What makes a dull speaker?
Superficial input:

Only touching the surface of the subject

Lack of warmth:

Poor eye contact, monotonous voice

Ponderous:
Taking a long time to get to the point and too abstract

Stolid:
Lack-lustre, pudding-like and not giving opinions

Self obsessed:


Dwelling on one’s own situation

Excessively serious:

No smiling

Rushed:


Not pausing sufficiently

Skittish:


Easily side-tracked, excited without reason

Over use of visual:

Endless overhead/PowerPoint

Developing capability
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Unconscious incompetence
You don’t know how 
little you know

Conscious incompetence
You do know how little you know

Conscious competence
You know you can do it

Unconscious competence
You do it fairly automatically

Enhancing your feedback skills

Definition of feedback

‘It’s only feedback if you know what to do differently, or what to keep doing – specifically!’

Feedback Sandwich

1 one thing I loved about what you did
2 one thing I suggest you could do differently
3 one more thing you did really well
How well does the note below meet the definition for useful feedback?
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Ranjana:

‘You made good eye contact with everyone in the audience – all the way through!’

‘Your voice let you down.’

‘Your gestures were ok.’

Imagine you were at this talk. Write more useful and specific feedback for Ranjana? (Invent some detail to replace points 2 and 3 in the feedback above.)

Communicating

17%

What you say

28%

How you sound

55%

How you look

It is important to be congruent
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I.e. Consistent in having all 3 parts working equally well.

Prepare: putting the material together
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Preparation and notes are essential. The BBC allowance for the preparation of scripts is one hour per minute of speaking time.

First, put together: 

The middle

Bullet points to be used as an aide memoir

The opening

Write out in full

The closing

Write out in full. Have an air of finality about it.

N.B. Check that the main message is coming across at each stage.

Ideally, repeat the key message several times (at least three) during your presentation.
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Brain mapping


For centuries, people have organised information in vertical lists or sentences.  It was popularly believed that the brain arranged spoken and written material in linear forms.

However, new research has shown that the brain is continually analysing, interpreting and juggling whole inter-related networks and thoughts and ideas.  Mind mapping enables the brain to relate to information more naturally and efficiently.

How are brain map notes made?

1 Take a plain sheet of paper and write the main theme in the centre.

2 Write down all the ideas and thoughts you have on the subjects, starting from the circle and branching out along lines of connecting ideas.

3 Let your mind be as free as possible. Do not restrict your thoughts by deciding where each point should go in a list. Your ideas should flow easily.  Think laterally.

4 When finished, circle any related ideas and sections.

5 Establish your order of priorities and organisation. Reject information that is not relevant, ruthlessly.

6 Take a break, then order material and structure it.

· group points

· reject material

· select and order

· weight each section (if appropriate)

Remember Voltaire: The secret of being a bore is to tell everything.
The Audience and the Purpose

1. Find out the breakdown of your audience in terms of:

· male/female ratio

· age range

· common interests/social class

· ethnic/cultural mix

How do you discover the breakdown?

· the commissioner of the talk

· previous people who’ve presented to this group

· ask questions to the group at the start of your presentation
e.g. how many of you have ever used…?

· pre-presentation questionnaire
2. Know your purpose

· what is the message you want to leave with the audience?  Sum this up in one sentence – repeat this ‘theme’ throughout each section of the talk. 

Audience breakdown

Purpose in giving this talk

Key message to be repeated during talk

Opening






SUB-HEADINGS ARE OPTIONAL

	Heading (probably Most Important point)
	Sub Headings (up to 3)
	Illustration / example/ anecdote (one for each heading or sub-heading)



	Heading (probably 3rd in importance)
	Sub Headings (up to 3)
	Illustration / example/ anecdote (one for each heading or sub-heading)



	Heading (probably 2nd in importance)
	Sub Headings (up to 3)
	Illustration / example/ anecdote (one for each heading or sub-heading)




Closing

Plan your story line with


· headings

· sub-headings

· illustrations

Where do you want to put the most important point(s)?

You have choice

1 People remember the first points. So where do you want to put your most important point?  Add examples to illustrate a point, especially towards the end of the talk. 

2 If it is a story, tell it in sequence.  Have good ‘linking’ phrases from one section to the next. Avoid ‘also’

Instead:

· Following on

· Turn up to

· Leaving x and moving on.

3 Remember to ‘weight’ your points.  Speak for longer on important points.
Making notes for a talk


1 Using cards as prompts to talk


What should be on the cards?


