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THE FOUNDATIONS
OF PUBLIC SPEAKING

Introducing Public Speaking

Communication is a vital key in this new century. It gives an edge to keep
abreast with the fast pace of the times. Public speaking definitely works towards
this goal.

The diversity of opinions today, which are often controversial, has
increased the need for public speaking. People need to voice out their views to
function well in society. For some four thousand years, public speaking has been
the key in building and keeping a democratic society and way of life. Its
influences are vast and affect almost all aspects of life, such as the way we think
or act. It is also used in court proceedings, in congress, and even in the plain
setting of a classroom.

Speaking in public can sometimes be a real challenge, if not a source of
embarrassment; not only to normal people, but even to persons of high rank such
as scholars, doctors, artists and entrepreneurs. They may have hesitations in
facing an audience, often accompanied by sweaty palms, stuttering, and the tip-
of-the-tongue phenomenon. These dilemmas often cause untold problems to the
speaker (especially in self-expression) and unpleasant effects to the audience.

You probably got this book because you are up for a speech delivery soon
and you need valuable tips. Or perhaps, you saw the link between success and
effective speaking, and have realized this can help you. Hopefully this book would
do just that.

Technical terms or jargons in public speaking are explained here, and in a
humane way, to help you grow as a good public speaker.

There are scores of books on public speaking. But few really give practical
help. This book aims to do what other books have not in terms of giving direct
beneficial information.

Careful thought has been given to people who really love to speak publicly
but do not have the luxury of time to prepare for such. This will help you make
your next speech a great one, and become better with each succeeding speech. It
aims to help people write and deliver an interesting, clear, and cogent speech
quality. This book also tries to answer the questions and fears of the occasional
speaker.

Included also in this guide is a summary of experiences in public speaking,
and how they have led to success.
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OVERCOMING YOUR FEAR OF
PUBLIC SPEAKING

INTRODUCTION

Spoken language is a fundamental element of human relationships. The ability to
use words effectively can help you achieve great things in life. Oral presentations
are the cornerstone of human interaction on a large scale and they also have a
profound effect on intimate interactions as well.

Speaking in public can be a great source of anxiety for many people. However, it
doesn’t have to be. People have been practicing this art for centuries and it has
become an integral part of our interactions today.

Some approach public speaking like a type of internal thrill ride while others are
choked silent at the very thought of giving a speech. Overcoming the fear of
speaking in public is a subject of great interest to many. This activity is rated
among the most frightening events in a person’s life. Some have gone as far as
rating the fear of public speaking higher than the fear of death.

Many people are able to overcome their fear of speaking in front of an audience in
spite of its seemingly overwhelming nature. The process begins with a strong
understanding of how public speaking functions.

This text focuses on defining public speaking in a way that can help you get a
handle on your fears. It is also designed to help you create strategies that will give
you the means to create an effective oral presentation whether you are directing a
video conference or giving a toast during a special occasion.

1 PUBLIC SPEAKING

Public speaking is simply the act of talking in front of a group of people. The
group can be quite small or impressively large. In either case, many individuals
find the process to be overwhelming.

Speaking in public is an art. Effective presentations require clear delivery that
includes proper inflection, pauses and emphasis. Some people seem to have the
knack for oral presentation while others struggle with this type of activity.
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SIMPLE STRATEGIES TO
MASTER PUBLIC SPEAKING

Introduction to Public Speaking

Public speaking in one form or another is thousands of years old. In some ways it
goes back to the beginnings of the human race. But even beyond chats around a
fire, giving a talk to a gathered crowd is at least as old as the ancient Greeks.
Amphitheaters 2,500 years ago were used for much more than just presenting
plays.

Many of the principles that were effective then are still valid today.

A public speech to which no one listens is not a success by any reasonable
measure. You may or may not inform, sway opinion or provide entertainment.
But if what you say is ignored you have no chance at any of them. Keeping
audience interest for the length of a speech, usually anywhere between twenty
minutes and two hours, is a challenge. But there are several common sense ideas
that will help you achieve just that.

A good public speaker projects an air that makes people want to listen, regardless
of the topic and (to some extent) independent of the content. Body language, use
of voice and gesture, and a variety of other techniques that can be learned are
key. It's a cliché that a good speaker can keep an audience spellbound reading
from the phone book. An exaggeration, to be sure, but one containing a grain of
truth.

Still, content is important. How you write the speech will go a long way toward
keeping your audience intrigued. Often, injecting humor or relating an anecdote
will work well. But take care to match the style and content of the speech with any
humor or tale you tell. Serious subjects require discretion and judgment. Even
more lighthearted speeches can go astray if the anecdote is just thrown in for
effect.

