ABLE Module #4

Planning, Personnel, and Community Relations


Teaching Aid – Community and Public Relations #7
Tips for Public Speaking

· Know your audience. What are their main concerns?  Why did they ask you to speak?

· Tailor your presentation style to fit the message, the audience, and you.

· Props, note cards, interaction, lecture.  What style suits you best? 

· Do you prefer small groups or large rooms full of people?  Adapt your perspective to support your style. 

· If you prefer small groups, focus on one table at a time or on a few people sitting in the middle.  Present to them.  Ask a friend to sit in the audience and present to them.

· Talking points: Outline for yourself the main things you want to communicate.

· What is your message?

· Remember hooks, bridging, and verbal flags to keep your message on target.

· Write enough detail on your talking points that you won’t get lost, but don’t simply write everything down.  This will bring more animation to your speech than if you simply read it aloud.

· Practice, practice, practice!

· Prepare Back-Up Presentation Materials

· Bring everything you absolutely need to have with you.

· Prepare alternate presentation methods.  If you’ve got a PowerPoint presentation, print enough handouts for a reasonable crowd. 

· If you’ve got a big room and a small crowd, ask the audience to move to the front, or re-arrange the chairs to be more intimate.

Audience Awareness

· Smile!

· Pace yourself.
· Talk more slowly than you think you need to.  It’s very easy to speak so quickly that no one will understand anything, especially if you’re nervous.
· Use quicker speech to build suspense.  Slow down to deliver key messages. 

· Intersperse interactive and passive audience participation.

· Employ a timekeeper.  Ask someone to give you a sign for wrapping it up or stretching it out.  Bring a watch or make sure you can see a clock.
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