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INTRODUCTION



About the Authors



 Mushi Bhuiyan







Several years ago, I worked as a consultant for a major international firm (Accenture), spending most of my time on the road, away from my family, moving on to new companies every few months.
 While the work was challenging and I enjoyed being in different parts of the country, my children were growing up largely without me, and I felt that a gap was growing between me and my family.



I wanted to stop being away from home so much, and start being part of the family again. I needed to get promoted. However, it seemed that I had reached a ceiling in my rise on the corporate ladder; several times I was nominated for a promotion, only to be passed up.
 I remember one year I sold over $40 million in new business for my company, but all I got as a thank-you was a fruit basket and a cheap bottle of wine in the mail, and that was it! The promotion I had worked so hard for never came.



My friend and career coach Brian Goldberg explained that some of my upper management had expressed concern over my communication skills, and that each time that had been the major factor playing against me. He suggested that I take classes at Dale Carnegie to boost up my skills. I followed his advice, and found that while I was incredibly nervous, I enjoyed learning how to think on the spot when given impromptu questions and how to devise strategies for giving a prepared presentation. When the course was over, I yearned for more, and I discovered Toastmasters, an organization where people come to meetings to practice their speaking skills in an encouraging environment.



I had landed a consulting gig close to home, so I was able to reconnect with my family, and visited so many Toastmasters clubs that I gave several speeches a week. The drudgery of always traveling and spending all my time working and being alone was lifted and replaced by joy and new friendships. Within a few short years I earned the highest public speaking recognition from Toastmasters International, DTM (Distinguished Toastmaster).







Ally Bhuiyan







In the meanwhile, I was teaching high school English to juniors and seniors. I had always enjoyed teaching, and loved bringing a contagious enthusiasm that led young people to appreciate literature and the English language. But somehow, in recent years, I’d been struggling to pass along the hunger for learning. I felt overworked and overwhelmed, and seemed suddenly unable to motivate the students. I was no longer connecting with them. It is a horrible place for a teacher to find herself in.



I began looking for other ways to fill this gap in my life, trying to renew my energy and love for teaching. While I had often laughed when Mushi told me to come to Toastmasters meetings with him, thinking the organization had nothing to offer me that I didn’t already know, I finally gave in and went with him. It was a game changer. The public speaking platform with its willing listeners rekindled the fire in me, and I loved coming up with new ways to share my messages with my listeners, no matter what the topic of my current speech was. The connection that I had felt was dwindling with my high school students was alive and well with my peers in Toastmasters.







Together







Together, we continued to learn and thrive within the organization, and our newly found joy spread to other areas in our lives as well. We began organizing youth leadership programs, aimed at first at coaxing our own children out of their shells, but now primarily at encouraging the younger generation to develop speaking and leadership skills.



We feel that in today’s world, with our reliance on technological gadgets and advances, people are losing the ability to interact with others and simply connect. This is not a skill that we can afford to lose. It is highly likely, in fact, that those who possess the ability to connect with others will be among the most successful people in the future. Successful communication is a requirement for leading. But what seems to be missing from many people’s effort to communicate is an effort to connect.
 Connecting
 is a requirement for success.



We have approached our journey of learning to become better communicators and presenters as a task that needs to be tackled using many different strategies. Think of it as planning a trip across the country; you would not simply enter the final address into your GPS and start driving. Instead, you would explore maps to see what your options are and where you would stop along the way. You would research places to visit along the way as well as at your destination, get feedback from others about where to go or where to eat, and determine where to spend the night. You might have to check your budget in order to evaluate your options. In the end, the proper preparation could turn your trip into the most epic one of your life.



This is the road we have been traveling. We are learning from experience, by giving presentations in a variety of settings (most, at this point, out of the realm of Toastmasters) and experiencing first-hand what works and what doesn’t. Or what works sometimes but not other times, and why there might be a difference in how our presentations are received. We are also learning from observation, by attending and analyzing presentations of others. Finally, we are learning from experts, by attending lectures and by reading books and articles written by those who have uncovered the secrets of successful communication strategies.



