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of us are naturally gifted speakers, and even talented presenters
rehearse their speeches if they want to succeed. Rehearsing means
practicing for several days to put a speech together—the delivery, the
‘gontent, and audiovisual support.

'Methods of Presentation

You can choose several methods of presentation, depending on
your audience, purpose, topic, and personal style.

Delivering a Presentation
Method Effective Uses

Manuscript—Read word for Official addresses, award
word from a prepared script acceptance speeches

Memorized—Delivered word for | Short political speeches,
word from memory with introductions of speakers
occasional glances at a script

Extemporaneous—Prepared Classroom instruction and
beforehand but presented in a business presentations
conversational manner with
reference to notes or an outline

Impromptu—Delivered knowl- Training sessions, question-and-
edgeably but without preparation | answer forums

Rehearsing your speech will help you spot problems, such as
awkward phrasing or irritating mannerisms. Practice in front of a
mirror or ask friends and relatives to be your audience and give
you feedback.

Rehearsing a Speech

« Read your speech out loud several times (timing it each reading)
* Vary the pitch and rhythm of your voice to emphasize certain points.
* Practice using eye contact and gestures to reinforce ideas.
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 Practice using visual aids to ensure they fit smoothly with your speech.

« Mark your speech for places to pause, speak louder, use a visual aid,
and other reminders.
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Actors use voice and body language in their performances. yo
don't have to be an actor to give a good presentation, but the
following elements are part of all good presentations:

Speak slowly enough for your audience to under-
stand you, but not so slowly you lull them to sleep,

Pace

| Atticulation

Volume

Pronounce words clearly.

Plan to vary your volume for emphasis.

Communicate your feelings. Make sure your audience
knows whether you mean to be serious or humorous,

Pauses can have dramatic effect and give listeners
time to reflect on and appreciate what you've said,

Nonverbal Elements

When speaking before a group, you are also a visual presence.
Take advantage of a range of nonverbal expressions to make your
delivery stronger.

Locate active listeners, and play to
them by making eye contact.

Express meaning with your gestures
and facial expressions. They can re-
inforce ideas and feelings.

Demonstrate a confident image and
project your voice. Use body language
to convey naturalness, sincerity,
enthusiasm.

© Dealing with Stage Fright

Most people who perform in public get nervous before an
audience. Here are ways to overcome a case of the jitters
making a presentation:

Relaxing for the Presentation

beforé

« Mentally review the material.

« Visualize a favorable outcome step by step.
« Take a brisk walk to shake off any tension.
« Do stretching exercises, roll the neck, and move your jaw.

« Arrive early to check out the physical layout and equipment.





[image: image3.jpg]Now it's time to put all of your preparation into play. You know the
material, you're dressed attractively, and you've checked all the
equipment. Take your first step.

Do’s and Don't’s of Delivery
Do

position the microphone away
from your face, just below but
not under your chin.

wait for your audience to settle
in. Get their attention by
standing up straight and
looking directly at them.

pause, take a deep breath or
two, then start.

stick with the speech you
rehearsed.

pause if you feel yourself
getting nervous.

pause when the audience
laughs or applauds. It's
relaxing.

Don't

tap or blow into the microphone to
test the sound.

tell the audience, “0K, settle down.”

clear your throat at the
microphone.

introduce unplanned material.

apologize to the audience for
nervousness.

ignore positive responses as if you
didn't deserve them.

“Before I begin, |
relentless war ogainst corruption 1 will now and then split an infinitive
and end an occasional sentence with a preposition.”

should warn you that in my quest for truth and my
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