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Chapter One: To be a Great Speech Maker
B8 N MERT

The Essentials Of A Speech
BRI VFRER

Objective H#x

Before you start to prepare a speech, you should ask yourself: "Why am I making this
speech?" Do you need to inform, to persuade, to train or to sell? Your objective should be
clear in your mind. If it is not clear in your mind, it cannot possibly be clear to your

audience.

FEARTT IR RS — N UF 20T, ARVAZIRI BN B “ BN A A AN
Jh? 7 AR AR A B IR AR, ARSI BHE AR R A 7 AE AR
PRILITAT— A WIRA R H Ao WORARI HARANE IR, ARIWT S A AT RESTT AR 1) 2
L o

Audience Wr£x

"Who am I making this speech to?" Sometimes this will be obvious, but not always.
You should try to inform yourself. How many people? Who are they? Business people?
Professional people? Political people? Experts or non-experts? Will it be a small, intimate
group of 4 colleagues or a large gathering of 400 competitors? How much do they know

already and what will they expect from you?

CENMEMGEDF? 7 . BRZEINOOERTE AR, (HIE A IR EIX
s, PRESEEWI H O 72N MATEHRE? AN LR TIAL? B
NIERT R T MAE =D SRS IR 37 32 DY T NSO sE4 5 7 AT I AR
FIEA 207 A EAT MRS ESATAT A7
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Venue Hb&

"Where am I making this speech?" In a small hotel meeting-room or a large
conference hall? What facilities and equipment are available? What are the seating

arrangements?

“HEMRHLEEUE? 7 AESRIE LN S N R IR R AR R T Y B
AT AT A BN BE 57 R A B DL B ?

Time and length B} [0

"When am I making this speech and how long will it be?" Will it be 5 minutes or 1
hour? Just before lunch, when your audience will be hungry, or just after lunch, when

your audience will be sleepy?

“MAmHEIT AR ? U RS2 KT 7 I PE AN ? AR IR
B, W AHRHE I I SR AE P U, W AR LB 1A I sk 2

Method ¥EHFHIT

“How should I make this speech?" What approach should you use? Formal or informal?
Lots of visual aids or only a few? Will you include some anecdotes and humour for

variety?

7/

CEREETE? 7o RMERR N R IEIERARIE? AR AR IE
e RUA T Bl Sl B ?

Content AR

"What should I say?" Now you must decide exactly what you want to say. First, you
should brainstorm your ideas. You will no doubt discover many ideas that you want to
include in your speech. But you must be selective. You should include only information
that is relevant to your audience and your objective. You should exclude all other ideas.
You also need to create a title for your speech (if you have not already been given a title).

13


http://www.pdffactory.com

The title will help you to focus on the subject. You can always give additional

information during the questions after the speech.

“RZWFIAT 7 . BRI IGE R 4. B2k, AR
TR o SR R 2 R 2 AR RS R B A0 . B A AT e
PPk o PRI LS IR I AR BB o R — VAR D0 467
CH SRR AT — AT BT 0 IR0 B . A 1 R 72
L, ARER R £

Notes g

When you give your speech, you should be - or appear to be - as spontaneous as
possible. You should not read your speech! You should be so familiar with your subject
and with the information that you want to deliver that you do not need to read a text.
Reading a text is boring! Reading a text will make your audience go to sleep! So if you
don't have a text to read, how can you remember to say everything you need to say? With
notes. You can create your own system of notes. Some people make notes on small, A6
cards. Some people write down just the title of each section of their talk. Some people
write down keywords to remind them. The notes will give you confidence, but because

you will have prepared your speech fully, you may not even need them!

Rehearsal #:&5k

Rehearsal will have the following benefits:

BIR AL R 32 2 AR

e You will become more familiar with what you want to say
g BN AGBARAE B 1
e You will identify weaknesses in your speech

PR EEN AL DFA 55 K
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e You will be able to practise difficult pronunciations
PR RENS 5k > O ) 5

e You will be able to check the time that your speech takes and make any necessary

modifications

PR AENS S T T P s 2 P P ) i o a0 2 ) 12 50

Special Remarks:

Rehearsal is a vital part of preparation. You should leave time to practise your speech
two or three times. Even the great speaker sometimes will be in panic and slip into a

bathroom for practice before making a speech.

