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speechnotelet 1
Fear of Public Speaking

The Problem
It’s a sobering thought that as many as 75% of people fear speaking in public - that’s
more than fear death or heights!

The Fears
Fear of the unknown - Fear of making a fool of yourself
We are always nervous to some extent when we face a new situation and this is
entirely natural. The best way to overcome this is to stop it being ‘unknown’ by trying
it out in a non-threatening environment: that’s what we give you on the SpeechDirect
course – here you can make your mistakes in your own space. Practise in front of a
mirror or before friends before you appear in front of an audience.
Fear of ‘drying-up’ – Fear of failure
This is quite understandable and these are the beginner’s greatest fears. We can do a
lot to help ourselves by being well-prepared and rehearsed and having good notes
that you know how to use. Again, experience will build confidence.
Fear of letting your company down
Of course we don’t want to do this! Make sure that you have a brief from your
company and that you know your objectives and you are well-prepared and practised.
Make sure you know your boss’s ‘take’ on the subject!
Fear of boring your audience
Don’t worry – there are techniques for making your speech interesting – but for a start
try to put yourself in the audience’s place and wonder whether you would find
yourself interesting. Partly it’s down to subject matter – and how you arrange it - and
partly down to delivery, but the good news is that these are things you will learn on
our course..
Fear of a hostile audience
It’s easy to see why you might be apprehensive about this one, but most audiences are
not hostile and want to be interested in what you are saying. The key is… preparation
… preparation … preparation.

The Audience
A tip for dealing with facing an audience is to regard them as individuals - they are
just people! Scan around and make BRIEF eye contect with each one in turn - then it
feels as if you are speaking to them one at a time.
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Your Purpose

Why Have a Purpose?
You need to have a purpose when you speak and we will look at how you can convert
this into the beginnings of a speech or presentation. We’ll look at a speech about
papermaking.

Your Brief
What have you got to do? Make sure that you have a brief for your speech - either
from your company or brief yourself. Include how long you have to speak for.

Your Intention
Once you have your brief, write down your intention for the speech. This gives you
an idea of where you are going and what you want to achieve. Here is our intention:
‘I will inform the audience about the history
and techniques of papermaking and the
relevance of paper in today’s digital world’

Your Outcome
The outcome is what you want your audience to go away and do (or think) so that
your intention can be achieved. Here is the desired outcome:
‘After my speech the audience WILL know
the background of how paper is made and
how relevant it is today’

Your Intention as a Framework
Now that you’ve written down your intention you can use it to make a framework for
your speech. Underline the three most important words (we use three because we
humans find it easy to think in threes) - this will give you three main points to write
your speech around.
Then underline what type of speech it will be. Here’s the intention again with these
words underlined:
‘I will inform the audience about the history
and techniques of papermaking and the
relevance of paper in today’s digital world’
So we will write an informative speech that will focus on the history, techniques and
‘relevance’ of paper.
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Speech Construction

Why Speech Construction?
You have something important to say and you should arrange it in a logical and
consistent way so that your audience can easily follow your argument or message.
Your structure is the framework that holds everything together.

The Rule of Threes
For a clear structure research has shown that 3-5 main points are usually enough, with
three being the better because the mind often works in threes and the facts are easier to
retain. So arrange your speech in 3 sections:
•
Beginning
•
Middle, and
•
End

The Beginning
The beginning is the introduction to your speech. This is where you capture the
interest of your audience and make them want to listen to the rest. You will probably
also let the audience know what you are going to tell them.

The Middle
The middle is the main part of your speech, where you set out and develop the main
points of your argument. Again, the ‘Rule of Threes’ suggests that you should have 3
main points to develop, but 5 is sometimes used as well.

The End
The end of your speech is your conclusion, where you sum up what you have said in a
way that pulls everything together and inspires or enthuses your audience.