You can be guided by the event and the expected audience. A gathering of
businesspersons who came to hear a talk on international finance may well
respond to a story of success won the hard way. Making it personal always helps.
But few mothers who came to hear you speak on how to raise a child will be
interested in off-color jokes about a politician's bad behavior.

When you give that speech judge the audience you actually have, not just the one
you expected. Watch them as carefully as you hope they are watching you. Itisn't
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TALKING SUCCESS!
HOW TO EARN A GREAT LIVING
TRAINING & SPEAKING AT SEMINARS

1 PUBLIC SPEAKING

Any guide to success in an endeavor will tell you that there is no magic formula to
success. But in a lot of fields of endeavor, there seem to be "insider secrets”. And taking
on the challenge of becoming a truly great public speaker is a noble ambition. But if you
could learn the insider secret that makes the difference between good public speakers
and great ones, that would help you make that transition.

Actually there is one great secret to what makes speakers that really shine in front of a
group so great. But it isn't magic or something that you can take as a pill and an hour
later, presto, you are ready to stand up and dazzle the crowd. Itis a very simple process
that is something you already know a lot about. It is just simple, old fashioned hard
work and preparation.

The further in advance you can start getting ready for a presentation, the better your
public speaking will be. You know that feeling of terror that you experience when you
address a crowd. Well you may not be able to pinpoint why that feeling comes upon you
because who can think when terrified? But many times it comes up because you aren't
completely prepared and you don’t know what to do or how it will go because the
material is not as well developed as it should be.

If you put the work in on your presentation, it will make all the difference in the world
when you stand up to give your presentation. First of all, make sure the content meets
your standards. You should make that speech compelling and fascinating to you. And if
that presentation is full of great material that it not only fascinates you but you will be
eager to get up there and share what you know with this crowd. And that eagerness to
speak is a very refreshing feeling when it replaces that terror you felt when you did not
work hard in advance to make sure the material was well developed in advance.

Your audience will notice that big change in your attitude too. Enthusiasm is contagious
and if you get up in front of them bubbling with anticipation because what you have to
share is just that cool, they will be eager to hear it. It's like when someone says to you,
"Hey, want to know a secret?” You are dying to hear that secret. That is the attitude you
will see in your audience when you get up there not only well prepared but excited to tell
them what is in that outline.
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CONQUERING STAGE FRIGHT
YOUR GUIDE TO BECOMING A SUCCESSFUL
AND SOUGHT AFTER PUBLIC SPEAKER

Why Public Speaking is Scary

If you're going to stand up and speak in front of a roomful of people, you are
probably going to be nervous. If you're not, it means that you're either a very
experienced public speaker, not fully aware of the speaking situation, or just plain
out of it.

So why does just the thought of speaking in public make so many people
nauseous?

It's natural to want to make a positive impression on other people. People go to
great lengths to make a good impression on others, from taking classes in speech,
manners, and presentation skills to shopping for the right outfits and even
undergoing plastic surgery. Billions of dollars are spent every year on products
and services to help us look and sound better in front of our peers. And to make
things worse, the media is constantly featuring attractive people who look and
sound remarkably at ease in front of the camera.

Speaking in public emphasizes those feelings of wanting to make a good
impression. We feel our own insecurities being magnified, and we are keenly
aware of being judged. In addition, we want to sound intelligent, poised, and
professional as we definitely don’t want to make fools of ourselves. With all of
that at stake, it’s no wonder we are so scared of speaking in public.

But yet, thousands of people get up and speak in front of others every day. How is
that possible if we have so much to lose? It’s easy to do—simply change your way
of thinking. Of course, that’s easier said than done. However, if you change your
attitude from “What if I make a fool of myself?” to “What if I really do well?”
you're already on the right path to a more positive mindset. It’s amazing how
many people will dwell on the potential negative scenarios in contrast to how few
will visualize people walking up to them after their speech or presentation and
saying, “Nice job” or “I really enjoyed your talk.” The thought of impending
disaster overshadows the potential positive feeling of a job well done. If a baseball
player visualized striking out more often than rounding the bases, he probably
never would have stuck with the sport. Why not put the same positive imagery to
work for yourself?
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MONEY MOUTH:
GET PAID TO BE A PROFESSIONAL SPEAKER

What Is Money Mouth?

Money Mouth is the profession of public speaking. You can become a
professional speaker as a lucrative sideline to your current business, or you can
make professional speaking the entire focus of your career. It’s up to you!

Professional speaking is a flexible and lucrative enterprise. The best public
speakers earn all or most of their money from public speaking, and they make
very good livings indeed. Fees for public speaking can range from the low
hundreds, for those just started out, all the way up to six figures, for those who
have impressive credentials and experience.

