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Few things are feared more than public speaking. It is listed in the TOP 10 fears of most people. Yet being able to speak confidently and effectively communicate your message is a great asset that will prove useful in many aspects of life.

These resources are provided to assist young people to be more confident public speakers. For many students their first experience of public speaking is making a speech on assembly as part of the process of selecting candidates for student leadership positions at either primary or secondary school.

For many students speaking on assembly, in front of peers, teachers and parents is VERY daunting. These resources are designed to help students develop and build their confidence speaking in public.
The materials are designed to be used either by individual students or by schools. They can be downloaded FREE OF CHARGE from the National Speakers Association Australia (NSAA) website. Each of the Top 10 Tips are also presented and explained through a short video clip accessible through NSAA and YouTube.

The materials are also presented as a series of FIVE lessons. The lessons are designed to build the student’s confidence and experience in the lead up to presenting a speech (eg as a candidate for a school leadership position). Each lesson includes two of the Top 10 Tips as well as a short speaking experience for the students.
The tips and lessons are founded in the belief that confident public speaking is a skill that can be developed through experience, by applying the knowledge that is presented.
Dedication

In May 2005 much loved and respected NSAA member Kerrie Nairn passed away. In her honour, and with generous Australian Government funding, The Kerrie Nairn Scholarship for Public Speaking was established. The Scholarship is funded through the Quality Outcomes Program which is administered by the Department of Education, Employment and Workplace Relations and provides monetary support to help a public speaker to develop further as an emerging professional speaker. The Scholarship enables the recipient to develop the skills and knowledge needed to be successful in the professional speaking industry. The Scholarship recipient assists senior students to enhance their public speaking skills for effective participation in our democracy by contributing to appropriate youth-based activities. These resources were developed by 2010 Kerrie Nairn Scholar, Steve Francis.
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How to Use These Lessons

These resources are designed to be used in two ways. 

Individuals – there are 10 tips for increasing your confidence as a public speaker. Each tip is presented as a separate one page PDF file. Each tip is also presented as a YouTube video. The material will also be available soon as an App for mobile devices.

Groups – the 10 tips have also been organised into a sequence of 5 lessons. The lessons include opportunities for applying the tips and practising the skills in front of peers. Through a planned sequence of activities, participants prepare for making a speech as a candidate for a student leadership position. The lessons are designed to build the students’ confidence and experience. Each lesson includes two of the Top 10 Tips for Speaking Confidently as well as a short speaking experience for the students. Each of the Top 10 Tips is explained in a short video clip. The video clips can also be accessed by the students at home.

Ideally the lessons will be facilitated by the teacher who is leading the student leader selection process. The lessons are designed as 30 – 60 minute lessons depending on the size of the group, as each lesson includes a speaking opportunity for the students to gain experience. Each lesson also includes a task for the students to work on in preparation for the next session. 

The sessions culminate in a dress rehearsal of their speech. Ideally this would be the day before they actually present the speech to the intended audience and would be in the room where they will present their speech (eg school hall), using the actual equipment.

Ideally the lessons would be carried out once per week in the lead up to their candidate speech. However a shorter time period can be accommodated if necessary. The lessons could be presented during class time or as a lunch, before or after school support process.

Lesson 1: “It’s Okay to Be Nervous”
Preparation 

Photocopy back-to-back Tip #1 and Tip #2 for each participant.

OPTIONAL  - Set up data projector or computer (for small groups) to view the YouTube videos

Summary

For many people public speaking is right up there as one of things they most fear. Yet the ability to speak confidently and to effectively get your message across is a very important skill. It is okay to be nervous about speaking in public. Even the most experienced professionals get nervous. However there are some things you can do to help you use that nervous energy. 

Speaking confidently in public is a skill that improves with some knowledge, practise and experience. Like all skills, speaking confidently can be learnt. In this series of FIVE lessons we will develop your ability to speak with confidence.

In each lesson we will focus on TWO of the Top 10 Tips for Speaking Confidently and give you an opportunity to practise and develop your skills. In this session we are looking at:-

Tip #1
   Nerves are Normal
Tip #2
   It’s All About Them (NOT YOU)!
Group discussion - Are you nervous about making a speech? Why? What are your fears?
Option Play YouTube video to introduce Tip #1 

YouTube link HERE
Read through sheet Tip #1   Nerves are Normal – discuss any issues that arise

Activity – ‘Tell Us Your Story” 
Each member of the group is to stand at the front of the group and talk for approximately two minutes about their life. Allow 5 to 10 minutes preparation time. Possible prompts include:-

· Your name 

· Where were you born?

