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The 25 Public Speaking SKills S “ ‘-5%“

Every Speaker Must Have
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Every public speaker should be able to:
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1-Research a topic - Good speakers stick to what they know.

Great speakers research what they need to convey their
message.
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2- Focus —~ Help your audience grasp your message by focusing
on your message. Stories, humour, or other “sidebars” should
connect to the core idea. Anything that doesn't needs tc be
edited out.
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3-Organize ideas logically — A well-organized presentation can
be absorbed with minimal mental strain. Bridging is key.
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4-Employ quotations, facts, and statistics — Don't include these
for the sake of including them, but do use them appropriately
to complement your ideas.
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5-Master metaphors — Metaphors enhance the understandability
of the message in a way that direct language often cannot.
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6-Tell a story — Everyone loves a story. Points wrapped up in a
story are more memorable, too!
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7-Start strong and close stronger — The body of your presentation
should be strong too, but your audience will remember your
first and last words (if, indeed, they remember anything at
all).
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2-Incorparate humour — Knowing when to use humour is essential,

So is developing the comedic timing to deliver it with greatest
effect.
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9-Vary vocal pace, tone, and volume — A monotone voice is like

fingernails on the chalkboard (most people find unpleasant).
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10-Punctuate words with gestures — Gestures should complement
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your words in harmony. Tell them how big the fish was, and
show them with your arms.
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11-Utilize 3-dimensional space — Chaining yourself to the lectern
limits the energy and passion you can exhibit. Lose the notes,
and lose the chain.
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12-Complement words with visual aids -~ Visual aids should aid
the message; they should not be the message.
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13-Analyze the audience — Deliver the message they want (or
need) to hear.
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14-Connect with the audience — Eye contact is only the first step.
Aim to have the audience conclude “This speaker is just like
me!" The sooner, the better.
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15-Interact with the audience — Ask questions (and care about
the answers). Solicit volunteers. Make your presentation a
dialogue.
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16-Conduct a Q&A session — Not every speaking opportunity

affords a Q&A session, but understand how to lead one

productively. Use the Q&A to solidify the impression that you
are an expert, not (just) a speaker.
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17-Lead a discussion — Again, not every speaking opportunity

affords time for a discussion, but know how to engage the

audience productively.
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18-Obey time constraints — Maybe you have 2 minutes. Maybe

you have 45, Either way, customize your presentation to fit the

time allowed, and respect your audience by not going over
time.
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19-Craft an introduction — Set the context and make sure the
audience is ready to go, whether the introduction is for you or
for someone else.
Lgaamy O Ulanl Luas 00583 wlinall ola — 3ally @it Helal -~ 20
st L yadio Ol Jged! (e (SU5 Sanil]
20-Exhibit confidence and poise — These qualities are sometimes
difficult for a speaker to attain, but easy for an audience to
sense.
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21-Handle unexpected issues smoothly — Maybe the lights will
go out. Maybe the projector is dead. Have a plan to handle
every situation.
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22-Be coherent when speaking off the cuff — Impromptu speaking
(before, after, or during a presentation) leaves a lasting
impression too. Doing it well tells the audience that you are
personable, and that you are an expert who knows their stuff
beyond the slides and prepared speech.
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23-Seek and utilize feedback — Understand that no presentation

or presenter (yes, even you!) is perfect. Aim for continuous

improvement, and understand that the best way to improve is
to solicit candid feedback from as many people as you can.
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24-Listen critically and analyze other speakers —~ Study the

strengths and weakness of other speakers.
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25-Act and speak ethically — Since public speaking fears are so

common, realize the tremendous power of influence that you
hold. Use this power responsibly.
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Which skills have you missed? G
Are all of those on the list essential? , J-
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Here’'s what’s involved in each competency:
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The Professional Awareness Competency is developed
through active participation in professional organizations.
Speakers who are professionally aware know about the history
and early development ofthe industry, keep up with new trends and
developments in the market place, and operate their businesses
by the highest principles of ethical practice. For instance, you will

