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The Art of Public Speaking

Getting Started
For many of us speaking in public is a necessary evil – one that we only start to enjoy once we have finished – and even then only if we have managed to navigate all the potential “hazards”. Most of us empathise with Roscoe Drummond:
' The human mind is a wonderful thing - it starts working the moment you're born and only stops when you get up to speak.' 
Not heights, not spiders, not even death! According to The Book of Lists, people are more afraid of public speaking than any of these! Why is public speaking such an ordeal? In many cases it is anticipating what might go wrong, borne of trepidation rather than experience. In fact the main difference between an experienced speaker and a less-accomplished one is not technical ability but the resilience to take whatever they encounter in their stride. Yes, speaking in public is largely applied common sense. For this reason preparation is probably the most important ingredient of “the six Ps” of presentation:
· Preparation 
· Purpose 
· Presentation skills 
· Personality 
· Presence 
· Passion
Preparation

You can prepare well by asking yourself four basic questions:
· Why? What am I trying to achieve from this presentation? To persuade my audience (to agree with my views, to buy what I am selling, to take some sort of action, etc)? To inform them? To entertain them? To flatter them? Or to criticise them? Or to make them think?
· What? What should I include in my presentation? What is the most important information? Where shall I find it? Will it fit into the time I have available? What is the best sequence in which to present this information? 
· Who? As we have already seen earlier in the course this is really a key question. Who are the people making up my audience? What kind of people are they? What are their expectations? How much do they already know? So “knowing your audience” is really important.
· How? How shall I structure my presentation? How will I remember what to say? (Will I use prompt cards, or overhead slides or shall I try to memorize it?) How shall I deliver it? (My voice quality, the vocabulary I use, how I create rapport through humour, etc.). How will I support it? (Using examples, anecdotes, visuals, charts, etc.)
As Mark Twain said, 
 

'It usually takes me three weeks to prepare a good spontaneous performance' 
 

while Winston Churchill highlighted the paradox of preparation: 
 

'If I have to make a two-hour speech, I can prepare it in 10 minutes. If it is a 10-minute speech, then it can take me two hours.' (Winston Churchill)
 

Prepare now; don’t wait until the last minute. Finishing your preparation early gives you time to practice and to solicit feedback from others. While preparing, consider your handouts. Preparation includes making a backup plan should your visual aids or internet connection not be available or if your time-slot is drastically reduced at short notice. 

Purpose 
Your purpose may range from informing to persuading to entertaining an audience. These variations should affect how you prepare your speech and how you deliver it:
“A talk is a voyage with a purpose, and it must be charted. A man who starts nowhere, generally gets there,” Dale Carnegie
Presentation skills 

The main factors to concentrate on in your delivery are:
· effective use of the voice : audibility, voice quality (warm, inclusive, etc.), use of pausing, elimination of distracting “word whiskers” (such as 'erm', 'know what I mean', 'OK', 'right' etc.). 
· use of gesture, posture, eye-contact, humour and voice quality to create rapport with the audience. 
· use of space to achieve variety. 
· handling of visual aids (Don’t fiddle with your OHPs or put them on upside down!) 
Personality 
An audience listens more readily to someone with an attractive personality than to a “geek”. Show yourself at one with your audience. Smile! – although if your smile is “fixed” this affects your voice quality. But going “over the top” is counter-productive – if you come over as false you lose your audience. Be yourself, yet be aware of how you are coming over:
"We need to 'present' and 'be' at the same time." 
How your personality is perceived depends on how successfully you connect with your audience. Ask rhetorical questions. One tip is to single out one person in the audience and make eye contact for thirty seconds. Then move onto another person and do the same. But avoid constantly scanning the audience as this will make you appear shifty and don’t stare at a single individual for the whole duration.
Presence
Presence means that your mind is completely concentrated on the present. You are only as good as your current presentation – don’t worry about those you have given in the past or what people in the audience might think about you. If you focus on what you are doing right now you will have your 'butterflies' under control: 
'Everyone has butterflies - it's the professional who gets them to fly in formation.' (Timothy Gallwey)
 

Passion
We all have different personalities so we have different ways of demonstrating our “passion” for our topic - our own interest and enthusiasm in what we are presenting. If you are not interested in it, why should anyone in your audience be? Whatever style you adopt, be enthusiastic! This doesn’t mean you have to be a performer; just be excited about your topic and find a way to communicate your enthusiasm to the audience. Convince yourself of the value of what you have to tell your audience – ask yourself “if they don’t take my message away with them what will they miss out on?”
Summary
Yes it’s all right in theory but somehow it doesn’t feel quite so easy when it comes to the actual moment of the presentation. Presentation is part science and part art. Nevertheless by being well prepared and by focusing on your physical bearing and how you project yourself you can make dramatic improvements when presenting your case. And, of course, don’t forget the “7th P” - be sure to make yourself “physically comfortable” before you deliver your presentation!
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