· Tell us about your family

· Where have you lived?

· What is your earliest childhood memory?

· What are you passionate about?

The students don’t have to speak about ALL of these topics – just the most interesting ones that are relevant to them. They only need to speak for about two minutes. The purpose of the activity is to break the ice and start practicing speaking in front of the group. 

Option Play YouTube video to introduce Tip #2 

YouTube link HERE
Read through sheet Tip #2   It’s All About Them (NOT YOU)!
Before next session
 “The funniest thing that has ever happened to me was…”

Think about a funny thing that has happened to you. In a 2 or 3 minute presentation, tell us the story and the lesson that you learnt.

Lesson 2: “A Funny Thing Happened to Me…”

Preparation 

Photocopy back-to-back Tip #3 and Tip #4 for each participant.

OPTIONAL  - Set up data projector or computer (for small groups) to view the YouTube video introduction for each tip. Check that YouTube videos can be accessed on the network and play smoothly on the computer.

Summary

Telling a personal story is a very powerful and memorable way of getting a message across. Using humour is also a great way to connect with the audience. In today’s session we will learn about using stories well during our presentation and practise the skill of story telling.

In each lesson we will focus on TWO of the Top 10 Tips for Speaking Confidently and give you an opportunity to practise and develop your skills. In this session we are looking at:-

Tip #3
   Story Telling is POWERFUL


Tip #4
   Make it FUN!


Option Play YouTube video to introduce Tip #3 

YouTube link HERE
Read through sheet Tip #3   Story Telling is POWERFUL
Activity – “The funniest thing that has ever happened to me was…”
Tell the story of a funny thing that has happened to you. In a 2 or 3 minute presentation, tell us the story and the lesson that you learnt.

The purpose of the activity is to practise speaking in front of the group and telling a story. 

Option Play YouTube video to introduce Tip #4 

YouTube link HERE
Read through sheet Tip #4   Make it FUN!


Before next session
What are YOU passionate about? 

Think about the things that are really important to you and that you are passionate about. In a 2 or 3 minute presentation, tell us about your passions.

Lesson 3: “Ready….”
Preparation 

Photocopy back-to-back Tip #5 and Tip #6 for each participant.

OPTIONAL  - Set up data projector or computer (for small groups) to view the YouTube video introduction for each tip. Check that YouTube videos can be accessed on the network and play smoothly on the computer.

Summary

Planning and preparation are important in your presentation. A strong beginning and ending are essential. It is important to have carefully considered what you are trying to communicate with the audience, to engage with the audience rather than speak AT them and most of all to be yourself.

In each lesson we will focus on TWO of the Top 10 Tips for Speaking Confidently and give you an opportunity to practise and develop your skills. In this session we are looking at:-

Tip #5
   Start and Finish STRONG
Tip #6
   Be REAL – Be YOU!

Option Play YouTube video to introduce Tip #5 

YouTube link HERE
Read through sheet Tip #5
  Start and Finish STRONG
Activity – What are YOU passionate about? 

Tell us about the things that are really important to you and that you are passionate about. In a 2 or 3 minute presentation, tell us about your passions.

The purpose of the activity is to practise speaking in front of the group and connecting with the audience through eye contact. 

Option Play YouTube video to introduce Tip #6

YouTube link HERE
Read through sheet Tip #6

Be REAL – Be YOU!

Before next session
One change that would make the world a better place is…
Think about something that you believe needs to change to make the world a better place. In a 2 or 3 minute presentation, tell us about it, explain why you believe it needs to change and how the world would be a better place if the change was made.

Lesson 4: “Set….”
Preparation 

Photocopy back-to-back Tip #7 and Tip #8 for each participant.

OPTIONAL  - Set up data projector or computer (for small groups) to view the YouTube video introduction for each tip. Check that YouTube videos can be accessed on the network and play smoothly on the computer.