A Typical Speech Structure
A typical speech structure, then, is likely to be:

Beginning
Middle
Main point 1
Main point 2
Main point 3
End
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Beginning, Middle and End

Your Speech Structure
You’ve seen that a typical speech structure is made up of three parts - a beginning, a
middle and and end.
We’ll look at each part in more detail.

Beginning
A good beginning is vitally important – this is where you pique your audience’s
attention and set the scene for your message. It is also where the audience is at its
most receptive, so grab them and make them like you and want to continue listening
to you. Convert their attention to interest!
Lose your audience now and you have lost them for the whole speech – give them a
punchy, powerful and memorable opening.
Once you’ve made your opening statement, go on to explain and let the audience
know what you’re going to speak about.
Answer your audience’s unspoken question - ‘Why should I pay attention?’

Middle
This is where you present and develop your argument or message. You have captured
your audience’s attention and interest, so how should you carry on?
Because this is the main part of your speech you need to work out what points you are
going to put across and then present them in logical sections that will allow your
audience to digest what you are saying.
Make sure that the sections are clearly defined and linked together. You have
analysed your intention (speechnotelet no 2) so use it as the framework for the middle
section of your speech.

End
The end is just as important as the beginning – go out with a bang! Again this should
be a powerful statement that summarises the message and inspires your audience.
This is the climax of your speech, use it to sum up, to reinforce your message and to
call your audience to action.

Remember, Remember
ALWAYS memorise the first sentence of your speech and the last sentence of your
speech so that you can deliver them without referring to your notes.
Don’t just drift to a close and fade away - finish on an upbeat and make your audience
ready to applaud.
Don’t just introduce yourself at the start of your speech - make an impact!
Don’t thank your audience - they should thank you for delivering your speech!
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Preparing Your Speech

What You’ve Already Done
You have already worked from your BRIEF to your INTENTION and your
OUTCOME, and you have expanded your intention into a framework.
We’ll look at a social media speech.

The Intention
‘I will help my audience understand modern communication and its positive and
negative features’

Gathering the Material
Always bear in mind it is better to have too much material to start with, and then
discard some, than having too little and having to scratch around for more.
Your material might come from:
•
Your own knowledge and experience
•
Consultation with others
•
Research
To gather the material you might set up a ‘material cloud’ where you write down all
the key words that represent the material that you have gathered.

Arranging the Material
With your material cloud in front of you arrange the key words as lists under your
three (or more) main points - in the case of this speech these will be:
•
Communication
•
Positive
•
Negative

Beginning and End
At this stage you should note what material you are going to use for the beginning
and end of your speech.

The SpeechDirect Writing Frame
The SpeechDirect writing frame allows you to get your material into a form where you
can begin to start writing the text of your speech. Blank writing frames and a sample
for Jasmine’s speech are available to download alongside this speechnotelet.

Review and Revise
Always keep your writing under review and keep revising until you have what you
want - your speech is not complete until you commit it to your final speaking notes.

(c) 2014 Brian Micklethwaite

speechnotelet 6
Signposting

What is Signposting?
Signposting is a technique that you can use to give your audience a ‘road map’ of your
speech so that they can easily follow the message that you are putting across.
The reason you should do this is that you cannot be sure that your audience is good at
actively listening to what a speaker has to say - so they need a little help.

Tell Them …
In public speaking there is a well-known saying (attributed to various people):
•

Tell them what you’re going to tell them …

•

Tell them …

•

Tell them what you’ve told them …

In other words:
Tell them what you’re going to tell them
Here you are looking forward to what you are going to say by listing the points you
are going to make.
Leave your audience in no doubt about what they are going to hear.
Tell them
This is the middle part of your speech where you actually deliver your main points.
Make sure that in your speech you make it clear that you are moving from one main
point to another, maybe by a linking passage or by the words you use.
Tell them what you’ve told them
Whatever the form of your ending make sure that at some point you summarise the
main points or refer back to show that you have covered what you said you would.

