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What are the benefits of increasing your speaking skills? 

1. Raise your profile in the organization. Speaking clearly and effectively is an effective leadership tool. It sets you apart from others and puts you in a position to communicate with everyone in the organization. It reflects your persuasiveness, your confidence in delegating work and your overall professional manner. These traits will prepare you for increased responsibilities in the future.

2. Increased productivity and effectiveness. Speaking with confidence also increases your co-worker’s respect for and understanding of what you want. In turn, it helps you understand what they need. This connection will ensure a mutually beneficial and productive working environment.

3. Gain confidence in speaking to a group. You will feel confident when the occasion arises for you do a presentation in front of a group of strangers, whether it is a speech or a toast at a wedding.

The main issue in preventing most people from speaking in public, in a meeting, or even in a social setting is a four letter word; FEAR.
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When you think of the people you respect and look up to professionally, within VP Buildings, other organizations or any other area of your life, chances are they:
· Speak with authority.

· Make you feel important when you speak to them.

· Respect your input.

· Listen carefully to what you have to say.

That is why communications skills, particularly speaking with confidence, clarity, and charisma, are the most important skills you can possess in the workplace today. They may come naturally to some people, but everyone can learn them. And even those who have a natural talent for public speaking have to practice their skills in order to be effective.

Whether you are going into a meeting, discussing a project on the telephone with a colleague or a client, or conducting a stand up presentation at a meeting, the following acronym will help to assure you achieve your goal successfully.

POWER

P stands for prepare. Prepare your ideas in advance. Never leave it to chance if you are serious about getting people’s buy in. If it is worth speaking about, then it is worth concentrating on selling your idea or topic by researching the best method of presentation for this group.

O stands for orient. Orient yourself for success. If it is a stand up presentation, assure everyone will be able to hear you. If it is a large group, make sure you do not talk to one side of the group only. We all have a tendency to speak to either the right or left side, depending if you are right or left handed. If it is a meeting, position yourself in a power seat. The power seat is alongside the person who is leading the meeting; either the right or left side. In a classroom seating situation, sit at the front of the room.
W stands for work. “Work” the group. Get them involved either literally or emotionally. Maintain eye contact when speaking in meetings and look at people in larger audiences. In a very large crowd, look right above the last line of people and it will appear you are looking a most of them.

E stands for energize. Energize your delivery. Make the audience or members of your meeting “feel” your energy behind your topic. If you cannot “sell” yourself on the topic, how will you be able to sell others on it? E also stands for enthusiasm.
R stands for react. Pay close attention to the body language of the group during your presentation or comments and react to them appropriately. Ignoring non-verbal signals or verbal reactions can destroy any progress you may make in getting your ideas accepted. 

What is needed for personal change?
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	I want some help
	I have a need to change

	
	

	I care about it
	It’s my need
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Presentation Structure

There is an old Army saying when it comes to training or delivering a speech; “Tell ‘em what you’re gonna tell ’em; tell ‘em; and tell ‘em what you told ‘em”. That may be an over simplification; however it is a good pattern to follow.

The three main elements of an effective presentation consist of:

· Introduction
· Body

· Conclusion
Introduction

The Introduction is the first main element of a presentation. It consists of three sub-elements: 
· An attention step
· An overview step
· A motivational step

Attention Step

This initial step focuses and prepares the audience for the presentation itself. It can be accomplished in three ways:

1. using a pertinent question related to the topic
2. using appropriate humor
3. making a thought provoking statement
Here is an example – If you flew here to this meeting, you were safer on your plane than in most American hospitals”. That is a thought provoking statement and one I recently heard at a meeting in Washington D.C.
Overview Step

Tell them what you are going to tell them. This is basically a mini outline of what can be expected in your presentation. It is a roadmap of where they are headed so they can be mentally prepared to absorb your content.

Example – “I’d like to spend the next thirty minutes walking you though the process of ________ with specific emphasis on __________.”  
Motivation Step

This is the “what’s in it for me” (WIIFM) step. It tells them why they should listen and retain the information you are prepared to present. Give them the objective of your presentation. 

Example—“by the end of this presentation, you will have some additional tools to make these changes work”.
Body
The body is the second main element where the majority of your presentation material is located. This is where you tell them what you planned to tell them. The outline of the body is very simple and follows this structure:

A. First main point

1. sub-point

2. sub-point

3. sub-point

B. Second main point
1. sub-point

2. sub-point

C. Third main point

1. sub-point

2. sub-point

You can see how this actually works if you use mind mapping to outline your presentation since it falls into place with the main and sub points.  It forms a mental roadmap that makes sense, is simple in its structure, and the audience will be able to follow along with your message.

Conclusion

This is where you tie it all together and close the presentation. The conclusion has two sub elements: 
· The summary

· The re-motivation step.

The Summary

The summary is where you “tell ‘em what you told ‘em”. It’s a brief recap of what you have covered and gives your audience an opportunity to think of questions they may want to ask. Example—“I have attempted to give you five quick steps to learn the new order entry program; they were etc.”

Remotivation

This step ties back to the motivating step in the introduction. After summarizing, you are once again telling them why the information you presented is important to them. This step is designed to energize your audience to act on what was presented.

Finally

All of this only makes sense if you practice these skills. Practice formulating the structure in your mind even when you are discussion a project with someone or attempting to influence others in a meeting.
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