BRI MER I RE P R OCH R3S ZAE S D it I ) SRR = 1
BB 2 R €5 I D AE — ORI TR A IR 2 A R AN 2, TR D T ) A 5 7

Strategies to Succeed in Public Speaking
FRIH I RIS AR

1).Achieving Your Speaking Goals W13k 2|y H )
Whenever you speak to people, the goals you are attempting to achieve are to verbally
TV AT A g ) A0, AREX B HbRplid Reg AR =~ A2,
First, express your thoughts and ideas;
o, BRIR RO .
To achieve this point, you must:
BYRIX— KL, IR
Know the topic well /R &4l T v YFH R H ,
Organize your thoughts before speaking JT I 2 Fij 48 F 47 fEL i,

Try to keep things down to three major points. S I 44 — K2 pii .
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Second, satisfy the listener or audience,
A, AR B W AR B AR B 2 =
Important factors to remember in obtaining listener satisfaction are:
SR A, TR IC LU 2
Speak with confidence, 8 it I 20 7838 15 /L »
Speak with clarity, and 8 Ui I 20 R I8 AT »

Get the audience to participate. Ui L4 WAS 5,

Third, get rewards from the process.

W= YRR 15 225 .

What can be called a reward to you, the speaker? It’s up to you, this may be

PR T KB, AT AA e ? WAZ I . sl g
Self-satisfaction, [ i &£ /8

epp
5]

Applause from the audience, W AX ;5

or Financial gain. 4%

Don't set your expectations so high that you are never satisfied with your performance.

AEEWIRHEER KA T, HOlRA gL,

2). Preparation is Key! #4254 !
If we fail to prepare--we prepare to fail WIR/RKMHES, A PUHEL RN

What is the purpose of your speech? To inform? To persuade? To entertain? Once you
know the general purpose of your speech you can begin to prepare for your speech.
PREEYF B PR AT A2 BT822 dE? BAR? — HARE 7 A s H 1,
PR B R B DB 25 1 .
Ten Steps for Peparation JE LK+ KT
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1. Step# 1 -- Select a topic for your speech
Use the Audience Centered approach to select your topic.
2. Step # 2 -- Compose your Specific Purpose Statement, Central Idea, & Main Points.
Use the Audience Centered approach as you compose these.
3. Step # 3 -- Research your speech
Internet Resources -- Virtual Library.
4. Step # 4 -- Be Audience Centered -- Audience Analysis
Who is your audience and what are their needs?
5. Step # 5 -- Supporting Your Speech
Use support materials that are: Pertinent; Varied; Sufficient; Detailed; Appropriate.
6. Step # 6 -- Outlining Your Speech
Use the basic informative outline to organize materials.
7. Step # 7 -- Select Visual Aids for Your Speech
Guideline and tips for using visual aids.
8. Step # 8 -- Practicing Your Speech
Perfect Practice makes Perfect.
9. Step # 9 -- Using Creative Visualization to Ensure a Successful Speech
Tips on using Visualization to help prepare you for your presentation.
10. Step # 10 -- Presenting Your Speech on Speech Day
Tips on giving effective presentations and tips on dealing with that "extra energy" on

"Game Day."

Practice Makes Perfect! B %040 !
Practice your speech, you can try these ways. % INZx>), IR F I 512
No.1--Practice alone H %52
No.2--Use a mirror X} 4555 15>
No.3-Stand in the corner X} % ff 45>
No.4--Record your practice 5>k #, iof)5iiE
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No.5--Use a friendly audience 5] & H1T-%5>]

Be well-prepared before speaking to a group 38 Ui B MU 78 73 (I 2%
No.1--Leave nothing to chance iR A2 4L
No.2--Your material ¥ & Ui EA4 Kl
No.3--Know the audience 1 it 4f Wi A 15
No.4--Conditions 73 2 21| J& [ [ PR G PA 2%

Special Remarks: Preparation is everything! ¥ 2—1)!