Summary

There are some common mistakes that people make, especially when they get nervous. Being aware of the mistakes and knowing what to be on the look-out for can help us to avoid them.

Over reliance on our notes (especially when we get nervous) can result in us reading our presentation word for word. Good presentations are more like an engaging conversation than being read to.

In each lesson we focus on TWO of the Top 10 Tips for Speaking Confidently and give you an opportunity to practise and develop your skills. In this session we are looking at:-

Tip #7
   Avoiding Common Mistakes

Tip #8
   Be Brave - Lose YOUR Notes
Option Play YouTube video to introduce Tip #7 

YouTube link HERE
Read through sheet Tip #7
  Avoiding Common Mistakes

Activity – One change that would make the world a better place is…
In a 3 minute presentation tell us about something that you believe needs to change to make the world a better place. Tell us about what it is, explain why you believe it is important and how the world would be a better place if the change was made.

The purpose of the activity is to gain further experience speaking in front of the group and connecting with the audience through eye contact. 

Option Play YouTube video to introduce Tip #8

YouTube link HERE
Read through sheet Tip #8
  Be Brave - Lose YOUR Notes

Before next session
Dress rehearsal
Prepare your presentation and use the next session as a dress rehearsal. In a 5 minute presentation, we should get to know a little about you, how you believe the school can be made an even better place and why you are the right person for a leadership position. Be confident but be humble.

Lesson 5: “Go!”
Preparation 

Photocopy back-to-back Tip #9 and Tip #10 for each participant.

OPTIONAL  - Set up data projector or computer (for small groups) to view the YouTube video introduction for each tip. Check that YouTube videos can be accessed on the network and play smoothly on the computer.

Summary

We all get nervous on the day. A dress rehearsal is designed to allow us to practise so that we are more familiar with the surroundings and the equipment on the day of our actual speech. The final 10 minutes before making our speech is usually when we feel most anxious. There are things that you can do to calm your nerves and focus this nervous energy.

In each lesson we focus on TWO of the Top 10 Tips for Speaking Confidently and give you an opportunity to practise and develop your skills. In this session we are looking at:-

Tip #9
    10 minutes Before Speaking….
Tip #10   It’s NOT a RACE!
Option Play YouTube video to introduce Tip #9 

YouTube link HERE
Read through sheet Tip #9
  10 minutes Before Speaking….

Activity – Dress rehearsal
Present your speech (without your notes if you are brave enough!) In the 5 minute presentation, we should get to know a little about you, how you believe the school can be made an even better place and why you are the right person for a leadership position. Be confident but be humble.

The purpose of the activity is to have a dress rehearsal and to familiarize the students with the room and the equipment that they will make their final presentation in. 

Option Play YouTube video to introduce Tip #10

YouTube link HERE
Read through sheet Tip #10
It’s NOT a RACE!

Before next session
Your actual presentation
Reflect on your dress rehearsal. Re-read all of the Top 10 Tips and remind yourself of the key points for you. Be confident and keep ‘that little voice inside your head’ under control. You have worked hard and are well prepared. Visualize yourself walking up confidently on stage, speaking well and capturing the audience’s attention. It WILL go well! Good luck!

Tip #1
Nerves are Normal


Even the most experienced professional speaker gets nervous before they present a speech. It’s okay to be nervous. 

For most people this nervousness comes from fear of making a mistake and embarrassing themselves. As the person making the presentation YOU are the centre of attention. This makes us feel exposed and vulnerable. It is natural to want to feel safe and secure and not to put ourselves ‘at risk’ of making a mistake. 

Fear brings a natural reaction of ‘fight’ or ‘flight’. Since the time of the caveman it is believed that when we feel under threat, we either get tense and angry and want to physically defend ourselves (fight) or we run away from the danger as fast as we can (flight). These are natural, instinctive reactions to situations in which we don’t feel safe. That’s why we get nervous when making a speech.

The best way to overcome these nerves is to prepare your information and practise. There is no magic pill for public speaking – the best way to manage your nerves is practise, practise and more practise. You should look for opportunities to practise speaking in front of a group. You can’t learn to ride a bike by talking about it or watching a video – the real learning comes from actually doing it. Use the sequence of smaller presentations in this series of sessions to build your skills and your confidence.

