PUBLIC SPEAKING

Public speaking is a great way to present an important message.  As an Ambassador you are a representative of the 4-H program.  You may participate on a program introducing a speaker, presenting an award, installing new officers or giving the keynote address.  In these situations, the following guidelines will be helpful.

Preparation - Be prepared!  Don’t start preparing the night before!  A quality speech requires thought, preparation and practice.

Notes – It is difficult to memorize every presentation and memorized presentations often sound memorized.  Don’t, however, let notes detract form your presentation.

Microphone – Test your voice on the microphone before the banquet or meeting.  Be sure you know how to adjust the height and volume.  If someone uses the microphone before you, check the height before you start to speak.

Smile – Show the audience you are genuinely happy to be there.

Eye Contact – Maintain eye contact with your audience.  This will help you learn to ready your audience – an ability you will develop with experience.  Making eye contact will establish bonds with your listeners.

Hands – Control your hands.  Use gestures, body movements and facial expressions that are appropriate, not distracting like jingling keys in your pocket or waving pens at your audience.  Be sure your gestures are natural.  Otherwise, keep your hands at your sides or behind the podium.

Giving a Welcome

· Bring a prepared statement on behalf of the ambassadors or leadership teams.

· Express your appreciation for being invited.

· Let the audience know you are familiar with their purposes and goals.

· Emphasize your desire to meet as many people in the audience as possible.

· Smile; be friendly, enthusiastic, confident and poised.

· Limit your remarks to three to five minutes or whatever the program planner has indicated.

Presenting An Award

· Explain briefly why the award is being made.

· Explain how much the award is deserved.

· Congratulate the recipient and convey everyone’s good wishes.

· When presenting the award, extend your hand to the recipient, smile and try to get a smile in return.  (Good time for photo)

· Start the applause.

Introducing A Speaker

Introducing a speaker does two things.  It breaks the ice between the speaker and the audience and help make the speaker feel at ease.

Try to get a biographical sketch of the person you are introducing, but don’t read it item by item.  Boil it down and make it interesting.  If you can’t get written information in advance, meet briefly with the speaker before the introduction.  This will allow you to gather information.  A good introduction is short, complimentary and informative.  It should include:

· Where the speaker is from

· Key positions in which the speaker has service

· Current position

· Facts about honors and awards the speaker has received

· Why the speaker is qualified to talk on the subject

· Title of speech

· Name – Always say the speaker’s name last

· Lead the applause

· Stay at the podium until the speaker comes forward.

As A Key Note Speaker

It will take hours of preparation for a 15 minutes address/speech.  Here are some practical points in planning your address/speech.

1. When is the talk to be given?  Check and double-check to be sure that you have the correct date and place.  Place both on your calendar.  Will you be the only speaker?  Will your address be before the meal or after?  If possible, a visit to the place where the address is to be given might be a valuable step in your early preparations.

2. Who will be in the audience?  Why are they there?  Know the audience, get background information and use this to prepare your speech.

3. Ask what they want you to speak about.  What are the major needs and interests of the audience to which you will be speaking?  This is the key to your whole speech.

4. The body of the speech contains your real message and should be prepared first.  Sit down with the resource materials and leisurely read through it two or three times.  Jot down the main ideas and the main theme.  Tape this where you will see it every day and think about how you are going to address it.

5. After your notes are made, write your outline.  Decide upon three or four points to be covered.  List these main headings and group your notes under the proper heading.

6. In building your ideas for the body of the speech, begin with something familiar to your audience. Move from the known to the unknown.

7. After putting together the ideas for the body of the speech ask these questions.

1. Is it suited for the group

2. Have your provided the necessary background

3. Have you provided opportunities for the audience to feel good about themselves and whom you represent?

4. Have you provided things to think about or challenge them?

8. Chose words wisely.  Are the words smooth, vivid, keeping the audience in step and convincing?

9. Determine what visual aids and other materials may be needed. This can help present complex material or statistics, interpret or highlight the material.

10. Prepare The Introduction

The next step is to prepare your introduction.  Someone has aptly stated, “Your first ten words are more important than your next ten minutes.”  The introduction should capture your audience in your opening statement; it should lead gracefully into the body of the speech.  When you have the audience’s attention, give them an idea of what you will be speaking about.  Be brief and specific.



Here are some ideas to help you put an introduction together.

1.  Open with a challenging statement. This can be a great way to get attention, but make sure the challenge is inspiring, not offensive.

2.  Tell a story that has something to do with your topic.  If you can’t think of one, check with your librarian for a book of anecdotes to use in speeches.

3.  Use quotations.  Check Bartlett’s book of quotations

4.  Ask a question.
11. The Conclusion

The conclusion should emphasize your main points in a brief summary.  Plan it well!  Some suggestions for planning your conclusion:

1.  Summarize important points one by one.
2.  Use a quotation that summarizes the importance of what you have said.
3.  Ask a question.  For example, what can you and I do about this problem or situation it.  Answer the question by stating clearly what can be gained by taking action and what can be lost if action is not taken.

12.  Practice, Practice, Practice Your Presentation

After your speech has been planned, outlined and refined, next comes the task of practicing it.   This may be your first and last contact with the audience.   Good beginnings are important and will pay off in high interest.

