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Effective Public Speaking

I.     Learn to be an effective public speaker

A.  Types of public speaking
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B.  Three main speaking styles
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C. Four basic methods of delivery
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II.   Getting Organized


A.     Length of talk

      B.     Know your audience
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C.    Time to outline



1.



2.



3.


D.    The speaking outline


E.    Visual Aids
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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
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D.   Handling introductions, announcements and presentations
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IV.  Orchestrating the Environment


A.   Room Sstting


B.   Seating arrangements


C.   Platforms


D.   Personal appearance
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E.   Platform decorum



1.  Posture



2.  Walking



3.  Sitting



4.  Standing



5.  Ascending anddescending stairs


F.   Podiums
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G.  Microphones
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H.  Overcoming stage fright

Note: Stage fright can be reduced by:



1.  Rehearsal and preparation ___________________________________



2.  Deep breathing ______________________________________________



3.  Mental preparation ___________________________________________

Note: Tips to over come fear
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V.  The Last Word
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