Your nervous energy might make your palms sweaty, your mouth dry, your knees knock and your heart race. The following are useful tips for overcoming and easing these symptoms.

· Whenever you feel the nerves creating tension in your body, take long, slow, very deep breaths from deep down in your diaphragm. Slowly inhale and exhale to a slow steady count to 10. Concentrate on getting the air down deep into the lower part of your lungs. Try to release the tension from your neck and shoulders by focusing on relaxing them by pulling your shoulders back and down.

· Visualise yourself walking confidently to the microphone, standing tall and speaking confidently. Picture in your mind the audience listening carefully and applauding at the end of your presentation. Having a visual image in your head is powerful.

· Have a bottle of water with you - drink lots of water (at room temperature - not iced as it chills your vocal chords). Don’t rely on the water being provided – be prepared, take a water bottle with you. Nervous energy causes your mouth to go dry.

· Remind yourself of what the audience will get out of your presentation. Remember you are here for the audience. To give them some information or a different viewpoint or way of thinking about things. It’s about them, not about you! What will they know or understand at the end of your presentation?

· Think through the sequence of key points in your presentation. You don’t have to go through it word for word – just the sequence. Remind yourself of your opening statement.

· Watch your self-talk – have that ‘little voice inside your head’ reassure yourself that it will all be okay, keep calm, breath slowly.

A video summary of each tip is available on YouTube – follow this link 

YouTube link HERE

Tip #2
It’s All About THEM (Not You)!


The purpose of making a speech is NOT to have the audience love you. The purpose of a speech is to successfully communicate your message to an audience in a way that will help THEM. Try to think about it from the audience’s point of view. It’s about THEM, not YOU! What will they know or understand at the end of your presentation?

Think about the purpose of your presentation. As a candidate for a school leadership position you need to demonstrate that you can speak confidently in front of a group, are passionate about the school and have some ideas to contribute that will make your school an even better place for all concerned. 

It is important to work out what it is that you are ‘offering’ the audience. Be clear about how what you plan to say will assist them. By focusing on this benefit for them and not what the speech will do for you, will ensure that you relate better with the audience (and reduce your nerves). Don’t try to bribe them with promises you can’t deliver, eg longer lunch times, less homework and free Playstations in student lounges!!! They know that you can’t offer that and you will just lose credibility.

Your presentation is NOT about you. It is about your audience understanding your key messages. You need to demonstrate your ability as a leader. It is a fine line between telling the audience why you are the right person for a leadership position and ‘showing off’.  Your presentation should show that you have been actively involved in the school, are passionate about making the school an even better place and that you are the right person for the position because you understand them and the situation really well.

The tone of your presentation should be talking WITH the audience not AT the audience. For this to happen it is important to CONNECT with the audience. It should feel to them like they are part of a discussion with you. That doesn’t mean that the audience is talking back TO you. They should feel that you are talking WITH them.  Making eye contact WITH them and the tone that you use are vital.

The purpose of public speaking is to connect with the audience and give them something that will help or assist them in some way. They need to receive some form of benefit from spending time listening to you. That benefit might be some new knowledge, a different way of thinking about a topic, making connections between existing ideas or the confidence that you are the right person for the position.

But don’t take yourself or your message too seriously.

A video summary of each tip is available on YouTube – follow this link 

YouTube link HERE

Tip #3
Story Telling is POWERFUL




Connecting with the audience is vital. The members of the audience need to relate to you. A picture paints a thousand words is true and also applies to making a presentation. They are very powerful in illustrating a point and making a connection with people. Good stories are memorable.

People in the audience often connect with stories. They can ‘see’ or visualize themselves in that situation and understand how you were thinking and feeling. This connection is important in helping them understand. Audiences love it when you share part of yourself with them.

Use examples from everyday life that the audience can relate to. This helps to make a connection with the audience and ensures your message is relevant.

The best stories are personal stories, things that have happened to you. This makes the story telling far easier as you don’t have to worry about forgetting part of it. Stories should be told with a fair amount of detail so that your audience develops a picture in their mind of what happened. Acting out part of the story can be really powerful and help people to connect with you and the story.  Using dialogue or re-enacting a conversation can also be useful in bringing a story to life. Because you have lived the story you can tell it with passion, energy, detail and humour. The more action and excitement that you can put into retelling the story, the more that the audience will engage and connect with you. As well as making your presentation memorable, story telling makes your presentation more interesting, more convincing and easier to understand.