It is best not to memorize or write your speech word for word, but you may want to note certain statements or phases on cards that you don’t want to forget.  You will need only a word or a short sentence at the most -just enough to bring the thought into focus.  Use one major idea on each note card.  Be sure to number your cards in order.  Use visual aids when your practice the presentation.


13.  On Your Feet

You are about to go on!  You are seated on the stage, platform, or at a table.  The chairperson has just finished introducing you.  You need to:

· Take a deep breath and exhale slowly.

· Be sure to acknowledge the chairperson with a handshake or acknowledgement.

· Communicate confidence.

· Smile

· Establish eye contact with your audience.

· Start Speaking

· Speak with sincerity, earnestness and enthusiasm.  Enunciate and use words precisely.  Do make sure you are being heard.  Be especially careful not to speak too fast, not to drop your voice at the end of the sentences, run your words together, or speak too softly.  You should be looking at your audience at 75% of the time. If you notice that people in the back of the room have lost interest, think about what you’re saying and adjust your delivery accordingly.

You will also want to stand up straight, even if you are a little short on the self-confidence.  Your audience will never guess it.  Stand at ease.  Your weight should be evenly distributed on both feet.  Don’t sway back and forth.  Remember that ease and freedom of movement are essential.  The best place for the hands is at the sides of your body, creating a casual appearance.  Don’t clench your hands, Do not grip the speaker’s stand or lean on it.  Don’t fold your hands across your chest. Don’t stroke your ear or throat.  Don’t hold the microphone.

Gestures are the outward indication of inner feelings and enthusiasm of an individual.  They need to be natural, not forced.  A gesture is appropriate if it is one you would make during an ordinary conservation with a group of friends.  Avoid meaningless gestures.  They should be used only when they will help clarify or emphasize a point.

Speak with energy and enthusiasm.
14.  Try It
Public speaking is a very valuable skill, and with practice, it will be mastered.  It’s fun, too.  Participating in debate and theater will give you exposure to an audience and an opportunity to use your skills.

15.  Use Visual Props
Technical subjects are often easier to communicate when you use audio or visual aids.  Demonstrations with commonplace materials may help your audience understand a process and captivate their attention.

Here is a list of some of the visual aids you may wish to consider using in making your presentation:

· Flannel, magnet or loop board.  Letters 1 1/2 to 2 inches high, 1/4 inch thick.  Graphics easily understood from 30 to 40 feet.

· Chalk board- lettering.  1 1/2 to 2 inches high, and as thick as can be made with soft chalk.

· Easel pad, flip charts.  Letters 1 1/2 to 2 inches high, 1/4 inch thick.  Graphics easily readable from 30-40 feet.

The above aids are best for talks and demonstrations for groups of 35 or under. 

· Photographs.  8x10 or larger with matte finish.  Exhibits where audience can get close.  For TV, use horizontal photos.
· Slides.  Lettering 5 lines, 15 to 20 words per line on original.  Use close-up with long and medium shots for the real thing. 
· Overhead Transparency.  Lettering 1/2 inch high on transparency.  Talks for medium sized groups.
· Motion Pictures.  Lettering 5 lines, 15 to 20 words per line on original.  Use close-up with long and medium shots of real thing.  Talks and demonstrations for larger groups.
· Real Thing or Models.  Limited use due to variations in size.  Check each usage.  Talks and demonstrations for small groups.  Exhibits and TV.

· Power Point
Making Your OWN Visuals
Use the following 6 tips to prepare posters and visuals.

1.
Understanding - Visuals should have a point.

Organize ideas so they make sense.  Thoughts should follow a logical order.  Use lists to make points; lists are easier to read than a paragraph.

2.
Simplicity - Limit each visual to one or two points or ideas.

Use few words and short phrases to make a point.

3.
Neatness - Keep your visuals neat.

Avoid smudges from dirty hands or smeared printing.  Make sure there is a lot of white space.  There should be open space both around the border and within your message.  Avoid clutter.  SIMPLE is best!

4.
Color - Use color to do the following things:

( Attract attention

( Emphasize a point

( Show emphasis or contrast

( Set a mood

( Identify something


Limit the lettering for each visual to two or three colors.  This includes the background.  Use bold colors on a neutral background.

5.
Readability - The following tips make visuals easier to read.

Use readable colors; contrasting colors make visuals easier to read.  All of the following are good choices.

( Black on yellow

( Black on white

( Green on white

( Yellow on black

( Red on white

( White on red

( Blue on white

( White on green

( White on blue

( White on black

Use open space.  Open margins make visuals easier to read.

Use both upper and lower case letters.  Do not use all upper-case letters, as they are very hard to read.  If upper case letters are used, make sure it is at a minimum.  Also, printed letters are easier to read than handwriting.

Arrange letters to make readable words.  Print words across the page, not up and down or diagonally.

Space letters and words so they are easy to read.  Don’t spread them out too much or crowd them too close together.  Equal distance between all letters won’t always yield readable words because letters have different shapes.

Space words, sentences and line properly.  Allow one and one-half letter widths between words and three widths between sentences.  A letter width is based on the width of the lower-case letter “m”.

6.
Size
Letters, pictures and figures should be large enough to be seen clearly by those in the last row.  A rule of thumb is that the smallest letter or important detail should be at least one-half inch in height for each 10 feet of distance that the visual is from the learner.  For instance, if the furthest viewer is 30 feet the letters should be 1 1/2 inch high.
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