An Introduction to Public Speaking

A.	INTRODUCTION
Everybody has something to sell, be it themselves, their thoughts, ideas, goals, goods or services. Salesmanship is largely public speaking. But success can be directly related to how well you speak. Many people have good ideas, but the logical leaders, the people who make things happen, the people who are outstanding, are those who are effective speakers. 
To be an effective speaker means you need to be an effective communicator. One important point to remember for effective communication is that communication is a two-way process. Thoughts can be imparted through speech but must be received by a listener for communication to occur.

B.	PRESENTATION
As a speaker you need to remember that your listeners will not only hear messages you send but will also interpret and notice other factors of your presentation as well. These include your voice, appearance, body language, eye contact, oral language and personality.

Voice
The most important of these factors is the use of your voice.
A pleasant speaking voice has the following qualities:
	It is pleasant, conveying a sense of warmth.
	It is natural, reflecting your true personality and sincerity.

It is dynamic, giving the impression of force and strength even when it isn't especially loud.
It is expressive, portraying various shades of meaning and never sounding monotonous or without emotion.
It is easily heard, thanks to proper volume and clear articulation.
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 Appearance

Your appearance should suit the time, the place and the audience. It is a good rule to dress as well as the best dressed person in the audience. At all times be neat and well groomed and give an appearance of confidence.

To overcome nerves try a few simple exercises:

	Tighten and relax your body

Clench and unclench your fist
Deep breathing

Above all be well prepared for any speaking situation and walk confidently to your allotted place to present your item or ideas. Don't forget to smile. It can do wonders for yourself and your audience.

Body language

When you speak you send two kinds of messages to your audience. While your voice is transmitting a verbal message, a vast amount of information is being conveyed by your appearance, your manner and your physical behaviour. Research has demonstrated that over half of all human communication takes place on a non-verbal level.
Here are some points to be aware of when speaking.
	It is important to rid yourself of distracting mannerisms such as rocking, swaying, fiddling, gripping, pencil and finger tapping, biting or licking lips, toying with coins or jewellery, frowning, quick head movements. These distract from a performance and can lead to a negative response from your audience.
	Let your body mirror your feelings. If you are really interested in a subject and truly believe what you are saying and want to share the message with others, your physical movements will come from within and be appropriate to what you are saying.
	A good, comfortable speaking posture is important. Stand straight but not rigid, with your feet about fifteen to thirty centimetres apart and one slightly ahead of the other. Balance your weight evenly on the balls of your feet. Lean forward just a little. Your knees should be straight but not locked. Relax your shoulders, but don't let them droop. Keep your chest up and your stomach in. 
	Your head should be erect and your chin up, but not uncomfortably so. Let your arms hang naturally by your sides, with your fingers slightly curled. Now take a few full deep breaths. Reposition yourself slightly if you do not feel comfortable. Keep it lively and animated so that you talk with your body, hands, eyes and face. And don't forget to smile!

Eye contact

After your voice, your eyes are your most powerful tool for communicating. Each listener wants to feel you are speaking directly to him or her. Failure to meet another person's gaze when speaking implies disinterest, lack of confidence, insincerity and shiftiness. Only by looking at your audience as individuals can you convince them that you are sincere.

When you speak your eyes can also function as a control device. Simply by looking at them, you have an influence on your listeners' attentiveness and concentration. On the other hand if you do not look at them, they will not look at you and attentiveness to your message will suffer.

In turn you can use eye contact as a source of strength and encouragement. When you see the audience is interested in your message, you will gain confidence and become more comfortable.

Effective eye contact is also a feedback device that makes the speaking situation a two-way communication process. Only by looking at your listeners can you determine how they are reacting.

Oral language
Use language appropriate to the occasion and the audience. Be careful not to include words that could be offensive or too obscure. Try to eliminate repetitive words and phrases from your speech. Try to speak without the use of um, ah, er, “you knows” and other extraneous noises.

Personality
Be natural, spontaneous and conversational. Remember all speaking situations can be classed as "enlarged conversation". The only difference between speaking to a small informal group and to a large audience is the number of listeners. The emphasis should be on communication and sharing of ideas. Strive to be yourself, genuine and natural and you will be a success.

 C.	IMPROMPTU SPEAKING
Impromptu speaking is the most common form of public speaking people are involved in. There are many occasions when we are required to say something to others without preparation, including at meetings, functions, when addressing groups and on the telephone. Good impromptu speaking is defined as saying something effectively on the spur of the moment. In other words it is the skill of being able to think on your feet while talking to others.