	CARDS

· Print large and in capitals

· Number your cards

· Use highlighters to indicate pauses




2 Using cards: 

Look down to read – pause

Look up to speak


Remember:
Timing, timing, timing

Non-verbal signs (body language)

· Facial expressions

· Eye contact

· Posture

· Gestures

· Spacing

· Pausing – SILENCE!

NB Your smile comes from your heart!

Openings

1 Good afternoon.  I have asked people here to talk about…

2 My name is…

3 I am going to talk about…

4 Strategy, structure, staff – 3 key ingredients in the success of an organisation.    I am going to talk about each of the 3 and the importance of keeping them in balance.

5 How much time do you spend on recruitment?  The purpose of my talk is to look at source money on recruitment. I will look at:

· The advertising costs

· The cost of interviewing and the cost and the cost of contract.

6 How many of you have taken part in a video conferencing session? My purpose today, is to look at the advantages to you, of using this technique.

7 Would you be surprised to hear that at present only 4% of the UK children reads books?  My name is … and I’m here to show you how our new system will help your children read quickly and easily.

Intro


IN

Interest them

What colour is a hippo*? You may well ask.

T

Topic
 title

I’m Paul(a) Barnes here to tell you 






How using the blue hippo in the water




cistern can save you money.






R

Range of talk 

I shall be covering 3 topics.  Firstly,





you’ll hear…Then I’ll move on to…






and finally…

O

Objective / aim
(might/might not be specifically told 




 
to the audience) eg I want to sign up 




for water meters.) but main message






repeated in each section of talk

( * a hippo is a water saving device in your toilet cistern)

My skills

                           opening a talk


· look at audience before you speak
· get pacing right - Do not rush
· smile! (if appropriate)

· avoid ‘I’ in the first seven words

· know your opening by heart

Helpful tip: Control nerves – as you get up to speak think of 3 things you like about the audience.

Closings


1 Well, I will stop there.  I hope you have enjoyed this talk.

2 Thank you for listening (I hope you have found it useful). Now that you know…….. you will be able to use our product.

3 Strategy, structure, staff.  All 3 are important.  Which one will you focus on in the coming months?

4 I have talked about appraisals.  Let me finish by suggesting that you take a fresh look at your appraisal system.  You will be surprised at what it can help you deliver.

5 I have talked about appraisals for people at junior, senior and Board levels. You can see that it is not a waste of time. It is very useful.

6 I have put forward the advantages of appraisal; appraisal is a strong motivational tool.

7 As I conclude, I will leave you with one last thought – what can you do to help your team?

7a
As I conclude, I leave you with a final thought. You can build a strong team thought your input. 

8 That about winds it up.

Closing skills:  

Notes

My skills                                 closing a talk




· let the audience know you are coming to an end

·  ‘Finally…’

· ‘As I come to conclude…’

·  slow down your speaking during the last sentence - keep your voice up

·  do not rush off

· Helpful Tip
I have a dream

Martin Luther King – 28 Aug 1963
I say to you today, my friends, that in spite of the difficulties and frustrations of the moment, I still have a dream.  It is a dream deeply rooted in the American dream.

I have a dream that one day, this nation will rise up and live out the true meaning of its creed  ‘We hold these truths to be self-evident; that all men are created equal.’

I have a dream that one day, on the red hills of Georgia, the sons of former slaves and the sons of former slave-owners will be able to sit down together at the table of brotherhood.

I have a dream that, one day even the state of Mississippi, a desert state sweltering with the heat of injustice and oppression, will be transformed into an oasis of freedom and justice.

I have a dream that my four little children will, one day live in a nation where they will not be judged by the colour of their skin but by the content of their character.  I have a dream today.

I have a dream that one day the state of Alabama, whose governor’s lips are presently dripping with the words of nullification, will be transformed into a situation where little black boys and black girls will be able to join hands with little white boys and white girls and walk together as sisters and brothers.  I have a dream today.

I have a dream that one day, every valley shall be exalted, every hill and mountain shall be made low, and the rough places will be made plains and the crooked places will be made straight, and the glory of the Lord shall be revealed, and all flesh shall see it together.

This is our hope.  This is the faith with which I return to the South.  With this faith we will be able to hew out of the mountain of despair a stone of hope.  With this faith we will be able to transform the jangling discords of our nation into a beautiful symphony of brotherhood.  With this faith, we will be able to work together, to pray together, to struggle together, to go to jail together, to stand up for freedom together, knowing that we will be free one day.

