Page 1 of 10

PUBLIC SPEAKING WORKSHOP

TAIWAN

SLIDE 1 – OPENING 

SLIDE 2 

In North America it has been said that the two biggest fears most Americans have is:

1. CLICK -  The fear of getting up in public to speak

2. CLICK - The fear of dying

There was a famous television series in the US a few years back called Seinfeld.  One of the episodes dealt with public speaking.  There was a funny line from the show that went something like this: if the #1 fear everyone has is public speaking….and the #2 fear everyone has is the fear of dying.  Then based upon this information, you would rather be dead……. than standing up in front of a group to speak.

Do these two fears hold true for those of you in other countries outside of the US and Canada?  Who would rather be dead than get up and speak??
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Right now, get your pencils or your pens out and write this down:

5 Ps:  

CLICK  Here is what those 5 Ps mean:  Prior Preparation Prevents Poor Performance
We’ll be giving you lots of suggestions today on these 5 Ps and how they relate to public speaking
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When we say basics, we are not talking about getting up and giving a keynote speech to 100 people.  Although, many of the techniques we will be talking about today will apply to those keynote speeches.  We want to give you ideas that you can take back and share with your club members, members in your districts, members in your regions.

Here is what we will be discussing:

· CLICK  Attending a meeting where you don’t know many other people (this could be Soroptimist; it could be a Chamber of Commerce mixer or cocktail party; it could even be a wedding where you don’t know any people except the bride or the groom.  We call this “Working a Room”

· CLICK  Giving self-introductions at your club or at a club you are visiting

· Inducting a new member

· Introducing a speaker at your club, your district meeting, or a region conference

· Presenting an award & accepting an award

· CLICK  Doing a club/district/region education program or workshop
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Let’s take a look at the first point we mentioned….attending a meeting or a social event where you know only one or two people.  What needs to be done here is what we call: working a room.  What is the biggest stumbling block to “working a room”?  Well, for me…when I was growing up, my mother always told me….”don’t talk to strangers”.  How many of you feel awkward in a room full of strangers?  Well, let’s talk about how to get past those awkward feelings and help you ease into making new friends in a short period of time.

So here are some questions to ask yourself:   CLICK
· What’s my purpose here?  (to network for my job… or is it purely social?)

· How many people do I want to meet?  (If it’s for your job, you may want to set a goal for yourself.  If you want to recruit some new Soroptimist members, you may also want to set a goal of how many prospective members you want to recruit.)

· How long will I stay?  (45 minutes?  An Hour?)
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Now, you need to work on your introduction.  One thing I have often found when meeting someone is this…..many times we have a tendency to say our names so fast that the person we are meeting doesn’t really hear our name.  For example, my name is AliceWells.  (say it fast so that it runs together….then Lynn will say her name and pause between her first name and last name)  My name is Lynn Wurth.  Which name was easiest for you to understand and remember?

Now, let’s pretend you are at a meeting where there are other Soroptimists and you really don’t know anyone.  It could even be a convention like where we are….right here in Taipei!  This will work at any new meeting you attend.  Here are the steps for you to follow:  CLICK
1. Say your name

2. Say your club and what city/state/province/country your club is in.

3. What office you may be holding (club secretary) or the last office you did hold (past president, past District Director)

4. How long you have been a member

5. Why you joined Soroptimist
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Now, if this event were to be a Chamber of Commerce mixer, you can do the same thing:

1. Say your name

2. Say the name of your company

3. What is your position in your company

4. How long you have been with the company

5. Why you love your job or why you chose that particular career
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Here are some important tips for you to help you be successful at doing this:

· Think about what you are going to say (practice it in your mind….visualize it)

· Smile when you are speaking to the person

· Use the other person’s name when speaking to her

· Ask questions of the other person

· Make that person feel special and important

· BE THERE.  By that we mean, you can’t be thinking about what you are going to get for dinner later today; what you are going to tell your family when you call home.  You have to be listening completely to the person you are speaking with.