Implicit Signposting
As well as the explicit ‘Tell Them’ technique you can also subtly guide your audience
by the words you say and the way you say them.
Words such as ‘now’, ‘but’, ‘now that we know’, ‘and finally’ can be used to indicate
that you are moving from one point to another.
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Your Language

Why is This Important?
Your speech is neither a written paper that you are reading nor a conversation, but it is
the spoken word so don’t make your text too stilted but don’t make it too ‘chatty’
either. This is something that gets easier with experience.

Language
DO choose your words carefully for clearness / use fresh and appropriate words
DON'T use sentences that are too long and complex but try to vary the sentence
length so as to give rhythm and flow to your speaking – ‘voice music’
DON'T use long words when shorter ones will convey the same message unless there
is a special reason to do so
DO think about the emotions you want to stir in your audience – reflect this in your
vocabulary and the way you use it
DON'T use passive verbs DO use descriptive phrases
DO use the correct language for the occasion and for your audience, but try to avoid
jargon unless it is absolutely necessary
DO keep a dictionary and thesaurus at hand when you write your speech – there
might be alternative, more effective, ways of saying the same thing
ALWAYS remember that you are writing a speech, not an essay!
When writing your text bear in mind how effective rhythm and flow can be at keeping
your audience’s attention on your message, especially when coupled with variation in
your voice (I’ll look at this later) and the use of speaking techniques such as:
Rhetorical questions.
Use of word pictures – talking in images appropriate to the message or to set the scene
Alliteration – but don’t overdo it
Repetition, often in threes, for emphasis, or using the same phrase to start successive
sentences for emphasis, reinforcement and to enhance the voice music.
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Your Humour

Why is This Important?
Do consider using humour at some point in your speech – somewhere in the early
stages of your speech is often a good place to use humour because it can help break
down barriers with your audience and bring them together too. It also shows that you
appear to be comfortable in front of the audience.

Humour
If you don’t have a sense of humour, don’t try it!
Consider the nature of your audience - if you know them in advance then tailor your
humour appropriately.
Don’t overdo it.
Humour doesn’t have to be just telling jokes: in fact jokes are some of the most
dangerous things to include.
Make your humour relevant to your speech.
Try to make the audience laugh with you rather than at you.
Don’t ever try to make the audience laugh at themselves or at a particular member.
Don’t rush: humour is so much about timing – judicious pauses are the tool of choice
here.
It is best NOT to start off your speech with a joke – it may well fall flat and you’ve
probably lost your audience.

If in doubt – don’t!
Humour can bind an audience to you and to each other, but humour wrongly
conceived can offend or upset some people and you can create barriers if it does that.
You will also fail if your humour is flat and doesn’t raise any laughter (or even smile)
at all.
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Writing Your Notes

Why Use Notes?
Your speaking notes are what you use to help you deliver your speech. They are
developed from your full text and you have them with you when you speak. They are
there to give you support and confidence.
We should not be afraid to use notes – they are necessary, especially in long speeches,
difficult speeches and where specific wording needs to be delivered accurately.

But don’t read them!
Do not let anyone tell you that you MUST use one particular type of notes - choose
what you are happy with and that suit the venue.

Cards
This is the favourite of a lot of speakers but doesn’t suit everyone.
The cards – filing cards are good to use – just have key words or phrases on them
(maybe just the headings and sub-headings from your text but perhaps have
important phrases included as well).
Write in large enough letters for you to read at arm’s length and don’t put too many
words on a card. Number the cards in case you drop them! You can also include ‘stage
directions’. Don't fasten the cards together because they are difficult to handle.

Full Script
This is the complete text of your speech used as your notes.
The intention is NOT to read from the script but use it as a prompt when needed and
as a ‘safety net’ that you have in front of you.
The script is best word-processed using headings and sub-headings. Use a font size
large enough for your eyesight.
A4 paper is a good size for notes but you might also consider A5, especially if you
have a lectern and it is restricted in size.
Before the speech you can highlight headings and important words or phrases in
different colours to make them stand out on the page. You can also add ‘stage
directions’ for yourself: for example to show where you pause, make a gesture or vary
your voice
Sometimes formatting in two colums helps focus your eyes on particular parts of your
speech - an example is included as a download for this module.