This will be the day when all of God’s children will be able to sing with a new meaning

            My country, ‘tis of thee,

            Sweet land of liberty,

            Of thee I sing:

            Land where my fathers died,

            Land of the pilgrim’s pride,

            From every mountainside

            Let freedom ring.

And if America is to be a great nation, this must become true.  So let freedom ring from the prodigious hilltops of New Hampshire.  Let freedom ring from the mighty mountains of New York.  Let freedom ring from the heightening Alleghenies of Pennsylvania!  Let freedom ring from the snow-capped Rockies of Colorado!  Let freedom ring from the curvaceous peaks of California!

But not only that;  let freedom ring from Stone Mountain of Georgia!  Let freedom ring from Lookout Mountain of Tennessee!  Let freedom ring from every hill and molehill of Mississippi.  From every mountainside, let freedom ring.

When we let freedom ring, when we let it ring from every village and every hamlet, from every state and every city, we will be able to speed up that day when all of God’s children, black men and white men, Jews and Gentiles, Protestants and Catholics, will be able to join hands and sing in the words of the old Negro spiritual, ‘Free at last!  Free at last!  Thank God almighty, we are free at last!’

‘SAY BEFORE SHOW’: USING VISUAL MATERIALS (PowerPoint or similar) 

I hear and I forget

I hear, I see, I recall

Its purpose

· To explain complex data/figures

· Display useful graphics

· To add variety to a presentation/break up presentation

· To make the presentation memorable, e.g. outlining the sequence of the talk

Others? 

What it is not:

· A verbal print out of the presenter’s notes/aide memoir

· Raw data

· ‘Death by ‘PowerPoint’

· A replacement for you!!

How to use:

· As a tool – NOT a replacement of the presenter

· Preferably introduction given without visual

· Have list of slides on a card so that you can SAY BEFORE SHOW

· Use the ‘B’ button – switch off slides at point in the talk

· Give people time to read the slide

· Remember to keep eye contact with all the audience

· Switch off at the finish: the concluding lines should be SAY NOT SHOW.

How much to put on a slide:

· Keep it short and simple: maximum 5 points, preferably 3.

· Have a heading which sums up the slide accurately! 

· Avoid questions in the heading

· Order points logically

Persuade in 2 minutes   (useful in meetings)


· look at the audience

· intro

· drawbacks (acknowledged if appropriate)

· specific input (best point first probably)

· close: summary

· look around: listen

Persuade

Objective – to persuade you to…

Opening


One emphatic statement about why audience (you) may not like my proposal


Linking words = And or So let me tell you or However BUT

Three reasons why your audience would benefit – plus illustrations for each point

Closing

The voice


To speak well and clearly

· relax

· your face (not deadpan) – SMILE 

· your tongue


· open your mouth wider. Use your lips

· have conviction about what you are saying

· put emphasis on key words

· sustain voice until the end of a sentence

· vary speed. Less important points can be said more quickly then slow down for key points

· turn the ‘volume up’ slightly!


Coping with nerves

· use them positively – prepare


· have a positive attitude: remember attitude drivers behaviour

ATTITUDE

BEHAVIOUR


I want to leave

a memorable message




· breathe deeply – in through nose out through mouth 

King John and the Abbot

This is a very old story about a very bad king called John.  Whenever he was angry – which was most of the time - he would do cruel, unkind things.  This made everybody hate him, which of course, just made him angrier and crueller then ever.

One day, when he was in an especially bad mood, he called the wise old Abbot of Canterbury to his throne room.

‘Listen to me, old Abbot,’ said the King, ‘everyone thinks you are very wise and very clever - but I don't.  I don't think you are clever at all, and anyway you are far too old to be of any help to me.’

The poor Abbot didn't know what to say, so he just bowed his head.

‘So’ went on King John, ‘to prove whether you are clever or stupid I am going to ask you a question.  Just one.  If you can answer it I will give you the richest gifts I can afford...’

‘And if I cannot answer it’ asked the Abbot. 

‘Why, then I shall have your head cut off’ snarled the wicked King.

‘What then is the question, Your Majesty?’

‘What do I think?’ replied the King, looking very pleased with himself.

‘Oh dear, oh dear,’ gasped the poor old Abbot to himself.  ‘How can I possibly know what the King is thinking?’  Then out loud he said :

‘Are you thinking about the crown?’