While using all of these different approaches, we have uncovered what good communicators do in order to
 connect
 with their listeners.
 And we want to share our knowledge with you, so that
 you
 can implement the strategies to connect with those around you, both on a professional and personal level.



How this book is structured



This book is divided into three parts. In
 Part I
 , we explain how to construct logical arguments that are clear and persuasive. This part provides basic information that is crucial to ensuring that listeners are able to identify the key points of your presentation without being distracted or confused. If you are new to dipping your toes into the public speaking waters, then Part I will give you the means to get off to a running start. At times, you may feel like Part I reads too much like a textbook, but bear with us, because we have good reason to present the information in this way. We have experienced in the classroom, during Youth Leadership programs, and during workshops that a solid grasp on how to construct a logical argument is a prerequisite to building on top of your foundation. If you are an experienced speaker, you can work through Part I quickly, but we advise against skipping it, first because it is always a good practice to review the basics, but also because you may pick up some nuggets that you have never considered before.



Part II
 is the main reason we wrote this book. We have seen many experienced speakers missing the mark when it comes to connecting with the audience, failing to persuade or inspire even though their message is worthy. There are a number of things that contribute to such failure, and we have constructed a framework that will elevate your presentations to higher levels and turn you into an outstanding speaker who
 IS
 able to connect with audiences.



This framework is our A-PLUS model, which is easy for you to remember, because we all want to be considered to be of A+ caliber, part of an elite group of people who go the extra mile to set themselves apart from the masses and offer something that most others do not. A+ does not mean simply above average; it means excellence, and excellence should be your goal every time you present your message to others, whether it be to a crowd of 5 or 500.



Part III
 offers you resources to continue your learning journey. While this book will help you identify key areas you need to address to become an excellent speaker, it is not an end-all, ultimate guide that signifies the end of your learning experience. Learning is a lifelong process, and continued learning will help you reach new levels that you cannot even imagine at this moment. You are never the best you can be; there is always room for more improvement. You should continue seeking out information from other sources, and analyzing and deconstructing speeches that others have given in order to identify key areas where you need to improve. Only continued work and practice can bring you to the top of your game. Although the list of resources we provide is by no means an all-inclusive list, it is a good place to start, and these resources will definitely help you.



Given the far-reaching effects that both poor and strong communication skills can have on your life, you should do everything in your power to ensure that you develop and hone your skills. We hope that this book will help you on this journey.

















Chapter 1



THE FOUNDATION OF COMMUNICATION



Why is communication so important?



Have you ever gone to a meeting or listened to a speech and felt like you just wasted your time? Maybe you did not want to be there to begin with, and could not connect with the speaker. Did you like the speaker and empathize, or were you wondering what the point was and you just didn’t care?



Chances are, you’ve been in meetings or listened to people speak and just tuned out because you felt no connection with the speaker or the subject matter. Your mind was probably wandering, and you were thinking about something completely unrelated. It has happened to all of us.



In terms of this communication problem, there are surprising facts in business and in personal life.



First, did you know that communication is the number one skill today that companies are looking at when it comes to hiring new employees? According to a 2013 survey conducted on behalf of the Association of American Colleges and Universities (AAC&U), “a candidate’s demonstrated capacity to think critically, communicate clearly, and solve complex problems is more important than their undergraduate major.” Good communication involves speaking and listening, and results in disseminating information needed by employees to get things done and to build relationships of trust and commitment. Without it, employees end up working in silos with no clear direction, vague goals, and little opportunity for improvement, which stops them from climbing up the corporate ladder.



Poor communication is therefore costly to both employees and employers. Businesses lose an estimated $37 billion per year; a company with more than 100,000 employees loses an average of $62.4 million per year, which translates into $26,041 per worker per year due to productivity losses. It is no wonder, then, that companies prefer candidates with good communication skills over those who merely possess technical skills or book smarts but who are unable to communicate effectively with others.