Mind Map
An increasingly popular type of speaking note is to use a mind map, either drawn by
hand or using one of the mind-mapping programs available for your computer. With a
mind map you have a picture of the whole of your speech in front of you.
An example is included as a download for this module.
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Using Tablet Computers

Why Tablet Computers?
With the increasing use of tablet computers – iPad, Android devices etc. – they now
give us an alternative means of writing and using our notes.
A tablet is small and inconspicuous and often only needs a subtle ‘swipe’ to change
from one screen to another if you use it to display your speaking notes. If you are
using a lectern, a tablet will sit there nicely out of sight.
How, then, do we use a tablet for writing and displaying notes?

Using Standard Software
Any of the typical word processing or note-taking apps available for the tablet can be
used for writing notes and displaying them to you during a speech (e.g. Pages, Note
Suite, etc. for iPad).
There are also mind-mapping apps available should you favour this method of using
notes (e.g. SimpleMind+ for iPad and Android)

Using Specialist Public Speaking Software
There are a number of apps made specially for public speaking, especially for iPad,
although there are also Android versions as well. These apps either simulate
traditional methods or provide their own slant on using notes. We describe some of
these apps here:
Speeches for iPad:
This app simulates the use of cards. ‘Cards’ may be written, imported and edited in
the app and then ‘played’ during the speech, being navigated by swiping from one
card to the next (you can also swipe backwards as well). The app allows you to specify
a timing for the speech and displays an overall progress bar so that you can keep track
of your timing.
PodiumCue for iPad:
PodiumCue is another card simulation. The app provides three different colour-coded
types of card – ‘Intro’ (for your introduction), ‘Story’ (for facts, references and
anecdotes) and ‘Main’ (for the main part of your speech). The cards can be linked
together in the sequence you want and then ‘played – you swipe between them as
required. Again, you have a timer facility.
Promptster for iPad and Android:
Promptster takes a different approach – it simulates a teleprompter. You can create
your notes within the app or import a text file. For speech practice and delivery the
app smoothly scrolls the text on the tablet’s screen at a speed that you can determine
and at a text size that you prefer. You can start or stop scrolling at any time and
manually scroll to any part of the document The app will also track elapsed time as
you speak. Additionally, you may use the built-in camera and/or microphone to
record yourself and play back whilst practising your speech.
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Your Appearance

The First Thing They See
Your appearance is important because it is the first thing that your audience sees as
you step up to speak.
By ‘appearance’ we mean both how you dress and how you stand.

How You Dress
Keep your clothing appropriate: if in doubt classy, corporate clothing is a safe bet, but
there are a few things you can consider.
Ladies

Gentlemen

In General

If you wear a blouse
check that all your
buttons are secure!

Are your flies
undone?

Be smart.

Check that all zips are
fastened.
Is your dress or top
too low-cut?
Is your make-up
appropriate?
Is your jewellery
appropriate? In
particular, are you
wearing earrings that
are so big as to be
distracting to your
audience?

Is your tie (if you are
wearing one)
appropriate and not
too distracting?
Are you wearing
socks that are too
bright?

Be well-groomed.
Pay attention to
personal hygiene.
Don’t have dirty or
unkempt shoes.
Keep your hair tidy.

What is appropriate
for your jacket? Do
you fasten it up? ...
leave it undone? ...
take it off?

