opening of your

presentation be?




Module Nine: Review Questions

5. Which of these is a benefit of using visual aids?




Module Nine: Review Questions

6. What makes a presentation more memorable to the audience and

will allow the presenter to make their points more completely?




Module Nine: Review Questions

7. Which statement is good advice about using visual aids?




Module Nine: Review Questions

8. If you find that you need to shout to make yourself heard

in the back of the room, what do you need?




Module Nine: Review Questions

9. Which of these statements are not true of a speaker who

is too quiet?




Module Nine: Review Questions

10. During a presentation, when should you keep your

statements to a minimum?
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MODULE TEN

Delivering Your Speech (ll)

You will probably be given an allotted time to deliver your
presentation, and it is a good idea to take this time and look
at all the elements you need to cover.




Adjusting On The Fly

e Conduct an informal poll
e Introduce a brief, interesting digression

e Use a brief anecdote




Gauging
Whether Breaks
Are Required

When you tell people to
take a break, tell them
exactly when you plan to
start again.




Wrapping Up and
Winding Down

Whatever else you do, you should ensure that if
people have follow-up questions after the event

they can address them to you in whatever way
is possible.



= Adjusting On The Fly

Practical

= Gauging Whether Breaks Are
lllustration Required

= Wrapping Up and Winding Down




Module Ten: Review Questions

1. Which of these is a question that you’ll want to ask

yourself during the course of your presentation?




Module Ten: Review Questions

2. When it’s time to wrap up the presentation, what will you

need to remind people about?




Module Ten: Review Questions

3. Which of these is an adjustment you can make if the

audience is losing interest?




Module Ten: Review Questions

4. What does it typically mean if your audience looks pained

and confused?




Module Ten: Review Questions

5. Which of these is wise to avoid?




Module Ten: Review Questions

6. When you tell people to take a break, what exactly do you

need to make clear?




Module Ten: Review Questions

7. Which presentations generally do not require a break?




Module Ten: Review Questions

8. If there are some stragglers who take a little bit more

time to arrive back, what would be beneficial to do?




Module Ten: Review Questions

9. Which of these is not a good way to end your

presentation?




Module Ten: Review Questions

10. What should you tell people in the presentation who

have follow-up questions?







MODULE ELEVEN

Questions and Answers

The way you respond to questions will have a major effect
on what kind of rapport you are able to build with the
audience.




Ground Rules

Come up with your own question to show
people what kinds of questions you expect.




Answering
Questions
That Sound
Like an Attack

At some point, someone
in your audience might
ask a question that
sounds like an attack.




Dealing With Complex
Questions

= Listen

Analyze

—I\iildag




= Ground Rules

Practical

= Answering Questions That Sound

lllustration Like an Attack

= Dealing With Complex Questions




Module Eleven: Review Questions

1. What would happen if you were to answer questions with

flip, dismissive answers?




Module Eleven: Review Questions

2. Which of these is an opportunity for you to get information into the presentation

that you could not address due to overall time constraints?




Module Eleven: Review Questions

3. At the end of your presentation when you ask if anyone

has any questions but no one does, what should you do?




Module Eleven: Review Questions

4. When is it beneficial to allow questions at regular

intervals?




Module Eleven: Review Questions

5. How should you respond when the question from the

audience sounds like an attack?




Module Eleven: Review Questions

6. Which of these statements is a good response to a

guestion that sounds like an attack?




Module Eleven: Review Questions

7. Which of these is not good advice for answering

guestions that sound like an attack?




Module Eleven: Review Questions

8. Which of these is a helpful tip for listening to a complex

guestion?




Module Eleven: Review Questions

9. Which of these is not a helpful tip for answering a

complex question?




Module Eleven: Review Questions

10. What is hugely important in a presentation?




MODULE TWELVE

Wrapping Up

Although this workshop is coming to a close, we hope that
your journey to improve your Public Speaking skills is just
beginning.