With good preparation and planning you will be totally confident and less nervous.
And your audience will feel your confidence. Your audience, too, will be confident. They
will be confident in you. And this will give you control. Control of your audience and of
your speech. With control, you will be 'encharge’ and your audience will listen positively

to your message.

Special tips: Know Your Audience T /R KR AR
Before you speak to a group of people, you should know as much about the audience
and their interests as possible. This is so you can tailor your speech to their needs and to
better assure a positive reaction from them.
WU TS R AR AR AR AE B, AR 2 47, X FEA AT DR G b5
TR 2L, SRR R AR 25 A7 1 T AR AR 1 S 15t o

Keep these questions in mind and you will be a considerate speaker.
LN — A B AR YA, R A A &

Why should I find out about the audience?

How can I find out about the audience?

What rewards can I get from knowing the audience?

A ABCE T ARG DL ?

18


http://www.pdffactory.com

P Es 12U AR I DL 2
e T Al 2 AR I D0 BEAS BT A Rl ?
3). Deliver with Confidence F&¥i{5 /oy Pk
The time comes, and you just present the right things in the right place at the right time.
Keep in mind that you should:
ORI A2 T, R RV G 2 (R I TR A 2 (R R, U3 2 1 N B 3RIA Rt s
I
USR-S NIPINCE:
Have a backup, in case you forget what you want to say.
A28y, LA — IS ARAS A8 1 P9 25
Use your outline or script & — FHeai$ern K.
Reduce anxiety by pausing and taking a breath.
SR L REIN T DAR A5, PR 22 Ao
Use positive approach FFIH IS .
Use suitable facial expressions and gestures.
ARG =24 A T P 1 R T 350
Special Tips: Survival Tactics

R HR TR !

Sometimes you may have a certain problems in the speech, as a result of which, these
special tactics are necessary.
B A, RIS, DU SR B REAT T A ?
1.If you’ve noticed you’ve said something completely wrong, you could say
WARARAIN H CUATTE T, URA] B
Sorry, what I really meant is this...
2.If you feel you’ve said something far too quickly and your audience can’t keep up
W RARKIBEAF RPN OB WA, AR AT LA :

“So, let’s just go over that last point again.”

3.0o0ps, you’ve forgotten to quote a key fact for your main argument in your presentation.
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You could say
T 7N, ARGREEAN AR, ARET DA

“I should just mention one more thing before I move on.”

4.You can’t think of the right word... Ta{E 1114, {H— FFAREAHK, IRA7PLYE:
“My mind’s a blank. Sorry, I can’t think of the English word for this.”

5.You look up at the clock and realize your time is almost up.
INTAIANZ T, ARA] LA

“Right, to finish, I’d like to give you the main points again.”

6.You are not very sure about your memory. You may need a note or a script to remind
you {f FH = Fr 42 it
These notes should/ X¥EFR Fhi:
just highlight a few key words
SR DR R1E
just be used as a guide
SRR
just be easily seen with a simple glance
—H T, &Y
DAL PF IS S AR 2 325 A4 U R S AT — AR R O SO, T R DR 3
W2 Ja, AEFATTHEA B SEE)

Basic Structure of A Successful Speech.

IR A 5 4

A well-organized speech with a clear structure is easier for the audience to follow.
It is therefore more effective. You should organize the points you wish to make in a

logical order. Most speeches are organized in three parts, followed by questions:
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MG VAT MR STIRESE, W A LA By BR B VR 1R S8
PRI, W UF 2 BEAT e AR 20T 25 BT /R A UF 2 A U . 2 30k
ARG =D IR, B 2 B )

iy R4

HVFHIIESC

MG 45

Questions and Answers |5 %5 [F] &

The beginning of a Speech ¥EJFHITFLE
The introduction: #jE N8

Let everyone know when you begin the presentation. If possible, don't start until

everyone has sat down and you have their full attention.