The story needs to have a high point or an ending. Meandering through what happened in your day, without a purpose or high point is not likely to engage your audience.

But the story must also make a point and have a purpose in your presentation. If the story doesn’t support your point, leave it out!

Your audience don’t want to be lectured to. They want to connect with you and understand your viewpoint. Personal stories and examples are a powerful way of doing this. However, this is not about your ego or ‘showing off’ (nothing turns an audience off more!).  This is about being humble, reflective and REAL!

Think about funny things that have happened to you. What happened? What did you learn? How did that experience help you?

A video summary of each tip is available on YouTube – follow this link 

YouTube link HERE

Tip #4
Make it FUN!




Making a connection with your audience is vital. 

Audiences like to be entertained and to have some fun. Humour breaks down barriers between people and can quickly change the mood in a room. Entertaining people through laughter also builds a connection with our audience and engagement. They are more likely to engage in the more serious aspects of our presentation if they connect with you, see you as being like them and don’t take yourself too seriously.

Telling a funny story can be great for both connecting with the audience and ensuring your speech is memorable. For building rapport with your audience it is best that they are laughing at YOU. This shows that you are confident enough to laugh at yourself and are comfortable with who you are. It also shows that you are down to earth and  don’t take yourself too seriously. Telling a funny story about somebody else could be seen as mean and nasty.

Your enthusiasm and attitude are contagious. It is important to present as positive and enthusiastic. Remember your audience wants you to succeed. They want to enjoy their time with you. Whilst you will be nervous it is important to act confidently. Walk tall, shoulders back, head held up and looking at the audience.

It is important that what the audience SEE and HEAR are consistent. Your body language or non-verbals say at least as much as the words that you are actually saying. If you are saying that you are energetic, positive and enthusiastic, they need to see that in the way that you appear.

Laughing a lot with your audience helps to make a connection with your audience and for them to engage with you and your message. 

A video summary of each tip is available on YouTube – follow this link 

YouTube link HERE
Tip #5
Start and Finish STRONG
No one wants to be boring and no one wants to listen to a boring presentation.

Starting strong is important in your presentation. Having a great opening is important and will get you off to a good start. Ideally it should break the ice with your audience. Avoid saying ‘thank you’ as an opening. Your audience should really be thanking you. The beginning of your presentation should capture the audience’s attention. It should wake your audience and make them want to listen. Take time to get this part right!

Like all good stories and movies, your speech should have a beginning, something worthwhile in the middle and a clear ending. It is important to capture your audience’s attention, give them something to think about and close with a memorable message.

One of the simplest and most effective methods is the ‘Three Tells’:

Tell them what you are going to tell them

Tell them

Tell them what you told them

In other words you need a beginning that captures their attention and outlines what you are going to talk about: a body that explains your key points and a conclusion that summarizes what you have said and leaves them with a clear message.

Start to write down your ideas. The ideas don’t have to be written in the format of a speech. Start writing ideas on post-its that can later be arranged into the sequence of your presentation or replaced when you have a better idea. It is amazing what flows when you start putting your ideas down on paper.

Try to be clear on what your key message is. Try writing answers to the following two questions as tweets (140 characters max).

· Why are you a good person for the leadership position? 

· What would you do to make the school an even better place if selected?

Finishing strong is also important. Avoid making huge election promises that you can’t deliver. Don’t try to bribe them with promises eg longer lunch times, less homework and free Playstations in student lounges!!! They know that you can’t deliver that and you will lose credibility.

Your close should be memorable and include a call to action. What attributes make you a good leader and what do you want them to do as a result of your presentation?

A video summary of each tip is available on YouTube – follow this link 

YouTube link HERE

Tip #6
Be REAL – Be YOU!


It is important to be yourself when you are in front of an audience. Whilst part of what you do is an act or a performance, your speech isn’t a ‘show’. Your audience wants to hear what YOU have to say and get to know YOU. Don’t try to imitate or be somebody else, be YOU!

An interesting or funny story that the audience can relate to and tells the audience something about you is ideal. This may be a story about your school experience. Sharing a personal story shows you are human, you face the same problems and challenges that they face, you are just like them and that you are confident enough to have a laugh at yourself.