Words From the Wise
AL

Accomplishing the Hard work spotlights the There are two kinds of
impossible means only that character of people: some people, those who do the
the boss will add it to your turn up their sleeves, some work, and those who take
regular duties. turn up their noses, and the credit. Try to be in the
some don't turn up at all. first group; there is less
- Doug Larson competition there.
- Sam Ewig

- Indira Gandhi




	Slide 1: Public Speaking
	Slide 2: Getting Started
	Slide 3: Workshop Objectives
	Slide 4
	Slide 5: Identifying Your Audience
	Slide 6: Performing a Needs Analysis
	Slide 7: Creating an Audience Profile
	Slide 8: Identifying Key Questions and Concerns
	Slide 9: Practical Illustration
	Slide 10: Module Two: Review Questions
	Slide 11: Module Two: Review Questions
	Slide 12: Module Two: Review Questions
	Slide 13: Module Two: Review Questions
	Slide 14: Module Two: Review Questions
	Slide 15: Module Two: Review Questions
	Slide 16: Module Two: Review Questions
	Slide 17: Module Two: Review Questions
	Slide 18: Module Two: Review Questions
	Slide 19: Module Two: Review Questions
	Slide 20
	Slide 21: Creating a Basic Outline
	Slide 22: Outlining the Situation
	Slide 23: Identifying the Task That Had to Be Performed
	Slide 24: Listing the Actions You Took
	Slide 25: Revealing the Results
	Slide 26: Practical Illustration
	Slide 27: Module Three: Review Questions
	Slide 28: Module Three: Review Questions
	Slide 29: Module Three: Review Questions
	Slide 30: Module Three: Review Questions
	Slide 31: Module Three: Review Questions
	Slide 32: Module Three: Review Questions
	Slide 33: Module Three: Review Questions
	Slide 34: Module Three: Review Questions
	Slide 35: Module Three: Review Questions
	Slide 36: Module Three: Review Questions
	Slide 37
	Slide 38: Organizing the Program
	Slide 39: Making Organization Easy
	Slide 40: Organizational Methods
	Slide 41: Classifying and Categorizing
	Slide 42: Practical Illustration
	Slide 43: Module Four: Review Questions
	Slide 44: Module Four: Review Questions
	Slide 45: Module Four: Review Questions
	Slide 46: Module Four: Review Questions
	Slide 47: Module Four: Review Questions
	Slide 48: Module Four: Review Questions
	Slide 49: Module Four: Review Questions
	Slide 50: Module Four: Review Questions
	Slide 51: Module Four: Review Questions
	Slide 52: Module Four: Review Questions
	Slide 53
	Slide 54: Fleshing It Out
	Slide 55: Identifying Appropriate Sources
	Slide 56: Establishing Credibility
	Slide 57: The Importance of Citations
	Slide 58: Practical Illustration
	Slide 59: Module Five: Review Questions
	Slide 60: Module Five: Review Questions
	Slide 61: Module Five: Review Questions
	Slide 62: Module Five: Review Questions
	Slide 63: Module Five: Review Questions
	Slide 64: Module Five: Review Questions
	Slide 65: Module Five: Review Questions
	Slide 66: Module Five: Review Questions
	Slide 67: Module Five: Review Questions
	Slide 68: Module Five: Review Questions
	Slide 69
	Slide 70: Putting It All Together
	Slide 71: Writing Your Presentation
	Slide 72: Adding a Plan B
	Slide 73: Reviewing, Editing, and Rewriting
	Slide 74: Practical Illustration
	Slide 75: Module Six: Review Questions
	Slide 76: Module Six: Review Questions
	Slide 77: Module Six: Review Questions
	Slide 78: Module Six: Review Questions
	Slide 79: Module Six: Review Questions