Second, while we just stated that strong communication skills are important to businesses in terms of money, we argue that this same point can be taken at a personal level as well. If you get denied the opportunity to get a new job or passed up for a promotion due to poor communication skills, that sure impacts your personal life, doesn’t it?



But your personal life can be influenced negatively in many other ways too. According to mental health professionals, the vast majority of divorced couples in the United States report that communication problems and the inability to resolve conflicts led to the demise of their marriage.



Take stock of what’s important to you in your life. If you were to list the 5 most important things, we are willing to bet that your career and your family definitely make it onto that list (along with things like health, faith, finances, etc.). If communication is so critical to the success of your career and family life, how, then, could you not make it a priority to improve that skill?



How does communication fail?



We all know that
 quality
 and
 quantity
 are not interchangeable terms. This concept also applies to communication skills. A quiet, thoughtful introvert does not necessarily have bad communication skills, and a bubbly, talkative extrovert does not necessarily possess good communication skills. The term
 communication skills
 itself implies that there is more than one issue at stake –
 skills
 is plural – so it’s not only about talking. It’s also about presenting. It’s also about listening. It’s also about internalizing. And it’s also about perceiving.



Everyone has spoken as well as heard the words, “It’s not
 what
 you said; it’s
 how
 you said it!” Sometimes when we speak, we forget that our words are not the only things conveying our message. The tone we use is part of our communication, as is our body language. If we are not aware of what we are communicating with our bodies, or if what we communicate with our bodies is not in line with what we are communicating with our words, the listener will be confused and communication will fail.



We also have preconceived notions that interfere with communication, because we may assume the listener has the same preconceived notions. In actuality, most likely the listener does not. Case in point: our family once watched an episode of
 America’s Funniest Videos
 in which people tricked their loved ones with a riddle. “There were 30 cows in a field, and 28 chickens. How many didn’t?” None of the people in the videos got it, and many got frustrated with the people who asked them the question. “Didn’t WHAT? I don’t get it!” While we all shared a good laugh over their reactions, none of us could figure it out either. This particular example of miscommunication is actually easy to avoid in writing: “There were 30 cows in a field, and 20 ate chickens. How many didn’t?” This one was all in good fun, but you get the idea that sometimes you assume that your listener possesses the same knowledge or is thinking along the same lines as you are, when in fact that person is not in that place and therefore does not receive your message as you intended it.



Similarly, your listener may have preconceived notions that block proper communication. We have a perfect example from our own lives to prove this point. Several years ago, Ally was worried about her mother, who needed to have heart surgery. This worry was piled on top of the worry over Mushi’s mother, who suffered from a chronic illness that also caused us a lot of concern. While she was at work, Ally received a text message from Mushi that said something had happened and he needed her to come home. Alarmed, she called him and asked what was going on, only to hear, “It’s not something I can discuss on the phone. Can you please come home?”



Imagine the thoughts that were torpedoing through Ally’s head as she drove home. Once she was home, Mushi reported that he had been laid off from his job. What was Ally feeling and thinking? Relief, that both mothers were okay, and anger, that Mushi had been so insensitive and allowed her to think that somebody had died. What was Mushi feeling and thinking? Worry, about what would happen to the family if his income was gone, confusion, over why Ally was reacting so strangely, and anger, because Ally was so angry at him. What was NOT happening, as Mushi had hoped would happen, was support and the mutual creation of a plan to move forward.



So you see, you cannot always assume that the listener knows what
 you
 know or feel, but you should also refrain from assuming that you know what
 the listener
 knows or feels. Such assumptions are barriers to good communication, and they stand in the way more often than not. Often, our communication problems are rooted in small misunderstandings. We get caught up in our own world or our own perspective and unintentionally ignore the fact that the other party approaches the situation from a different perspective or is concerned with what’s going on in his or her own world. Sometimes as speakers we forget to give the proper context, and this leads to a disconnect between speakers and listeners. Communication failure is the result.



What is communication?