Your Stance
For comfort, and to make a good impression, stand as relaxed as you can with your
weight evenly balanced on both feet, toes and heels on the ground .
If you do move around don’t move in regular patterns or your audience will be
watching you and counting your paces, anticipating when you are going to turn
Some slight movement towards the audience can emphasise a point, but
remember ‘your space’ and ‘their space’: moving too far towards the audience can feel
threatening.
When you stand up to begin your speech keep your hands relaxed and still - at your
sides or holding your notes. Keep your hands out of your pockets!
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Using Your Body

Gestures
We are always making gestures with our hands – most of them unconsciously.
Remember they are wonderful speaking tools, but can let us down badly when they
seem to develop a mind of their own and begin to act independently and make
meaningless thrashing movements – fascinating, but distracting to your audience.
But we must control these movements, and what we do is to convert them into
speaking gestures.
Gestures are hand, arm and body movements that purposely add meaning and
emphasis to your speech. Used properly, gestures are an asset to your speaking - used
wrongly, they can be very distracting.
Here are some tips:
Only use appropriate gestures to illustrate or emphasise a point.
Don’t over-gesture and don’t make your speech look like an act or a puppet show.
When you are not using a gesture, keep your hands still.
When you plan gestures you always need to be aware of your speaking venue – a
large venue will call for large, expansive, gestures that can be seen by all (unless you
are also appearing on a screen). In a small venue the audience is close enough to see
your face and your eyes and the gestures should be smaller.
Try to vary your gestures and avoid repetitive movements (unless that is what you
want to do to emphasise verbal repetition).
Make your hand gestures smooth and not jerky.
If there is a lectern or a table, make your gestures above it so that they are not hidden
from the audience.
Practice (possibly in front of a mirror or get someone to film you) so that your gestures
don’t look exaggerated or artificial – try to make them as natural as possible.
Gestures made above elbow level have greater impact than those made below.

Eye Contact
It is important that you keep as much eye contact with your audience as you can – you
are speaking to them, not avoiding them.
Eye contact keeps you in communication with your audience and it also makes you
appear approachable and confident.
Scan your eyes across everyone in the room and keep doing it whenever you are not
looking at your notes – move your head positively to show that you are doing it
Don’t pick one person out and don’t look at anyone for more than a second or two at a
time - this can also help your nerves.
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Using Your Voice

The 4 P’s of Public Speaking
Variety is the spice of life – and of a speech. You need to avoid monotony, keep your
audience interested and highlight different parts of the speech so that your audience
can follow what you are saying.
Our 4 P’s can help you to do it – they are the key to good speaking - use them all in
your speech if you can.

Pronunciation
Obviously your audience needs to understand what you are saying! Pronunciation is
what gives this the final gloss, even if you have a regional accent (not dialect). Be sure
to open your mouth sufficiently - typically try to have the space of one finger between
your teeth when speaking and even two fingers when practising.
Form each word fully and try to pronounce the first and last letter of each word in the
sentence so that each word is distinct and not slurred. Try it with this paragraph.

Pitch
Don’t kill your speech with monotony. Vary the pitch, volume and tone of your voice
to correspond with what you are saying – these three alone can give you the ‘voice
music’ you need so much. Work out the climaxes of your speech and use your voice to
rise to them (in pitch, volume or tone or any combination). Mark them in your
speaking notes if you want to.

Pace
Pace is important, so vary it and control it. Pace adds one more level of variety to your
speech as you speed up and slow down – in the appropriate places, of course.
Many speakers speak far too quickly and at the same pace throughout (especially
when nervous). If you find that this is happening take a deep breath, pause, and
consciously try to slow down. Also remember that the wider you open your mouth,
the slower you speak.
Remember also that the larger the audience and the larger the venue the slower you
need to speak.

Pauses
Pauses are so important even though you can’t hear them – because you can’t hear
them! Silence is not only golden it is powerful.
Pauses allow breathing space for you and your audience. They allow you to pause for
emphasis, effect or timing, or to give your audience chance to react to something
you’ve said ... and you can also take a quick look at your notes!
Pauses are like the white space on a page – imagine reading a book printed as just one
block of text: the meaning would be very difficult to follow, if not incomprehensible,
and you would soon give up.
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Using Your Notes

Why Use Notes When Speaking?
We have seen that speaking notes are what you use to help you deliver your speech.
They are there to give you support and confidence.

