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Effective Public Speaking

I.  Learn to be an effective public speaker

A.  	Types of public speaking

	1. ______________________________________________________________________________

	2. ______________________________________________________________________________

	3. ______________________________________________________________________________


B. 	Three main speaking styles

	1. ______________________________________________________________________________

	2. ______________________________________________________________________________

	3. ______________________________________________________________________________


C. 	Four basic methods of delivery

	1. ______________________________________________________________________________

	2. ______________________________________________________________________________

	3. ______________________________________________________________________________

	4. ______________________________________________________________________________


II. 	Getting Organized

A. 	Length of talk

B. 	Know your audience
 
		1. _____________________________________________________________________________

		2. _____________________________________________________________________________





C.	Time to outline

		1. _____________________________________________________________________________

		2. _____________________________________________________________________________

		3. _____________________________________________________________________________


D. 	The speaking outline

E. 	Visual Aids

		1. _______________________________________	6. __________________________________

		2. _______________________________________	7. __________________________________

		3. _______________________________________	8. __________________________________

		4. _______________________________________	9. __________________________________

		5. _______________________________________	10. _________________________________


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

	1. ______________________________________________________________________________

	2. ______________________________________________________________________________

	3. ______________________________________________________________________________

	4. ______________________________________________________________________________


D.   Handling introductions, announcements and presentations

	1. ______________________________________________________________________________

	2. ______________________________________________________________________________

	3. ______________________________________________________________________________

	4. ______________________________________________________________________________


IV.  Orchestrating the Environment

A.   Room Setting

B.   Seating arrangements

C.   Platforms

D.   Personal appearance

		1. _______________________________________	6. __________________________________

		2. _______________________________________	7. __________________________________

		3. _______________________________________	8. __________________________________

		4. _______________________________________	9. __________________________________

		5. _______________________________________	10. _________________________________




E.   Platform decorum

		1.  Posture

		2.  Walking

		3.  Sitting

		4.  Standing

		5.  Ascending and descending stairs


F.   Podiums

		1. _____________________________________________________________________________

		2. _____________________________________________________________________________

		3. _____________________________________________________________________________


G.  Microphones

		1. _______________________________________	5. __________________________________

		2. _______________________________________	6. __________________________________

		3. _______________________________________	7. __________________________________

		4. _______________________________________	8. __________________________________


H.  Overcoming stage fright

Note: Stage fright can be reduced by:

		1.  Rehearsal and preparation __________________________________________

		2.  Deep breathing ___________________________________________________

		3.  Mental preparation ________________________________________________







Note: Tips to overcome fear

		1. _______________________________________	5. __________________________________

		2. _______________________________________	6. __________________________________

		3. _______________________________________	7. __________________________________

		4. _______________________________________	


V.  The Last Word

If things don’t go quite as well as you had hoped, do not be discouraged.  Like all skills, you will get better each time you make a presentation.  Many of those who have made a positive impact in the world have been public speakers.  Remember, the expression of great ideas and information causes great things to happen.  

Keep growing and building confidence and skill as a public speaker.  It will enrich your life and the lives of all those in the audience.  Your presentations may well touch the lives of many people over a period of time and help these people to get more out of life, and grow in the Lord as well as prepare them for the Second Coming.  It’s a wonderful feeling to realize that God has used you to touch people’s lives!
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