From the day we are born, we start communicating. Babies cry when they are hungry, they cry when their diapers are dirty, and they cry when they are scared and need to be held. Crying is the only way they can communicate their needs. When parents routinely ignore these cries, babies learn early on that they are not communicating effectively, and they may get frustrated and cry more, or give up and save their energy. Either way, communication is failing. New parents should therefore be wary of advice that tells them to ignore their baby’s cries.



Later on in life, toddlers who are curious about the world around them ask tons of questions. Why is the sky blue? Why can’t we fly like a bird? Why do Mommy and Daddy have to go to work? Sometimes adults are simply unable to answer these questions, and sometimes they are just tired of them and tell the children to stop asking. Again, communication failure is learned early on.



The point here is that we all have an innate need to communicate, but we are likely to encounter more situations in which we are unable to communicate effectively than situations in which communication is successful. That is, unless we make a conscious effort to learn how to communicate more effectively with those around us.



Unfortunately, after having experienced many failed communications, many people develop an inner voice that gets in the way. That voice that tells us people won’t listen or care. That voice that tells us people won’t get what we are trying to say. That voice that tells us we’re just no good at speaking in front of a group. That voice that makes us terrified of being called on to speak when we are not prepared. The result is anxiety, and we fail to put our thoughts together and speak clearly and precisely. This can often lead to avoidance of situations in which you may be asked to speak. However, by now you should realize what a great impact good communication skills have on the quality of your life, so you know that avoidance is not the answer you are looking for.



Communication has many forms, and in the dictionary you will find many definitions listed after this term. Merriam-Webster includes (among others) the following: “a process by which information is exchanged between individuals through a common system of symbols, signs, or behavior” and “a technique for expressing ideas effectively (as in speech).”⁴



To put it simply, communication is the exchange of ideas, the transfer of knowledge or emotions to others. People need to communicate to meet their own needs or to help others meet theirs. Effective communication is like a dance; there are partners who rely on each other to do their part the right way, or there will be missteps and falls. Communication is a two-way transaction that involves a sender (speaker/presenter) and a receiver (listener/audience). The result is a connection between the two.



The way for a speaker to achieve a successful connection is to focus on meeting the needs of the audience. Remember that the listener comes in with a WIIFM” (What’s In It For Me?) attitude. A speaker must engage the listeners, arouse their curiosity, and get them involved in the process so that he or she can inform them with logic, emotions, and wisdom. In this equation, the receivers are the most important part of this transaction. As a speaker, your job is meeting their needs and making sure they get your point during your delivery.



Audience’s minds are constantly wandering and judging, full of expectations and fears, going through endless loops of “What about?” or “What if?” Although listeners may be physically present, they may not be mentally present during your speech. As a speaker, you need to be aware of their needs and keep their minds and emotions present. Then, they will let go of their negative feelings, fears, negative thoughts, and anxieties, and enjoy the moment. According to Tony Robbins, "To effectively communicate, we must realize that we are all different in the way we perceive the world and use this misunderstanding as a guide to our communication with others."⁵ It is always important, therefore, to examine and understand the needs of the listener(s) whenever you are engaged in any type of communication.



Types of presentations



a)
 
 Planned speech: This is the type of speech for which you prepare ahead of time, and do your research on the topic and the audience. You plan, maybe rehearse, and then deliver the speech. Examples of this type of speech are presentations at work, keynote speeches, special occasion speeches like toasts or eulogies, etc.



b)
 
 Unplanned speech: This type of speech tests your ability to think on the spot. Examples of this type of speech are impromptu speeches (Toastmasters, an international non-profit organization, calls these speeches Table Topics), interviews, meeting participation, etc.



Final notes



The term
 communication
 refers to all types of speaking, such as public speaking, delivering presentations, and personal conversations. It even includes writing and body language. Our goal is to help you get comfortable speaking to groups with formal presentations or speeches, and while many of the techniques are also applicable to personal conversations, we will not focus on that type of personal communication in this book. We will use the terms
 speech
 and
 presentation
 at different times, but please realize that
 presentation
 and
 speech
 can be used interchangeably for our purposes, and the knowledge we share applies to both situations.

































