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Introduction

Public Speaking is a useful skill that can be learned. Whereas, great orators
are probably born and not made, we can all learn the techniques of how to give an
effective speech. Too often important information is lost on a bored or unimpressed
audience because the speaker doesn’t know how to deliver the words effectively
or because the content of the speech is unstructured, undeveloped or uninteresting.

Being able to speak effectively in public is increasingly important in busi-

ness as presentations are a normal part of the modern business day. They are given,

for exémple, to provide information to clients, to persuade customers to buy or to
inform staff about new policies.

University students therefore are advised to consider learning the necessary
skills whilst they have the time and opportunity to practise. The “CCTV Cup” has
provided many people with the chance to shine on the national stage but before
doing so, students have practised and experimented within their smaller and less
awe inspiring campuses. One thing that all effective public speakers have in com-
mon is that they have prepared well before standing on any stage. Non-student
readers could consider the benefits of joining or setting up a public speaking club
in order to practise and prepare. Guidelines about how to do this are given in
Practical Presentations by Sue Kay (published by Foreign Language Teaching and
Research Press, ISBN 7-5600 - 4537-5).

However, it is often difficult to know whether a speech is effective. To this
end, the authors have selected 100 speeches from the “CCTV Cup” competitions
of 2002-2005 and have provided written evaluations for each speech. Please note,
not every incorrect word or undeveloped point in every speech is highlighted.
Generally, the authors have mentioned the points that will be most useful to read-
ers and have attempted to provide as wide a range of evaluation as possible.

Readers who want to learn from this book are advised to watch the speech on
the accompanying DVD as well as to read the written script and comments. By
doing so, they will be able to learn by both seeing and hearing what works and
what doesn’t and why.

It is important to note that different people have different speaking styles and
that there is no one correct style. It would be very boring if every person giving a

speech did it in exactly the same way! However, the elements of a good speech
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are clear and are the same for every speech in English. Students should understand
the basic elements and then adapt their style to encompass them. The Guidelines
for Public Speaking section aims to explain these elements and the General Advice
section highlights some of the most frequent mistakes made by speakers.

Of course, there is always an element of subjectivity in the judgement of a
speech and readers will not all become competition winners by following exactly
all the advice in this book. They will, however, become better and more effective
public speakers.
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i. Introduction: Speaking in Public Requires More
than a Voice

These guidelines are written for university students who want to improve
their public speaking skills through competition or otherwise. They indicate some
of the proven skills required and briefly indicate how they may be achieved.

A prepared speech should be written before it is delivered. This allows speakers
to ensure that they are making relevant and sensible comments in a logical order
and using appropriate language. It is evident that preparation requires practice and
rehearsal, but it also requires the written speech to be worked on so that notes can
be used effectively. Guidance will be given as to how to do this.

When giving a speech or presentation, the “how” is as important as the “what”.
It has been found that 70% of communication is visual rather than verbal. Therefore,
the content alone may not be enough to hold the interest of an audience. Indeed,
there are many potentially interesting and entertaining topics that are made boring
because the speaker has not learnt how to deliver their information appropriately.
LiEéwise, interesting content well delivered in visual terms can be destroyed by a

~ PSR

flat monotone, a harsh harangue or a weak chatty voice.

~——

i

gt /3
Learning how to give a short speech for which there has not been time given
for preparation is a useful skill. It enables people to practise thinking on their feet
whilst at the same time organizing what they want to say into an understandable
structure. Guidance is provided on how to deal with impromptu speeches.
Guidance is therefore given from the following headings:

How to write a speech—script content and script preparation
How to deliver a speech—vocal delivery and physical delivery

Impromptu speaking

Speaking competitions are judged under 3 headings: Manner (delivery), Matter
(content) and Method (language). Method, the language element comes into both
delivery (how you say something) and the content (what you say) so it has not
been separated in these guidelines.

<
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ii. How to Write a Speech: Script Content

The English language requires the speaker or writer to make themselves clear.
It is not up to the listener or reader to guess what is meant. Therefore it is important
to be clear what you want to say and to choose the correct language. A collection
of words without meaning (empty words) will not work. Nearly all effective pub-

lic speakers will write their script and work on it before delivering their speech.

Answering the following questions will help you get started on the right

track.

1. Before starting to prepare a speech, think about who will be in your audience,
what they know, what they want to know, and what will interest them.

2. Why are you giving the speech, what do you want to achieve, what is your
message?

3. How long should you speak? Where will you deliver your speech?

4. What are you going to say?

In order to answer question number 4, brainstorm, think and discuss with friends,

colleagues and teachers. Read and research your subject. Gather information and

ideas. Make notes.

A good speech will have:

® A clear message and purpose

® Interest to the audience

® Adequate development of ideas

® A clear structure

® Logical flow—transitions and signposting

® An entertainment element—humour and/or word plctures

° Appropnate language iy

1. A clear message and purpose
Many speakers are tempted to try to say everything they know about a topic

&



