Public Speaking Class Outline
· Communication Essentials
· In public speaking we use two main types of communication: verbal and nonverbal. Verbal communication includes your content and the method you use to deliver it. Nonverbal communication is your gestures, posture, and your expression.
· TYPES OF PUBLIC SPEAKING
· There are three main types of public speaking. Impromptu, Extemporaneous, and memorized. Impromptu has little to no preparation should only be given if you are knowledgeable on your subject. Extemporaneous is the most common form of speech. It involves a great deal of preparation and planning. The third type of communication is a memorized speech. It is usually only used if you are using someone else’s speech. It is extremely ineffective when briefing people on difficult material because of your inability to answer questions when they arise. As a general rule of thumb avoid memorizing your topic anytime you are giving instruction.
· Public Speaking Fundamentals
· The first thing to keep in mind when speaking in public is integrity. This simply means you are setting a positive example. When you are teaching something to others, it is obviously very important that you are reliable for knowledge and are convincing enough to be believed.
· After the audience decides you are confident in your stance on the subject, they begin to focus on your knowledge of the subject. Be sure you know your subject thoroughly. If you are not sure on something, check up on it during the class or admit you do not know rather than state something that is incorrect.
· The next thing the audience notices is your overall skill when delivering your presentation. Are your visual aids good? Are your thoughts organized? Remember visual aids help you just as much as they help the audience. Be sure to involve the audience to ensure understanding and gain feedback on your presentation
· Preparing Your Speech
· Make sure you know your subject well before attempting to teach others about it. This will help the overall integrity of your presentation. When making your presentation, move from the most understandable content to the more complicated. This will ease the audience into your topic.
· Is your main purpose to inform, instruct, or persuade? Adjust accordingly. Model your speech depending on it’s purpose. Also consider who you are talking to. Take into account their experience, age, and maturity level.
· When preparing an introduction, some people find it make it as one of the last parts of their preparation in order to have all of their material already in place. Another technique is to prepare it first and build the introduction similar to an outline. Your introduction should have some sort of hook that catches the audience. Whether it is a strong point or something humorous that is relevant to the subject.
· The body is where the main argument or ideas are. Do not have more than 5 points in your discussion because it becomes difficult to understand. If you have a large amount of material, try to organize them into broader points.
· Make sure you do not spend too much time restating what was already said. Sometimes a good summary can simply be asking the audience questions. This is more interesting to the audience than rehearsing old material. Get the audience involved and limit it to a small amount of time.
· Making The Presentation
· The best way to become more comfortable on stage is to practice. You can rehearse your speech in the mirror to recognize odd gestures. When making the presentation, understand that you control your audience. If you feel awkward on stage, the audience in turn will feel awkward. Being nervous can increase the speed of speech. This can make the presentation feel rushed. Make sure everything is understood. 
· Eye contact can also have a large impact on your overall performance. For instance, if you have visual aids present and your are facing mostly toward your visual aids, your audience will not be able to see your expressions or gestures thus making the speech harder to understand.
· Always be aware of your surroundings. Do not speak extremely loud if you are in a small room. Your tone and volume can have a large effect on your audiences perception of you. Like stated earlier, you can force emotions on your audience subconsciously. If you have a strong opinion on something, you may intentionally tone down that part of your speech in case the audience mistakes passion for anger or sadness. 
· Just like certain things around you can be a distraction to your presentation, you yourself can also be a distraction. This is where it becomes helpful to run through your speeches in the mirror. Your gestures in particular can be extremely distracting. The pope, spider push-ups, and judgemental father are humorous nicknames given to some of the most common movements.
· When using visual aids, you do not want to have pictures or points that are completely irrelevant to your speech. Think through your aids and make sure they do not become a distraction in themselves. Too many words or points on a slide (when using powerpoint) intimidate the audience. Summarize large amounts of text and divide them up between slides.
· Concluding Your Speech
· Make sure you do not spend too much time restating what was already said. Sometimes a good summary can simply be asking the audience questions. This is more interesting to the audience than rehearsing old material. Get the audience involved and limit it to a small amount of time.