PART I



PRESENTATION BASICS

















Chapter 2



HOW TO CREATE AN EFFECTIVE PRESENTATION OUTLINE QUICKLY AND EASILY







Having to give a speech is an intimidating and dreaded task for many people, one that they try to avoid at all costs. But unless you live on Mars, you will be called upon to speak in front of a group sooner or later, and, depending on your profession, maybe quite often.



You may think public speaking is not for you, but honestly, public speaking is fun and gives you an amazing feeling. However, giving an effective speech or presentation is just like swimming: you cannot learn how to do it just by reading about how to do it effectively. Instead, you must get your feet wet and practice it in order to get comfortable and better at it. That said, there are some skills that you can develop even before ever giving your first speech (although learning them after you have already gotten comfortable with speaking certainly will still make you a better speaker). One of those skills is developing a strong outline for your speech.



Studies have shown that people remember 40 percent more of the information from a speech if the speech is organized in a clear, easy-to-follow manner. In order to prepare a clear, easy-to-follow speech, all you need to do is follow 3 simple steps:







Introduction – Develop a strong thesis



Body – Identify 3 main points that support your thesis



Conclusion – Bring it all together







You can compare this process to preparing the most delicious burger you have ever made. The introduction is represented by the top bun, which is the first thing you see when you look at the burger. The meat and the toppings in between the bun represent the body; without this, there is no substance. You need the bun at the bottom, or the conclusion, to tie everything together and keep it from falling apart.



Burgers come in all kinds of styles and sizes, just like speeches and presentations. Plain buns from the grocery store filled with nothing more than a simple piece of grilled meat topped with some ketchup are boring. Most people are much more enticed when the bun is made in a special way and toppings include special sauces and different veggies. Think of your presentation in this way too: take time to give it your special flair, and both you and the audience will enjoy it so much more.



When you create a strong
 thesis, main points in support of it, and a solid conclusion
 , you will have a firm framework for your speech, so let’s delve into these 3 parts in some more detail!



1. Introduction



Arguably, the introduction is the most important part of your speech. If you fail to engage your audience during the first few minutes and if you fail to make them believe that it is important for them to listen, then no matter how significant the rest of your speech is, you have already lost them. For this reason, it is tricky to write an introduction, and we recommend that you save this task until the end. You do not want to worry yourself so much about your introduction that you forget to focus on strengthening the main arguments of your speech. Developing the main arguments first and coming back to the introduction last will make both of those parts of your speech stronger.



We will discuss strategies for developing a strong introduction later. However, part of the introduction is your thesis, and you MUST come up with your thesis before attempting to work on the rest of your speech. How will you know what to discuss in the rest of your speech if you do not have a clearly defined topic?



Your thesis needs to be in the form of a statement that takes a position. It must be clear to the audience exactly what you are going to tell them. Avoid phrases like “I’m going to talk about . . . ” or “You will hear why . . . ” For example, compare the statement “I’ll be discussing bottled water” with “Bottled water can prevent illnesses and save lives,” or “The use of bottled water is not only unnecessary, but it is actually dangerous and damaging.”



While the first statement clearly tells us what the topic is, it doesn’t give us any clues as to whether the speaker is in favor of using bottled water or against it. The second and third statements are much better, because they show which side of the issue will be discussed (one is for and the other against the use of bottled water) while at the same time giving reasons for these opinions. People who are listening to the second statement will be expecting to hear
 how
 bottled water can prevent illnesses and save lives, and people who are listening to the third statement will be expecting to hear why bottled water is unnecessary, but also how it is dangerous and damaging. If listeners know what they can expect, it is easier for them to follow your arguments (and hopefully be convinced by them).



Ultimately, your thesis should be clear enough that if the audience only remembers ONE thing from your speech, your thesis should be the message you want them to remember. Taking a position in your thesis will also allow you to narrow down the main points in the next part of the speech, the body.