There are three requirements for good impromptu speaking. You need to try and do each of the following:-

1. Organise your thoughts
This involves speaking to a plan, such as PAST, PRESENT, FUTURE. Thus
	Originally, in the beginning, etc
	Currently,
	In the future, next year, etc
Another very effective plan for speaking with minimum preparation is PREP.

	P - POINT	State the point you want to make about the subject
	R - REASON 	Explain why you made the point
	E - EXAMPLE 	Back it up with a story, incident or experience, illustration, statistic, comparison or demonstration 
	P - POINT	Conclude by restating your point that you want the audience to remember

2. Be specific and constructive
To avoid waffling or generalising, you need to limit your topic. Narrow your focus to make one key point about a subject. In this way you can say something specific and constructive, doing so clearly, concisely and convincingly by following a plan such as PREP.

3. Present your thoughts effectively
This involves all the items covered in the Presentation section. Remember people are more likely to be convinced if we look and sound like we know what we are talking about. Avoid being lacklustre. Many impromptu speakers lack animation. They concentrate so hard on their message they forget to get excited. Fool your audience. Let people think you're happy and not struggling to think of something to say. Act enthusiastic and you will be enthusiastic!
 E.	SPEECHES FOR SPECIAL OCCASIONS
Proposing a toast
	Make some opening reference to the occasion.

Cite some laudable achievements of the recipient of the toast.
Express goodwill towards the recipient.
Ask those present to stand.
Formally present the toast saying the words you want everyone to repeat, in a clear, confident voice.
Lift your glass and drink briefly from it.
Be seated.
Presenting a gift/award
	Refer briefly to the occasion.

Refer to the achievements of the recipient.
Express your goodwill.
Make the formal presentation.
Accepting a gift/award
	Express your sincere thanks.

Mention your debt to the group.
Introducing a speaker
	Why this particular speech.

On this particular occasion.
To this particular audience.
By this particular person.
Present speaker to the audience.
Thanking a speaker
	Thank the speaker for qualities observed in presentation, e.g. preparation, information or inspiration given, entertainment.

Make a specific reference to some point in the speech which was especially praiseworthy.
Do not express your own personal opinion about the topic.
Do not add any further details relating to the topic.
Ask the audience to join you in thanking the speaker.
Lead the applause.

 C.	MICROPHONES
Microphones are simply a tool to help you speak to large groups of people. Used effectively, they make you look and sound better. Microphones make it easy to speak. They enable you to be heard without straining your voice, making your voice sound better and more natural.
Tips on usage
	Do not try to be a radio announcer. Speak in your normal voice at an even pace. Don’t shout but speak slowly and clearly. Lower the tone of your voice if possible.
	Try not to speak in a monotone manner. Rather try to inject vitality and life into your speaking.

Do not look at the microphone. Look at your audience.
Do not move abruptly or move back and forth. Keep the microphone in a line between you and the audience as you turn to look from side to side. If you are holding the microphone, move the microphone as you move your head to maintain the straight line to your audience.
Avoid holding paper between your mouth and the microphone. Reading from notes is a communication barrier. If you do have some notes, keep them to one side and ensure that you keep the microphone in line between you and the notes when you look at them.
Never tap, blow into or thump a microphone. It is a delicate instrument and should be treated with care. So don’t drop it!
If the microphone is on a stand, don’t touch either the microphone or the stand.
If you need or prefer to hold the microphone in your hand, don’t fiddle with the cord or rub the side of the microphone as this will generate noise.
Watch for extraneous noise generated by rustling paper or clinking jewellery.
If “acoustic feedback” occurs (a howling or squealing noise from the speakers), move! This happens because the microphone is too close to a speaker or the volume level is too high. If the feedback only occurs when you talk, you are probably talking too loudly.
At all times try to hear yourself speak. Moderate your tone from what you hear.
In summary, the microphone is your friend. Used with confidence and style, it helps to get your message across.
But remember, as with a computer,  Garbage in ...... Garbage out ...... 
If you mumble, the microphone will. If you um or ah, yes it will too, but louder. If you whisper an aside, it will pick it up. If you mispronounce or do not articulate, then, you guessed it, the microphone will do the same, word for word! However, if you speak clearly and distinctly the microphone will make your voice loud enough to be heard in comfort and exciting to listen to!