SERNRFKALT T HBER LW ORI TR T, P OO UE T 46
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Welcome your audience XKIHWT AR
Good morning, ladies and gentlemen
Good morning, gentlemen

Good afternoon, ladies and gentleman

Good afternoon, everybody

Introduce your subject 43K

I am going to talk today about...

BRI el

The purpose of my presentation is to introduce our new range of...

FE H 10 R [ KA RIVE oe

Explain the structure of your speech
VS
Explain how you have organized the presentation at the beginning, so your audience

knows what to expect.

FESEUFZ HT AR AR DR 4 8, AW AL A 2

I’ve divided my presentation into four parts. They are ...

WACIB 70 1 4 DB, ARATTR -

During my talk, I’ll be looking at three areas. First, SMS costs. Second, SMS charges.
Third, SMS profits.

FEFRHPE DT, R RB 3 F N, H—, SMS KA 25—, SMS Hf2;
$=, SMS [HFIE.

Today, I’ll mainly talk about these three points. ...

L RILFLI 3 ADET

To start with, I'll describe the progress made this year. Then I'll mention some of the
problems we've encountered and how we overcame them. After that I'll consider the
possibilities for further growth next year. Finally, I'll summarize my presentation before
concluding with some recommendations.
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TR, BARHE N RERRE RGO, IR R HATIREE] ) L) UM K,
R ER RIS . )5, Rafid— PUISERSERENE . T, Rab4
— FEREETE, I RS HA IR

Explain rules for questions
P B 32 i )
Do feel free to interrupt me if you have any questions.
U RARAT AT 2 ) S B I T W 3o
I'll try to answer all of your questions after the presentation.
FEVEZ o, Js & [ RS i)
I plan to keep some time for questions after the presentation.

Pt RIEBEF TR R AT — B il I 1]

The Middle of Speech I} ]
The core: YEYFHIIESC

The main part of your presentation will probably consist of several different points to
highlight your message.
TEUF ) T2 AR R . LR 20 4 1o

So, to start with, I “d like to talk about the ...
AT e

The first problem today is that ...
BRI —A W e

Let’s go to the first topic ...
AR BE AU

You can make sure your audience knows that you have finished one point or topic.

R IDYIVINT S
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That’s all that I have to say about that...
X oo FRXAZ

The above is my understanding of ...

DA bt Jetg - -« R R A o

Just now we have covered the point of ...

RIA AR 1 e e R R 7L

To begin a new topic or point.

TG — D

Now, let’s turn to ...
IRAE AL FRAT o ) oo e
OK, we’ll move on to...

G, JAHEE e

Now, if I could just move on to...

Ao X (NBAR El N M Y IR

Next, we come to ...

B, BAKRE

The next point I’d like to make is...
WEGFH R pdeeeees

I’d like to continue now by looking at ...

ET s
The End of Speech JE ISR
The conclusion: 35545
A conclusion should:
= inform the audience that you are about to finish

= summarize the main points
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= leave the audience with something to remember

R 4 R
o R AR EE 4G
~ SRR EE

= B LU AR 1K) 22 )

Summarize your speech

R

To conclude,...

In conclusion,...

Now, to sum up...

So let me summarise/recap what I've said.

Finally, may I remind you of some of the main points we've considered?

"To conclude, I'd like to repeat the point I made at the beginning."

SR, FATTRIA T R

"To summarize, then, we expect to see a marked increase in online profit this quarter.'
TS 2, FATHUIIEANZ= LI M _EANE 27 BB R

"To finish, I'd like to recap on the three main points in my talk."

EBATEL AR Z AP PR 3 A E AU AL

'

Giving recommendations

‘i

In conclusion, my recommendations are...
Bela, FATEBE -
I therefore suggest/propose/recommend the following strategy.

DIt B SUBRBUHERE LU SRS .
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