What are some types of public speaking you may want to practice? Many
speakers enjoy giving workshops, seminars, or keynote speeches. A speech will
usually run a half-hour to an hour, depending on the time of day. Lunch
speeches, for instance, will be shorter than a keynote speech at a banquet. You
may be booked as the highlight or draw of a conference, or be asked to speak to a
lunchtime networking meeting.

Workshops and seminars are generally lengthier than speeches. In workshops,
participants often get hands-on experience in your area of expertise. Like
workshops, seminars may run a day or longer, but they won’t necessarily include
a hands-on component. Either workshops or seminars may be presented as a
part of a larger conference.

Professional speaking can also help you build your business. You may choose to
add speaking to your repertoire as a marketing boost. There is no better way to
become known. Many people who promote their businesses through public
speaking also sell additional products at the “back of the room.” These can
include books, CD sets, coaching sessions, and so forth—and all of these can lead
to more public speaking engagements, too!

Success as a public speaker adds to self confidence and self esteem. Knowing that
you can command the rapt attention of an audience of hundreds, or even
thousands, gives you unshakeable confidence in nearly every situation. The poise
that you gain through mastering public speaking will help you in every aspect of
business.
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HOW TO BECOME A
SUCCESSFUL PUBLIC SPEAKER

Introduction to Public Speaking

Can you think of any memorable talk or presentation you have ever attended? It is sad

to know that most of the presentations are easy to forget, especially when the main
reason behind the presentation was to communicate something to you.

But if you remember these four basic things, then be assured that your verbal messages
will be understood and remembered for long. Though these things may sound somewhat
obvious and deceptively simple, they are of immense importance.

1. You should understand your presentation’s purpose.

2. Don’t confuse things; keep your message clear and exact.

3. Be prepared well to face the audience and their questions.

4. Don’t be monotonous; instead be vivid while giving the speech.

Always be clear about the idea that what do you want to achieve. It is very essential for
you to know and understand, before you start working on your presentation or speech,
what you want to say, whom you want to approach as your audience and why is it
important for them to listen. Ask basic questions to yourself such as whom do you want
to speak to, what are their interests, their beliefs and principles, what is common
between them and others and how do they differ.

What is the message you want to convey to your audience? You can answer this question
by asking yourself about the ‘success criteria’. How will you come to know whether and
when your message has been successfully communicated?

Which is the best way to put across your message? Here non verbal cues such as your
expressions and body language play a vital role along with the language. But keep your
audience in mind while deciding your words and non-verbal cues. Plan your
presentation from its start to the end. If you can add, then prepare audio-visuals to grab
the audience’s attention.

The timing is also very important. Your contributions are seen and heard as relevant to
the issue only if you develop a sense of timing. You should know when the time to speak
is and when is it the time to be silent.

Next important question is ‘where?’ You should bear in mind the physical context of the
communication. In case you are using audio or visual aids, then check for availability
and the visibility. Visit the venue if you can.
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ADVANCED PUBLIC SPEAKING STRATEGIES

Welcome!
You are about to embark on the journey of a lifetime...

Knock the socks off your competition by speaking bolder and better
than your wildestimaginings...

You know why the best public speakers are so good at what they do? I'll tell you.
It's no secret. It's because they have a good time doing what it is they do...
speaking. Public speaking can be fun. It is an exceptional way to engage people,
network and adopt a loyal following. Once you get over your initial fears of public
speaking, you may come to find you actually ENJOY speaking in public.

You will actively seek out opportunities to show off your new talents. Sounds silly,
doesn't it? But it is true. Public speaking can become an addiction, a healthy one,
once you know how to speak well in front of others. You will feel better about
yourself, more confident and you will be able to sell better, communicate better
and succeed in all you do.

By now you probably already know a thing or two about public speaking. You
know some strategies you can implement to overcome some common fears
people have about speaking in front of crowds. Does that mean your education is
done? Quite the contrary; the best public speakers are among other things,
constant learners. You should be too. There are still many things you can learn
about public speaking. In this unique special report, we will uncover the top 5
strategies expert speakers use to engage their audience and captivate a crowd.

On first glance, you may think, "Now wait a minute, I knew that." Be careful not
to assume anything however, as you continue reading. The first tip for example,
is, "Relax."

You already know you have to relax, so what is the point? Here is the point.
This special report goes above and beyond ordinary speech making
abilities.

It teaches you little-known tactics you can incorporate into your repertoire of
abilities to become an even better public speaker than you already are. So even if
you THINK you know what is about to come next, pause... take a moment... and
read each section completely.
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BODY LANGUAGE
HOW TO READ AND USE BODY LANGUAGE
TO YOUR BEST ADVANTAGE

Introduction

From infancy, we begin to use body language to express ourselves, from
everything between needs and feelings. It is how we learn to get our needs met.
As we age while learning to talk, we continue to use a series of body language
signals along with a grunt here and there to entertain, have a need met, or show
an emotion we are feeling that we are not yet able to express verbally. If, while
we are young, our caretakers pick up our body language signals easily, as we age
we are more apt to continue to refine the skill of using body language.

