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Public Speaking Tips

Community Education Training

Understand what you want to achieve:

Who are you speaking to? What are their interests, culture and values? What do they share in common with others; how are they unique?

What do you wish to communicate? How do you know if and when you have successfully communicated your information?

How can you best convey your message? Choose your words and your nonverbal cues with your audience in mind. Plan a beginning, middle and end. 

When? Stay within your time limits – audiences resent speakers who go over. 

Where? What is the physical location of the facility? If possible, arrive early and ensure that the set-up will work well with your presentation.
Why? In order to convert hearers into listeners, you need to know why they should listen to you – and tell them if necessary. What makes them want to listen? 

Keep it Simple: When it comes to wording your message, less is more. You're giving your audience headlines. They don't need to become experts on the subject. 
Dress Code: Business casual – nice slacks and collared button-down shirt for gentlemen, and slacks/skirts and a nice blouse for ladies. Be sure to wear your Speaker’s Bureau nametag so you can be identified.
Some useful tips for keeping your presentation vivid include:

· Use examples to bring your points to life

· Keep your body language up-beat - don't stay stuck behind a podium

· Don't talk too fast. Pauses are effective.

· Use a variety of tones of voice

· Use visual aids.

· Understand the purpose of the presentation

· Keep the message clear and concise

· Be prepared, practice before-hand. Read your presentation/PowerPoint in front of a mirror.
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