Do Not Read Them!
The first thing to say is that notes are not there to be read – they are the scaffolding of
your speech and your aide-memoire. It is the delivery that counts and your delivery
will be severely compromised if you read your notes or look down too often.

Know Your Speech
By the time you come to deliver it you should know your speech very well. You know
your speech by practising it rather than learning it off by heart. Your notes are simply
there to help you.

Correct Use of Notes
Whichever sort of notes you use they should not intrude and the audience should not
really be aware that you are using them.
Don’t wave them about!
Take great care if you have to turn over a page or swap cards – cards should be
transferred to the back of the ‘pack’ and not just discarded, if you have a lectern that is
big enough try to place your notes side-by-side to avoid turning.
You should know your speech well beforehand, but you will still refer to your notes.
Take your time and look at your notes briefly – but not while you are speaking: pause,
look at your notes, look up and begin speaking. It only takes a small amount of time
and, done this way, does not disrupt the flow and appears natural.
Never read your notes unless you are reading a quotation or some figures.

Beginning and End
Memorise both the first sentence and last sentence of the speech so that you don’t have
to refer to your notes at these critical points.
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Your Audience

What’s it All About?
You need to take into account your audience – who are they? ... what do they want
from you? ... what do you want from them? ... how many will there be? ... who are
they? ... what do they know already? So many speakers forget this, to the detriment of
their public speaking.
It is all about communication: planting an idea from one mind (yours) into another
(the audience’s).

Speaking to an Audience
Your audience is your target – they are the ones you want to influence or inform. The
necessity here is to pitch the speech at the right level for your particular audience.
If you can, try to put yourself in the audience’s place and try to determine what you
need to do to achieve your objective, and perhaps what the audience might think of
you.
Be confident! The audience is expecting you to be an expert, so at least look as if you
are one – show a positive attitude. Usually an audience is looking to welcome you and
the message you are putting over.

The Venue
Your audience won’t exist in a vacuum - they will be listening to you in some venue.
If you are able to get information about the venue (unless you already know it) then
do so. The way you prepare and deliver your speech is affected by the size of the
venue, the lighting, the acoustics and what facilities you will have. Check whether
there is a lectern or a table, because that will affect how you can use your speaking
notes.

Rapport
We try to build rapport with our audience so that we build up a trust between us. You
should engage with the audience, not lecture them or pressure them. Make sure you
know how formal or informal the occasion is and respond accordingly.
Don’t keep on about ‘Me’ or ‘I’ - unless your speech is about yourself and your
experiences.
Remember that although you want to build rapport, a speech is not the same as a
conversation - there is no concept of ‘taking turns’.
Don’t forget to smile when you start.

A ‘Lost’ Audience
You can often detect the warning signs through their body language – we want them
to be alert, still and upright. Are they fidgeting, shifting and squirming, looking at
their watches? Are they beginning to use their mobiles to text (or play games)? Are
they staring out of the window? Are they whispering or openly talking to colleagues?
(c) 2014 Brian Micklethwaite

speechnotelet 16
Death by PowerPoint

What’s Wrong?
‘Death by Chocolate’ is often a delightful treat but ‘Death by PowerPoint’ is often the
tormented result of a poorly conceived PowerPoint presentation. We've all been
there ... a semi-darkened room, a presenter droning on while reading what is on the
screen, every point illustrated by an unreadable slide ... always assuming that the
presenter has even managed to get the equipment to work and load the presentation.