However, when our body language signals go unnoticed as an infant or
throughout childhood, in adulthood, the use of body language often goes to the
wayside. Those are the adults you hear people refer to as “hard to read”.
Although they can make great poker players, it does little for the art of subtle
communication. Like the saying goes, if you don’t use it, you lose it, or in the
least, get real rusty atit.

Life is a game of sorts. There are no guarantees in anything, however, you can
higher your odds in the game of life if practice, and not just your body language
skills, but your ability to read body language, and all other aspects of life.
Communication through all forms is detrimental in life. It can make the
difference between landing a dream job or that dream mate and many other
factors. People use on an average of 50% body language to 50% verbal language
when communicating.

If you cannot pick up the subtle nuances of the body language someone is giving,
the message you may be receiving verbally could be quite different then what they
intended on it being. The more you try to use and learn how to pick up on body
language signals the better you will get at it. If you don’t get it the first time, then
continue to try and keep trying. People watching is a great way to brush up on
your ability to read body language. Go to a mall and just sit on a bench and try

There are several main types of body language. Two of the most common types of
body language people can pick up on easily generally are romantic and greeting
body language. Other forms of body language are aggressive, attentive, bored,
closed, deceptive, defensive, dominant, emotional, evaluating, open, power,
ready, relaxed, and submissive. @ We will look at each category listed
alphabetically, and explain signals used in each.
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UNDERSTANDING BODY LANGUAGE
HOW TO READ AND USE BODY MOVEMENTS
FOR MAXIMUM SUCCESS

Introduction

Have yvou heard of the word Body English? I remembered one basketball
game when the sportscaster said, "Air Jordan used a little Body English to coax
that ball into the hoop, as he released the free throw.” He meant that the player
moved his hips sideways, as if using mind control, so that the ball will go through

the basket.

Body English is just one of the myriad of examples of body language that
we do and apply to our lives every now and then, consciously or unconsciously.

What is Body Language?

Body language is the unspoken or non-verbal mode of communication that
we do in every single aspect of our interaction with another person. It is like a
mirror that tells us what the other person thinks and feels in response to our
words or actions. Body language involves gestures, mannerisms, and other bodily
signs.

Would you believe that in real life situations, 60% to 80% of the messages
that we convey to other people are transmitted through body language and the
actual verbal communication accounts for only 7% to 10%?

Our ability to use body language in a positive way and to read other
people's minds through their body language separates the men from the boys (or
women from girls), and can be a powerful tool to our overall personality
development. Imagine creating a great impression for work, business, and love by
being knowledgeable in this not-so-common yet powerful field of study. It is the
unspoken tool to a successful life.

So read on and find out how you can read and utilize body language - the
most used yet most misunderstood secret language in the world.
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STOP STUTTERING
PROVEN WAYS TO HELP CONTROL STUTTERING

Introduction

Stuttering is a speech impediment that is caused when the regular speech pattern
is interrupted by repeated syllable or letter sounds. This happens when a person
cannot say the word all at once. The person may also experience tremors and eye
blinking while stuttering.

Stuttering can happen while theyre talking to a bunch of people or to one person.
In the UK, stuttering is referred to as stammering or disfluent speech.

There are about three million Americans that have been diagnosed with
stuttering. It can affect anyone, but the group that it affects the most is children
between the ages of 2 to 6 years old. This is the time that they are learning to talk
and make sentences. In this age group, boys outnumber the girls in stuttering.
With adults, the stuttering rate hovers around 1 percent.

Some research has shown that stuttering may be genetically related. However,
most stuttering has seemed to produce a developmental pattern. This is in
reference to young children that are just starting to speak and form words and
sentences. With them, they stutter when they try to form the right word or
sentence to speak. Usually with this type of scenario, the children will outgrow it.

There is another type of stuttering that originates from the brain area. This is
called a neurogenic disorder. The signals with the brain, nerves and muscled do
not connect properly. In this case, the coordination is lacking. This type of
stuttering is also present if a person is or has suffered with an injury from the
brain or a stroke.

Another type of stuttering is called psychogenic. This has to do with the mind
and thinking. Usually people that have some form of mental illness or related
condition experience this. For a while, this type of stuttering was supposedly a
major portion in regard to origination. Now, psychogenic stuttering accounts for
a minimal amount.

People that stutter sometimes are apprehensive about getting to know other
people or talking on the telephone due to their speech impediment.

Stuttering can be diagnosed by a speech language pathologist. This is a person
that is trained to test people that may have this problem. If a person has been
diagnosed with it, the speech pathologist works with them to get treatment.
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