never find an ethical, professionally aware speaker copying the
presentation material delivered by another presenter.
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The Professional Relationships competency addresses
the importance of working effectively with clients and meeting
planners, cooperating with colleagues and business partners, and
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collaborating with agents and bureaus. Professional speakers
who experience long term success manage their relationships
well and are held in high esteem by others both inside and outside
the industry.
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The Topic Development competency focuses on how to
choose, research, organize, develop, and expand the content
of keynotes and training sessions. It involves skill in the use of
research and journaling tools as well as knowing how to create
learning activities and develop high impact stories.
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The Platform Mechanics competency focuses on the staging
of the presentation and includes elements such as room layout,
lighting design, selecting and operating audiovisual equipment
and sound systems, positioning props, screens and seating, and
managing the facility and audience traffic flow.
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The Presenting and Performing competency is related to the
delivery of the speaker’s message. This involves clarity of speech,
control of vocal tone and volume, variation in speed and pacing
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for emphasis and impact, creating and selecting communication
aids (like presentations and handouts), eye contact and other
forms of non-verbal communication.
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The Skills in Authorship and Product Development competency
allow speakers to extend the impact of their presentations long
beyond their time with the audience. Being able to produce
and market products like books, videos, and audio messages
(delivered in hard format or electronically) also expands the
sources of business revenue.
By das ) Bl & yage Leil i Bageddly Slandl 2islge 3olus
(Beges g el pal Byla sl ola fpedals ned AL e Maall wlileasg
Joandl SlBle Bilaoy juskais clapll dula 3513]  2ougie 3l gur 1 tas
cAaladl Mg (MW Bl jlga Laa.a‘ (pasall a3
The Sales and Marketing Skills competency is essential for
connecting your messages and services with the appropriate
clients. This competency includes conducting market research,
selecting target markets, managing the sales process, and
developing and maintaining client relationships. It may also
involve skills in advertising and public reiations.
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The Managing the Business competency includes elements
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of planning, finance and administration. There are the obvious
basic skills such as bookkeeping, record keeping, and office
management. Business management also involves more
complex activities like designing fee structures, predicting cash
flow, analyzing profits, and strategic planning. There is a lot to
know about each of these eight competencies.
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These are to help the professionals achieve their highest levels
of competence as professional speakers.
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The competency areas are: Expertise, Eloquence, Enterprise
and Ethics.
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Expertise ~— This competency refers to knowledge, skills
and experience in a specifically defined area, with a particular
emphasis on the application of this knowledge, these skills or
experience. It entails knowing which body of expertise is ideal for
you, as well as researching and developing the content of your
speaking presentations/ performances. Expertise also requires
you to maintain advanced knowledge of your chosen area(s).
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Eloguence — This competency refers to the art of speaking and
the use of powerful and persuasive presentations. It embodies
the knowledge and skills of presenting, performing, theatrical

methods as well as techniques for creating the proper setting for
an effective presentation.
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Enterprise — This competency refers to the skills needed in
the purposeful undertaking of a successful speaking business
venture. It involves business management, sales and marketing
knowledge, and the skills and techniques needed to generate

income through speaking engagements and other revenue
streams.
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Ethics — This competency refers to the principles or
standards governing the conduct of the members of the speaking
profession. It is the foundation and the summation of the three

other competencies. It is about whom you are as a person in your
personal life and in business. It encompasses your reputation,
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character, integrity, honesty and the building of trust with all of
your stakeholders. You may excel in expertise, eloquence and
enterprise, but if you are perceived as unethical, your career be
jeopardized.
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Presentations skills and public speaking skills are very useful
in many aspects of work and life. Effective presentations and
public speaking skills are important in business, sales and
selling, training, teaching, lecturing and generally entertaining
an audience. Developing the confidence and capability to give
good presentations, and to stand up in front of an audience and
speak well, are also extremely helpful competencies for self-
development too. Presentations and public speaking skills are
not limited to certain special people - anyone can give a good
presentation, or perform public speaking to a professional and
impressive standard. Like most things, it simply takes a little
preparation and practice.
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Theformats and purposes of presentations can be verydifferent,
for example: oral (spoken), multimedia (using various media -
visuals, audio, etc), PowerPoint presentations, short impromptu
presentations, fong planned presentations, educational or
training sessions, lectures, and simply giving a talk on a subject
to a group on a voluntary basis for pleasure. Even speeches at
weddings and euiogies at funerals are types of presentations.
They are certainly a type of public speaking, and are no less
stressful to some people for being out of a work situation.
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Yet every successful presentation uses broadly the essential
techniques and structures explained here in this chapter.
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Aside from presentations techniques, confidence, experience
- and preparation - are big factors.
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