A Real-Life Example
Here is an example of a PowerPoint presentation that actually happened!
As the audience came into the room the computer desktop was
displayed on the screen.
The presenter then had to load PowerPoint and find the
presentation while the audience waited.
The text slides were densly-packed bullet points and the rest were
multiple pictures on a slide.
The presenter looked at the screen and read the bullet points.
She also looked at the pictures while she was describing them.
The presenter had the slides on a timer so that the slides kept
changing while she was in the middle of talking, so she always had
to go back one slide while saying ‘sorry about that’.
Halfway through the presentation the laptop lost all power and the
screen went blank. The presenter had neither checked that the
battery was fully charged nor plugged it in to the mains. Because of
this she had to find the power lead, plug it in, restart the computer,
find PowerPoint, restart the presentation and find the correct slide.
… ‘Sorry about that’.
There were 63 slides!
At the end the final slide was left on screen, distracting the
audience, while the presenter held a question and answer session
that developed into a conversation between her and two other
audience members that had little to do with the presentation.
The audience was restless and relieved when it was all over,
although they stayed out of politeness.
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Towards Better Presentations

The Do’s and Don’ts of Presentations
DO …
DO remember that the rules of public speaking still apply to presentations.
DO use the slides as highlights of the speech: the slides should support your
presentation rather than lead it.
DO spend some time if at all possible in setting up the equipment properly
beforehand.
DO familiarise yourself with the equipment.
DO check the internet connection before use if you plan to use the internet as part of
your presentation.
DO have the presentation program and presentation open on the computer before you
start, otherwise you will spend the first few minutes clicking through computer files.
DO keep it simple.
DO use your imagination in preparing interesting, properly formatted slides because
the apparent ease of using PowerPoint often leads to very poor slides.
DO try to begin with a blank slide showing your company logo while you introduce
things, and have a blank slide displaying your company logo after your last
presentation slide.
DO make sure that you spell, punctuate and use grammar correctly – audiences are
very adept at picking up mistakes they see written in front of them.
DO have Plan B – if the equipment fails you will have to give a normal speech.
** KEY POINT * DO have a backup copy of your presentation on a memory stick **

DON’T …
DON’T project a slide full of text and then read it to the audience: if you need to use
lengthy text, put it on the screen AFTER you have presented the content.
DON’T use the slides as an aide-memoire and constantly refer to them or read them –
learn your material.
DON’T look at the slides (‘talking to the PowerPoint’) – you will be seen to be
ignoring the audience or appear to be incompetent – maintain eye contact.
DON’T give out any handouts first – the audience will read them while they are
supposed to be listening to you!
DON’T stand in front of the screen and block the view of the audience.
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Impromptu Speaking

What is Impromptu Speaking?
Speaking ‘off the cuff’ – impromptu speaking is a vital and effective skill.
We are not here talking about answering questions or just replying to someone: we are
talking about being asked to speak for 2,3,4 or even more minutes without
preparation.

How Do You Do It?
First of all DON’T PANIC!
Impromptu speaking requires quick thinking, the ability to be articulate and being
able to stay on topic.
This is still a speech – a mini speech perhaps, but still a speech, and everything you
have learnt still applies, even if you can’t do extensive preparation.
At the very least you can still have your structure, your scaffolding, to hang your
speech on – beginning, middle and end – and you now know how to make a speech
flow.
So when you get to your feet to speak - try to get the subject matter (or at least the
main points) in your head before you start – and decide how you're going to begin.
Try to begin and end on a memorable, but relevant, statement.
Expand on your topic in the middle part using the rule of threes (if you can –
sometimes you only have time for 1 or 2).
Finally refer back and summarise, perhaps reflect on the objective or make an
emphatic statement.
Whatever you do, don’t waffle!

How Do You Develop Your Argument?
The way you develop your argument might be evident from what you are asked to
talk about, maybe:
•
A logical progression
•
A problem and its solution
•
A past/present/future timeline
•
Examine cause and effect
•
A review of alternatives
•
Arguments for and against a subject

Back of an Envelope
You might be lucky to have a little time to plan what you are going to say – the ‘back
of the envelope’ speech.
If you have a few minutes try to follow the normal speech structure - beginning,
middle and end - and jot down a few headings. You might like to carry a few
SpeechDirect writing frames with you.
(c) 2014 Brian Micklethwaite
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Towards Effective Meetings

Your Effective Meeting
There's no magic wand to make every meeting more effective, but meetings can really
help in decision making and planning, so you need to make them effective.