Now let’s practice this.  Pick one person near where you are sitting whom you do not know.  
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Follow those 5 steps we discussed….we will put them up on the screen to help you.  CLICK   Use the tips we just talked about after you make your introductions.  CLICK   Think about what you want to remember about that person after your discussion is over.  The important thing you have to remember when doing this is BE THERE.  

We will give you 5 minutes to do this.  Use those steps about what to say.  When 1 person has given her information, the other person will share her information with you.  Are there any questions?  Listen for my voice when it is time to come back together.  Ready?  Begin.

Do we have two volunteers who would like to come up and model for everyone how to do this?

When you are at your club meetings and you are introducing yourself, you can follow a similar format.
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The first thing you do is always stand up!  If your club members are not doing this, you can establish a new way to give introductions.  (Really, you should always stand at your club meetings if you are saying anything to the entire group, which includes announcements. )  First of all, if you are standing, everyone will be better able to see you AND hear what you are saying.  You should always be doing self introductions at meetings where you have guests.  However, I think it’s a good idea to do at every meeting because if you have new members, it is a way for them to get to know you and your name.  So here is what you do:

· Stand up

· Say your name

· Say your classification

· Your title in your job

· Name of your company

· Your slogan (optional)  (Give an example of this)

CLICK   Now if you go and visit another club, you would do the same thing, EXCEPT, after your name you would give the name of your club, then everything else would follow.

How many of you do self introductions at your club meetings?  How many of you give slogans?  

Do you ever have to do an induction of a new member at your club?  
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There is a formal induction that you can print out on the SIA website and read to the new member.  However, it is always a lot more personal if you can take this information and put it in your own words. CLICK   It’s a good idea to assign a mentor to that new member.  The mentor then would introduce this new member.  She should tell something about the new member to everyone or  CLICK   do an interview of that member in front of the group.  You can use questions like these:

· Tell us about your career

· What hobbies or interests do you have

· Tell us about your family (do this if it is culturally appropriate for your country)

· Why did you choose to join Soroptimist
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How many of you sometimes have to introduce a speaker at your club or district or region meeting?  There are some specific DO’s and DON’T’S to follow when introducing a guest speaker.  Let me share a major DON’T.   I recently attended a conference where a keynote speaker was being introduced.  However, instead of taking a couple minutes to provide some background information about the speaker, this person took almost 30 minutes to introduce the speaker.  Someone finally went up and told her to let the guest speaker begin.

Toastmasters International provides some really helpful suggestions on how to introduce a speaker.  CLICK  This is one of the shortest speeches you will ever have to give!  What really is the purpose of an introduction?  It’s to establish a bond between the speaker and the audience.  You want the audience to connect with the speaker and to anticipate what the speaker is going to say.  An introduction should never be more than a couple of minutes.  It does contain, however, the elements of a speech:  an OPENING, BODY, and CONCLUSION….and those 5 Ps work here as well:  Prior Planning Prevents Poor Performance.

SLIDE 13

Here are the some basic guidelines for introducing a speaker:

1. CLICK   The OPENING is where you grab the audience – you need to quickly get their attention.  Don’t begin to speak until they are quiet and paying attention to you.  (Provide an example of a strong opening)

2. CLICK   BODY – 

a. WHO – Tell the audience who the speaker is

b. WHAT - provide some background about the speaker that qualifies that person for that topic he or she is speaking on.  It could also involve giving some background about that person’s experience, qualifications or special interest on that topic.  

c. WHY - Tell why she is important to be there that day. 

3. CLICK   CONCLUSION:  WELCOME the speaker and lead the applause.  “It gives me great pleasure to welcome Lynn Wurth to …….”.  Step back and go to your seat.
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Let’s review some important points to remember when you introduce a speaker:

· DO be brief – remember you are introducing them, not giving their speech for them.

· CLICK  DO be accurate – make sure you have your facts about the speaker correct – the most important one being the correct pronunciation of her name!  A lot of speakers already have a bio or vita already prepared.  Ask for it in advance so you can adequately prepare your introduction.  Write out your notes!