Have something to say. Take time to think about EXACTLY what you want your audience to get out of your presentation. 

· What are the issues that need to be addressed at your school? 

· How could things be improved for the audience? 
· What have you learnt in your lifetime? 

· What is important to you?

You need to work out what it is that is important to you. What is it that you are excited to be sharing with the audience? The aim is to share that excitement with the audience. Showing your audience how eager you are to share your viewpoint is a great way to capture their attention.

Your presentation should include personal examples and experiences. Help people to understand your point by using detail and examples to illustrate it.

Many speakers stand behind the lecturn. Often they are standing behind it to make them feel safe and secure. However this creates a barrier between the speaker and the audience. It is more difficult to connect with your audience if you have a barrier between you. If it is possible, step to the side of the lecturn or even in front of it. This might not be possible if you need the microphone and the lecturn has the only microphone.

A video summary of each tip is available on YouTube – follow this link 

YouTube link HERE


Tip #7
Avoiding Common Mistakes
The following are common mistakes to be aware of:-

Speaking too fast – slow down and breath.

Vary the pace and be dynamic – some people rush and speak in a monotone to ‘get it over with’.

Speaking too loudly or too quietly – your speech needs to engage people at the front and back of the room. Be aware of your tendency to be too loud or too soft when you get nervous. Being aware of this allows up to adjust the volume accordingly. Practise with the microphone.

Bombard the audience with too much information – apply the KISS (Keep It Simple) principle.

Lack of eye contact because they are reading from their notes, looking down at their shoes or looking up above the audience’s head – imagine the audience split up into four quadrants – front and back, left and right. Slowly make eye contact with one person in each quadrant – talk with them for a little while until you feel you have connected, then make eye contact with someone in the next quadrant. Repeat this cycle.

Lack of energy and enthusiasm.

Forgetting where you are up to in the speech is something that all speakers fear – if this happens, pause, catch your breath and give yourself time to think where you are up to. The pause will seem much longer to you than it really is. A second or two can feel like an hour. Don’t panic!  Remember that part may be important to you but the audience does not know your speech and won’t know if you have left it out.  The opening and closing are the most important. If you go blank in the middle you are the only one who knows.

Distracting non-verbals – some speakers have bad habits that they are unaware of. They may constantly scratch their ear, fiddle with jewelry, have their hand in their pockets, sway or rock from side to side whilst speaking. The best way to see if you have any distracting non-verbals is to video record yourself in a practise session.

Avoid ‘Death by Powerpoint’ – YOU should be the number ONE visual in your presentation. If you are expected to use powerpoint slides then ensure that they support your presentation:-

· Never read your slides to the audience.

· Never turn your back to the audience to read the slide – this breaks the connection with your audience.

· Never have more than a few words on a slide and always use a font size they can read (36+ points on most fonts).

A video summary of each tip is available on YouTube – follow this link 

YouTube link HERE

Tip #8
Be Brave - Lose YOUR Notes

You don’t have to remember every word of the presentation. It doesn’t have to be word perfect. All of our lives we have been talking spontaneously. YES you should organise your ideas and have them in a logical sequence to get your message across but you SHOULD NOT learn your speech word for word.

Your presentation should feel like a conversation – you wouldn’t use notes for a conversation. Look at the audience and make them feel as though you are talking directly to them. You should be telling the audience something you really believe, not reading a script to them.

Many people learn their speech off word-for-word, like it is an oral presentation in class. This can lead to your presentation being stilted. A better way to learn it is to remember the sequence of key ideas in a logical sequence. Recording the key points and stories on cards or post-it notes that you can sequence and remember is an effective strategy.

Remember, the audience doesn’t have your notes, so they won’t know if you leave bits out or don’t say it word for word. The key is to know the key points that you wanted to communicate to the audience. 

Try to limit this to about five steps. The following is an example – it would be boring if we all followed the same recipe, so don’t be afraid to mix things up.

· Opening statement that captures their attention.

· Why me? – personal story so they get to know something about you.

· What I’d like to see? – something that you have noticed about the school that could be improved and why that is important.

· Connecting the two ideas – why are you the right person to address the issue you highlighted.