Meetings Are Public Speaking
Now you might be chairing the meeting, or you might be a participant in a meeting
chaired by someone else. Whichever it is, remember your public speaking skills meetings are 'speaking in public', so our principles apply here just as much as in
giving speeches.

Chairing a Meeting
If you are chairing a meeting, all of the parts that go to make up a meeting are
important and they are similar to writing and delivering a speech.
Just like a good speech, a good effective meeting happens when you pay attention to
your planning. First of all decide the goal of your meeting - just like you decided the
intention and outcome of your speech.
Again, just like your speeches - do your homework! Meetings often need to be
researched as well as speeches.
Just as with planning for a good structure to your speech, all of this should lead to a
well-constructed agenda - just like signposting your speeches for your audience, make
sure that participants know what's going on. Members of any group should know
what they are coming to do. As we said in an earlier module, it's a meeting, not a
mystery novel!
Like your speaking notes, your agenda is your road map - stick to it.
Deliver a good, engaging start to the meeting, and signpost the agenda, just as you
would a speech.
Keep the discussion on track and don't allow anyone to deviate from the agenda or
hold the floor for too long. Be fair but firm. A good tip, as with any audience, is to use
eye contact and body language while you are chairing. You can speak volumes by
making eye contact, by smiling (or not smiling), or by a change in your seating
position.
The planning and conduct of meetings IS really about speaking in public, and the
speaking skills you have learnt on this course will help you immensely when you
come to chair your meetings.

Being a Participant
Try to be as prepared as you can with briefing notes for agenda items where you
might be speaking. As far as you are able, when you deliver your content, have a good
beginning, a well-structured middle and an arousing close.
And, of course, if you need to speak during the discussion on an item then that's an
impromptu speech.
(c) 2014 Brian Micklethwaite
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My Persuasive Speeches

Persuasive Speeches
A persuasive speech is built around an argument that you are trying to get across to an
audience – both by what you write and by how you deliver it. You are an advocate for
your argument.

The Staus Quo
An important concept here is 'status quo', which is a descriptive term for the existing
state of things. You will be arguing either for a change to the status quo or for no
change to the status quo, so you first need to work out what the status quo IS for a
particular situation and position yourself clearly in relation to it.

Developing Your Argument
If you are chairing a meeting, all of the parts that go to make up a meeting are
important and they are similar to writing and delivering a speech.
Just like a good speech, a good effective meeting happens when you pay attention to
your planning. First of all decide the goal of your meeting - just like you decided the
intention and outcome of your speech.
Again, just like your speeches - do your homework! Meetings often need to be
researched as well as speeches.
Just as with planning for a good structure to your speech, all of this should lead to a
well-constructed agenda - just like signposting your speeches for your audience, make
sure that participants know what's going on. Members of any group should know
what they are coming to do. As we said in an earlier module, it's a meeting, not a
mystery novel!
Like your speaking notes, your agenda is your road map - stick to it.
Deliver a good, engaging start to the meeting, and signpost the agenda, just as you
would a speech.
Keep the discussion on track and don't allow anyone to deviate from the agenda or
hold the floor for too long. Be fair but firm. A good tip, as with any audience, is to use
eye contact and body language while you are chairing. You can speak volumes by
making eye contact, by smiling (or not smiling), or by a change in your seating
position.
The planning and conduct of meetings IS really about speaking in public, and the
speaking skills you have learnt on this course will help you immensely when you
come to chair your meetings.

Being a Participant
Try to be as prepared as you can with briefing notes for agenda items where you
might be speaking. As far as you are able, when you deliver your content, have a good
beginning, a well-structured middle and an arousing close.
And, of course, if you need to speak during the discussion on an item then that's an
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