	Slide 80: Module Six: Review Questions
	Slide 81: Module Six: Review Questions
	Slide 82: Module Six: Review Questions
	Slide 83: Module Six: Review Questions
	Slide 84: Module Six: Review Questions
	Slide 85
	Slide 86: Being Prepared
	Slide 87: Checking Out the Venue
	Slide 88: Gathering Materials
	Slide 89: A 24 Hour Checklist
	Slide 90: Practical Illustration
	Slide 91: Module Seven: Review Questions
	Slide 92: Module Seven: Review Questions
	Slide 93: Module Seven: Review Questions
	Slide 94: Module Seven: Review Questions
	Slide 95: Module Seven: Review Questions
	Slide 96: Module Seven: Review Questions
	Slide 97: Module Seven: Review Questions
	Slide 98: Module Seven: Review Questions
	Slide 99: Module Seven: Review Questions
	Slide 100: Module Seven: Review Questions
	Slide 101
	Slide 102: Overcoming Nervousness
	Slide 103: A Visit from the Boss
	Slide 104: Preparing Mentally
	Slide 105: Physical Relaxation Techniques
	Slide 106: Appearing Confident in Front of the Crowd
	Slide 107: Practical Illustration
	Slide 108: Module Eight: Review Questions
	Slide 109: Module Eight: Review Questions
	Slide 110: Module Eight: Review Questions
	Slide 111: Module Eight: Review Questions
	Slide 112: Module Eight: Review Questions
	Slide 113: Module Eight: Review Questions
	Slide 114: Module Eight: Review Questions
	Slide 115: Module Eight: Review Questions
	Slide 116: Module Eight: Review Questions
	Slide 117: Module Eight: Review Questions
	Slide 118
	Slide 119: Delivering Your Speech (I)
	Slide 120: Starting Off On The Right Foot
	Slide 121: Using Visual Aids
	Slide 122: Checking the Volume of Your Voice
	Slide 123: Practical Illustration
	Slide 124: Module Nine: Review Questions
	Slide 125: Module Nine: Review Questions
	Slide 126: Module Nine: Review Questions
	Slide 127: Module Nine: Review Questions
	Slide 128: Module Nine: Review Questions
	Slide 129: Module Nine: Review Questions
	Slide 130: Module Nine: Review Questions
	Slide 131: Module Nine: Review Questions
	Slide 132: Module Nine: Review Questions
	Slide 133: Module Nine: Review Questions
	Slide 134
	Slide 135: Delivering Your Speech (II)
	Slide 136: Adjusting On The Fly
	Slide 137: Gauging Whether Breaks Are Required
	Slide 138: Wrapping Up and Winding Down
	Slide 139: Practical Illustration
	Slide 140: Module Ten: Review Questions
	Slide 141: Module Ten: Review Questions
	Slide 142: Module Ten: Review Questions
	Slide 143: Module Ten: Review Questions
	Slide 144: Module Ten: Review Questions
	Slide 145: Module Ten: Review Questions
	Slide 146: Module Ten: Review Questions
	Slide 147: Module Ten: Review Questions
	Slide 148: Module Ten: Review Questions
	Slide 149: Module Ten: Review Questions
	Slide 150
	Slide 151: Questions and Answers
	Slide 152: Ground Rules
	Slide 153: Answering Questions That Sound Like an Attack
	Slide 154: Dealing With Complex Questions
	Slide 155: Practical Illustration
	Slide 156: Module Eleven: Review Questions
	Slide 157: Module Eleven: Review Questions
	Slide 158: Module Eleven: Review Questions
	Slide 159: Module Eleven: Review Questions
	Slide 160: Module Eleven: Review Questions
	Slide 161: Module Eleven: Review Questions
	Slide 162: Module Eleven: Review Questions
	Slide 163: Module Eleven: Review Questions
	Slide 164: Module Eleven: Review Questions
	Slide 165: Module Eleven: Review Questions
	Slide 166: Wrapping Up
	Slide 167: Words From the Wise

