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Preface

If the thought of giving a speech causes you to panic—relax. Everyone feels some
degree of trepidation when asked to speak in front of an audience. Moreover, anyone
who wants to become more comfortable communicating can improve his or her
abilities. By following the logical, pragmatic, and succinct speechmaking steps in
this book, you will become a more effective communicator.

How to Write and Deliver an Effective Speech is based on the experiences of
thousands of individuals who conquered their anxieties about speaking in front of
others. This book demystifies the art of public speaking by examining three
manageable yet essential aspects of presentations. First, How to Write and Deliver
an Effective Speech negates irrational fears about speaking by presenting practical
tips that will replace your phobia with your desire to improve your speaking abilities.
Second, you will discover the essential yet easy-to-follow steps involved in creating
a meaningful message that the audience will not forget. Third, you will learn the
elements of delivery that result in a dynamic presentation. By eliminating your
feats, perfecting what you say and how you say it, How to Write and Deliver an
Effective Speech will help you to change the way you view public speaking. So
forget about pressing the panic button—read on, and become the great speaker you
have always wanted to be.
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Chapter One

Getting Started

When asked about their number one fear in life, most people state that public speaking
is the dreaded culprit®. However, when asked about one of the most important skills
in life, people also mention public speaking. What appears to be an unusual
dichotomy is actually quite understandable. Research has demonstrated that good
presentation skills can result in more success in school, hiring and promotions in
the workplace, a more positive image, and improved self-confidence and esteem.
In other words, the more skillful we are at getting our ideas across, the better results
we’ll have in life. And yet, even though we understand this at a cognitive level,
most of us still feel butterflies in our stomachs®@or fall into that unsettling, anxious

state when asked to speak before others.

People generally state that their anxieties about speaking are caused by a fear
that they will make a mistake, forget what to say, or look nervous. In essence,
although most people recognize the positive significance of effective speaking skills,
they lack the confidence and skills to perform in front of an audience.

By providing concepts, tips, and guidelines, this book will give you the essential
pragmatic information you need to create a positive attitude and improve your
speechmaking skills. Through succinct, step-by-step instruction, this book will make
writing and delivering a speech, in addition to speaking more informally in front of
others, a joy instead of a chore.

This first chapter will examine the first step in the process of speechmaking. It
looks at ways to handle speech anxiety; types of speech delivery; purposes for
writing speeches; wisdom and practicality for contemporary times from the
fourth-century B.C. Greek philosopher, Aristotle; and the importance of using
outlines. So, let’s get started and take a look at the frequently experienced, yet
easily disregarded, speech anxiety.

@ culprit A FEREE @ feel/have butterflies in one’s stomach (38 PART) O B3k
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