2. Body



The body is the largest part of your speech and should contain only information that supports your thesis. Like the thesis itself, each main point should be a clear statement. In shorter speeches, you should not have more than 3 main points so that your audience does not get lost or overwhelmed. Each main point should be followed by evidence of some sort to show the truth of your main point. This evidence could be a personal story or anecdote, statistics or something else based on research, or a combination. Longer speeches, such as keynote addresses, can have 5 to 7 main points, but in those cases transitions become even more important.



3. Conclusion



The conclusion, like the introduction, serves several different purposes and therefore deserves a critical look at a later time. For now, you need to know that this is your opportunity to relay the message that you want your audience to take away from your speech. Restate your thesis, but use different words than you did before. If there is time, you can summarize your main points (again, use different words so that it doesn’t seem like you are merely repeating yourself). Finally, end with some food for thought (a lesson), or provide the audience with a call to action, something they can do that will benefit them regarding your topic.

















CALL TO ACTION







DO:



	
Begin with a thesis.


	
Make sure your thesis is specific and contains an argument that you can support or defend.


	
Ensure that each main point is directly related to your thesis.









DON’T:



	
Begin writing your entire introduction before you have defined your thesis and constructed your main points.


	
Simply repeat your thesis and main points word for word in the conclusion.















TRY IT!







Developing a strong thesis is no easy task, but it is an absolute necessity before you begin the rest of your work. Practice with the following examples:







Write a thesis about the importance of raising the minimum wage.







Write a thesis about the detrimental effects that raising the minimum wage can have.







Write a thesis about the dangers of being too connected to electronic devices.







Write a thesis about compact cars versus SUVs.







Did you remember to include an opinion in each of your statements? Did you give a bit of a preview of what might follow in your main points later?







Now, think of at least three topics that interest you, or things that you are asked to discuss while at work. Write a thesis statement for each of these three topics.









Chapter 3



CREATING CONTENT FOR THE BODY OF YOUR SPEECH







The ideas presented earlier about how to construct a quick outline for your speech showed that the process can be fairly easy to master. Now that we are going to take a more critical look at writing the body, you will find that there are steps you can take to strengthen your arguments. While these steps might take some extra time when preparing your speech, they are well worth your effort in the long run. If you want people to enjoy and remember your speech, putting in some extra thought and effort will ensure that you include the right ingredients to make it memorable. After all, anybody can put a burger with some lettuce and tomato on a bun, splash it with some ketchup, and call it a hamburger, but the burger that makes your mouth water and teases your tongue with scrumptious layers of delicious flavor is the one you will recommend to your friends and order again in the future.



If you want your speech to be the equivalent of that succulent burger that people keep talking about, remember not to try to circumvent the process but to take your time to work through all the steps to get the best possible outcome. Are you eager to find out what these steps are? Let’s find out!



Brainstorming



You have already decided on a topic for your speech, and you may have already formed some ideas that can be used as main points in your body, but it is important to spend time brainstorming to give yourself a chance to sort out which information is very important and which information might be less convincing. If you simply pick the first three things that come to mind as your main points, you might be missing out on a lot of good stuff.



When brainstorming, you should write down everything you already know about your subject, but also make note of what you do not know. Are there questions you have that might shed light on your topic if you found out the answer? What important information is missing from your existing knowledge? This can be done in the form of a random list. For now, don’t worry about organizing or categorizing your thoughts. For example, our thoughts about bottled water might look something like this:








 
 People don’t like the taste of water from the faucet




 
 Bottles are not recycled and end up in oceans or landfills




 
 Plastic is not biodegradable




 
 Wildlife is harmed by discarded trash




 
 Bottled water is expensive for the consumer




 
 Natural resources are wasted (making bottles, transport from factory to store)




 
 People think bottled water is safer or healthier




 
 Flint water crisis, Newark water crisis




 
 Big companies are filling their pockets




 
 Convenience when not at home




 
 How many bottles are consumed?




 
 How many bottles are (not) recycled?




 
 Where does bottled water come from?




 
 How is bottled water different from tap water?




 
 Where does tap water come from, and how is it regulated/inspected?