· Closing statement – what do you want them to do and why.

Our own self-talk is very powerful. It is important to monitor our thoughts and talk positively to ourselves. If we keep thinking “I’m going to forget the speech” we psyche ourselves out and it can become a self-fulfilling prophecy.

A word of caution – taking your notes or palm cards with you can be like a crutch or walking stick – when you get nervous you are more likely to use them, even if you don’t need to. If possible you should practise enough so that you don’t need the notes or palm cards. Be brave – try without them in the dress rehearsal. Your presentation will be far more effective if you can remember your key points and communicate them without needing your notes.

If you are going to use notes, they should just be recorded as key words on palm cards, not the whole speech. If you ARE going to use them it is important to practise with them. Remember it is a speech not a reading aloud activity. 

A video summary of each tip is available on YouTube – follow this link 

YouTube link HERE

Tip #9
10 minutes Before Speaking….


In the final 10 minutes before making your presentation there are some things that you can do to overcome your nerves. Whilst you will be nervous it is important to act confidently. 

Your nervous energy might make your palms sweaty, your mouth dry, your knees knock and your heart race. The following are useful tips for overcoming and easing these symptoms.

· Whenever you feel the nerves creating tension in your body, take long, slow, very deep breaths from deep down in your diaphragm. Slowly inhale and exhale to a slow steady count to 10. Concentrate on getting the air down deep into the lower part of your lungs. Try to release the tension from your neck and shoulders by focusing on relaxing them by pulling your shoulders back and down.

· Visualise yourself walking confidently to the microphone, standing tall and speaking confidently. Picture in your mind the audience listening carefully and applauding at the end of your presentation. Having a visual image in your head is powerful.

· Have a bottle of water with you - drink lots of water (at room temperature - not iced as it chills your vocal chords). Don’t rely on the water being provided – be prepared, take a water bottle with you. Nervous energy causes your mouth to go dry.

· Remind yourself of what the audience will get out of your presentation. Remember you are here for the audience. To give them some information or a different viewpoint or way of thinking about things. It’s about them, not about you! What will they know or understand at the end of your presentation?

· Think through the sequence of key points in your presentation. You don’t have to go through it word for word – just the sequence. Remind yourself of your opening statement.

· Watch your self-talk – have that ‘little voice inside your head’ reassure yourself that it will all be okay, keep calm, breath slowly.

· If possible in the last couple of minutes before it is your turn to speak, stand up. This allows you to get some energy flow through your body and redirect some of that nervous energy. (This should only be done if it won’t distract the audience, eg Don’t do it if you are seated on the stage).
· In the final one or two minutes before it is your turn to speak take some long, slow deep breaths.

· Walk confidently to the microphone when it is your turn to speak. Stand tall, head held high, shoulders back. Act confidently! Fake it until you make it! Once you get started, your nervousness will soon disappear. Acting confidently gives the audience the sense that you have something that you are eager to talk with them about. This captures their interest and attention.

A video summary of each tip is available on YouTube – follow this link 

YouTube link HERE

Tip #10

It’s NOT a RACE!
Our nervous energy and eagerness to finish our speech and ‘get it over’ can result in us rushing through our presentation. Through being aware of our tendency to do this we should take our time, avoid rushing and speaking too quickly.

Take a deep breath, speak calmly, say your opening line, opening your mouth to avoid mumbling and slowly make eye contact with 4 or 5 people in the audience. For most people, the period waiting to get started is the time that they are most nervous. Once they get started their nerves settle.

Pausing on stage takes great courage but pausing for periods of silence can be very powerful in emphasizing a point and getting your message across. Be confident, when you have made a strong point, pause to emphasise the point and let the audience take it in. Think about the sequence of your presentation and identify the main points that you want to emphasise.

If you feel that you are rushing, focus on slowing down, pausing, taking some long, deep breaths and varying your voice to emphasise important points and ensure that you aren’t droning in a monotone. Remember it should feel like a conversation and not a recital or reading aloud.

Speak slowly – your nervous energy is likely to make you rush through your presentation ‘to get it over’. Take your time, don’t rush, speak clearly and act confident!  

Remember the three C’s – 

Confident

Clear

Conversation
A video summary of each tip is available on YouTube – follow this link 

YouTube link HERE
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