‘No!’, snarled King John.

‘Are you thinking about the palace?’

‘Wrong again,’ shouted the King.

‘Then surely you are thinking about money?’

‘No! No!! No!!! you old fool,’ bellowed King John, trembling with rage.  

‘OFF WITH HIS HEAD’

Presenting: language of the presenter

+

Specifically

However

Issues to look at

Solutions

Progress

Benefits to you / advantages

You

My first point…. Second point

Moving on

Finally 

In addition

    -

Also

But

‘generally speaking’

Hope

Just

Try

Obviously

I’m afraid

Only

For example (this can be overused)

Etc

Hopefully

OK

Answering questions

· relaxing body language

· listen carefully to all questions pause before responding

· restate (if appropriate)

· answer to all

· answers questions briefly: do not aim to impress

· close with an air of finality (e.g. ‘I will take 2 more questions’)

Feedback from day one/two

Talks given

Suggestions I will use the next time I present
Points my audience loved and I’ll keep in the future

Wit and humour

· let your humour emerge spontaneously. The best is immediate, reactive and topical

· use humorous anecdotes or stories, take care with jokes

· the worst humour is offensive. Make fun of yourself and no one will be offended. Leave jokes about others – especially about their nationality, race or religion – to them

· to use humour effectively, combine familiarity and recognition with surprise, i.e. go from known to  unknown

· your humour must suit (1) you and your style, and (2) your audience and its mood

· your audience will need to know when it is expected to laugh. Don’t convulse at your own jokes. Smile or otherwise indicate that you’re jesting

· remember the three essentials: timing, timing and timing


· if your humour fails, switch it off. Audience moods are fickle and unpredictable. Watch your listeners. If they are in no mood for humour go serious.

Checklist for presentations

	
	
	Yes
	
	No

	Opening
	Were the first sentences interesting?
	
	
	

	
	Was the purpose established?
	
	
	

	
	
	
	
	

	Body
	Were the notes used?
	
	
	

	
	Did the speaker pause when looking at notes?
	
	
	

	
	Were the audience referred to?
	
	
	

	
	Was there any humour?
	
	
	

	
	Was it logical?
	
	
	

	
	Was there ‘signposting’
	
	
	

	
	Were examples given?
	
	
	

	
	Were there rhetorical questions?
	
	
	

	
	Were there anecdotes?
	
	
	

	
	Was the word ‘you’ used
	
	
	

	Interest
	Was there good posturing?
	
	
	

	
	Did the speaker smile?
	
	
	

	
	Voice – was there enthusiasm
	
	
	

	
	Were overheads introduced before being shown?
	
	
	

	Closing
	Did the speaker sum up?
	
	
	

	
	Did the speaker stay looking at the audience after finishing?
	
	
	

	Questions handled
	Was there rephrasing of questions?
	
	
	

	
	Did he/she appear self-assured?
	
	
	

	
	Were there pauses before answering?
	
	
	

	
	Were questions answered to all ?
	
	
	

	
	
	
	
	

	The ending
	Posturing at the end
	
	
	


Tips for success

Learning points 

What has surprised you?
What do you disagree with?
What has appealed to you?
What has intrigued you?
What would you want to discuss further?

Reading list 

BUZAN, Tony.  The mind map book.  BCA.

DAVIES,Phillipa.  Your total image.  Piatkus. ISBN  0 86188 842 1

DAVIES,Phillipa. Total confidence.  Piatkus.  ISBN 0 7499 1347 9

DAVIES,Phillipa. Personal power.  Piatkus.. ISBN  0 7499 1146 8.

GRONBECK, Bruce. Principles of speech communication.  Harper 

Collins. ISBN 0 673 48722 9

JANNER, Greville.  Janner’s speechmaker.  Business Books.

ISBN 0 09 173973 X

MACKAY, Ian.  Listening skills.  Chartered Institute of Personnel and

Development. ISBN 0 85292 587 5
MACKAY, Ian.  Asking questions. Chartered Institute of Personnel and 

Development. ISBN 0 85292 588 3

MCCALLION, Michael. The Voice book. Faber and Faber. ISBN 0 571 150594 

SAMPSON,Eleri.  The Image factor.  Kogan Page.  ISBN 0 7494 1210 0
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Add relevant sub text





then illustrate with examples





Order material





Main topics





Choose info
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Structuring the middle/body











Preparation Model
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