· CLICK  DO be sincere – you must show the speaker and the audience that you are looking forward to her talk.

· DON’T ever introduce someone by saying….”They need no introduction”.  Why?  Because this is assuming everyone knows about this person (and they don’t) and it belittles who that person is.

· DON’T ever say….”without further adieu”.

Another type of introduction is when we are presenting an award to someone.  
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It could be presenting a Women’s Opportunity Award or a Violet Richardson Award.  The steps we follow are a little different from introducing a speaker because we want to build the anticipation about who the winner is. Follow these steps when presenting an award:

· CLICK  Praise:  Talk about how wonderful that person is

· Stories about that person:  share one or two anecdotes or examples about what that person has accomplished.

· Share why she deserves this award.  Be thorough but don’t upstage the honoree.

· CLICK   Say the person’s name.  (Don’t have the person come up until her name is called.  This helps to build anticipation with the audience.

· CLICK   When presenting the award, hold it as if it’s the most valuable award in the world.  This gives additional value to that award.

What if YOU are the one who receiving an award.  
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Here are some suggestions on some of the best ways to accept an award:

· CLICK   Keep your remarks brief – no more than 1 minute

· Thank the giver

· Acknowledge others who helped you receive this award 

· CLICK   Explain briefly what this award means to you

· What are the positive values of receiving this award

· Thank the giver again

So far, we have talked about short speeches you will have to make from time to time.  
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What if your District Director or your club president calls you and asks you to do a program on a topic.  Here are some key points you need to consider as you plan your presentation:

· CLICK   Will you be part of a panel discussion or will you be the sole speaker.  How will this affect what you say?

· In a panel discussion, you will have to be much more concise and specific about your topic.  You need to find out what the other panel members are expected to discuss.

· CLICK   What is the purpose of your talk?

· To educate or advise

· What  points do they want to know

· What should be the outcome

· How will you INVOLVE your audience
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CLICK  Remember those 5 Ps:  PRIOR PLANNING PREVENTS POOR PERFORMANCE.

CLICK   Practice……Do this in front of a mirror – out loud – or in front of a friend.  You might even consider tape recording your presentation

CLICK   So when writing your workshop or speech, follow this model: Tell them what you are going to tell them (that’s your introduction).  Tell them – that’s the body of your talk.  Tell them what you told them (that’s your summary).
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Microphone tips:

If you will be using a microphone, find out ahead of time what kind of a microphone that you will have.  

CLICK  If it is a lapel mike, you will want to make sure that you have a place to put the battery pack and that you know how to turn it off and on.  Try to do a sound test before you present to make sure you have the microphone on your jacket or blouse in the right place.  

CLICK  If it is a handheld microphone, do a sound test as well.  Do this before people come into the room.  Talk to someone ahead of time to be at the back of the room to signal you if you cannot be heard.  

CLICK A microphone at the podium can usually be adjusted to your height.  Do this before you begin to speak.
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Here are some important DO’s and DON’Ts about using a microphone:

· CLICK   DO try out the microphone before people come into the room.

· CLICK   DO have someone in the back of the room to signal you if you cannot be heard clearly.

· CLICK   DO speak directly into the microphone if it is a handheld and keep it in front of you at all times.

· CLICK   DON’T turn your head away and talk if it is a handheld.  People can’t hear you.  

· CLICK   DON’T tap or hit the microphone.  If you are checking to make sure it is on…say TESTING, TESTING.  You will be able to tell immediately if it is on.

· CLICK   DO slow down how fast you speak when using a microphone.  You should only be talking 70-80% as fast as you normally do.  People can’t hear or understand you if you speak too fast.
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The following points will apply to all of these topics:

· Be prepared ahead of time about what you want to say. – Remember those 5 P’s

· CLICK   If you feel an “UMMMM” starting to come up in your throat, PAUSE, take a breath and keep going.  The audience won’t even notice and pauses can be very effective in helping the audience to catch up mentally to what you are saying.

· CLICK   Try not to read your presentation word for word.  This will put your audience to sleep!  If you do read it, be very expressive in your voice and look up and out at your audience after every sentence or two.  
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· CLICK   As you are speaking, look into the eyes of the audience.  Look at the left side of the room, then the right side of the room, then the middle.  This way, people think you are looking at all of them.

· CLICK   Here are some phrases that you really want to avoid:

· Ending a sentence with…. “you know” ….. “Okay?”

· Beginning a sentence with the same phrase over and over…. “And then you….”

· English speakers….never say, “You guys”

Now, if you are giving a speech or doing some Soroptimist education at your club, district or region, 
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here are some important points to remember (in addition to those points we discussed earlier that apply to every time you get up and speak).

· CLICK   Attention spans are short.  Make sure that every 2-4 minutes you do something to get the attention of your group.  It could be changing your voice inflection, showing a visual, moving around the room, asking a question, or telling a story that relates to a point you are sharing.  People love hearing stories!

· CLICK   If you are behind a lectern, use your hands occasionally to make a point so that it doesn’t look like you are frozen in place. Be sure to look at your audience…in the center…on the left….on the right…in front…in back.
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· CLICK   If you are not behind a lectern, try to move during your presentation….and when you move, be sure to focus on your audience.  (Model this.)

· CLICK   Arrive EARLY…..if you are doing a powerpoint presentation, make sure all of your equipment works properly and that your presentation can be easily seen from all parts of the room.  (Tell the story about GWR keynote speaker and her PP problems).  If there is a sound system, make sure it is working properly.  This gives you time to make any last minute adjustments.  There is a quote that I love…..”She who fails to plan is planning for failure.”  One I like even better is “if you are prepared to handle a problem, you typically won’t even have that problem.”  What will throw us is when problems occur that we had not planned on…..like the sound system not working or our time being cut short for the presentation.
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We hope we have given you some ideas to help you be more comfortable getting up in front of groups.  

CLICK   We have talked about introductions at your club and at functions where you don’t really know many people.  

CLICK  We have talked about introducing the speaking and presenting and accepting awards.

CLICK   We have talked about developing presentations and some DO’s and DON’Ts that apply to all presentations.  

CLICK We have talked several times about those 5 Ps….What are they?  (Have them call them out).  

CLICK   Now it’s up to you to go practice, practice, practice.  We hope that you will take some of these ideas and practice on getting to know new Soroptimists here in Taipei.  At each function you attend, we want you to do this:  Go up and introduce yourself to at least 3 people you do not know.  Get in the habit when you go to a meeting, to go to each table and greet the people at the table.  Why is this important?  Because, they get to know you and you get to know them.  They will see you as a warm, friendly person.  If there any guests, they feel welcomed.
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We would like to leave you with this story…..

One day, we hopped in a taxi and we took off for the airport.  We were driving in the right lane when suddenly …… 

CLICK  a black car jumped out of a parking space right in front of us.  Our taxi driver slammed on his breaks, skidded, and missed that black car by just inches.  The driver of the other car whipped his head around and started yelling at us.  Our taxi driver just smiled and waved at the guy.  This taxi driver was really friendly!

So we were curious….we asked him, “Why did you just do that?  This guy almost caused an accident and could have sent us to the hospital. “  This is when our taxi driver taught us what we now call….

CLICK  “The Law of the Garbage Truck.”

He explained that many people are like garbage trucks.  They run around full of garbage, full of frustration, full of anger, full of disappointment and rage.  As their garbage piles up, they need a place to dump it and sometimes they’ll dump it on you.  Don’t take it personally.  Just smile, wave, wish them well, and move on.  Don’t pick up their garbage and spread it to other people in your life, whether at work, at home, or to people that you don’t even know on the streets.

Always remember that good people do not let garbage trucks take over their day.  Life’s too short to wake up in the morning with regrets, so….

CLICK   “LOVE THE PEOPLE WHO TREAT YOU RIGHT AND FORGIVE THE ONES WHO DON’T”.
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