Once you have written down your thoughts randomly, it is useful to use a template for mind mapping, because it can show you how ideas are connected to each other. If you take a look at the list above, you can see that some of the thoughts fit together in broadly the same categories. Here is an example of a blank mind mapping template:


[image: ]







Your template can be made on the computer if you feel comfortable with technology, or it can be done freehand with pen and paper if you work better that way. The important thing to remember is that this is the time for you to identify how all the information fits together.



You will put information into this diagram based on your brainstorming. A generic completed template would look like this:


[image: ]







Selecting your main points



Once you have listed a number of different issues that are related to your topic, you need to sort out which ones are the most suitable for your presentation. To help you determine which main points make your speech most effective, you must ask yourself some key questions:







	
Who is my audience?


	
What does my audience already know?


	
Why does my audience need to know this?


	
Why would you need to ask these questions?









Think back to the tasty burger analogy. If you were in the business of selling burgers and had a restaurant located in a neighborhood with a lot of South Asian residents, you might sell more burgers if you had one on the menu with hot sauce. If you owned a restaurant in another country and boasted an “all-American” burger, then you would definitely need ketchup, or if you catered to the Dutch, you might want to serve burgers with mayonnaise. You would also make special choices about other toppings based on the preferences of your clientele.



The same concept applies to your speech; you may find that certain audiences respond better to specific main points than others do. For example, when addressing adults, a presentation about the negative effects of bottled water usage could include arguments about the high prices of bottled water. However, if you were speaking to a class of third graders about bottled water usage, a discussion on price would be meaningless, and you might want to put more emphasis on how animals are harmed by empty water bottles that are not recycled.



When selecting which information to include as the main points in your body, use caution to cross-check your main points against your thesis. If your main point does not fully support your thesis, you have two options:







1) Do not use the information in your speech and instead choose a different main point that
 does
 support your thesis, or



2) Tweak your thesis so that your main point is appropriate.







If your main point is not aligned with your thesis, your audience may interpret it as ranting and lose sight of what was supposed to be your main take-away.



In the bottled water speech example, the thesis “The use of bottled water is not only unnecessary, but it is actually dangerous and damaging” can be supported by the following main points:







	
Using bottled water may be LESS healthy than using tap water.


	
Using bottled water has disastrous effects on our environment.


	
Using bottled water is socially irresponsible and causes undue hardship for the poorest people on earth.





Finding supporting evidence for each main point



Once you have decided which main points to use, you need to make sure that you find support to prove that your main points are true. Facts and figures always make an impact, because your audience will see not only that you’ve done your homework, but also that experts will agree with your conclusions. Check out a variety of different sources, such as websites, newspaper articles, books, or studies reported in professional journals.



While combing through your sources, make sure that you write down where specifically you find your information (take note of the name of the author and the title of the article or book, or the website URL) so that you can find it again later on and so that you can cite it properly in your speech. Any time you use information from someone or somewhere else, you need to tell your audience where that information came from.



In the example of the speech on the dangers of bottled water, the main points could, for example, be proven with this supporting information:







	
Using bottled water may be LESS healthy than using tap water.





	
The bottled water industry is unregulated. Found arsenic and traces of feces. (
 
http://www.distilledwaterassociation.org/bottled-water-vs-tap-water-drink-it-with-or-without-poop/

 )


	
Chemicals called phthalates, which are known to disrupt testosterone and other hormones, can leach into bottled water over time. One study found that water that had been stored for 10 weeks in plastic and in glass bottles contains phthalates, suggesting that the chemicals could be coming from the plastic cap or liner. (
 https://www.ncbi.nlm.nih.gov/pmc/articles/PMC2854718/
 )


	
Tap water must be tested 100+ times per month, bottled water once a week or less. (
 http://www.waterbenefitshealth.com/bottled-water-vs-tap-water.html
 )









	
Using bottled water has disastrous effects on our environment.





	
High cost of making bottles and shipping them to us. Fill up  of each bottle with oil. Enough to gas up 1 million cars for a whole year. (Rockliff,
 Get Real, p.16)


	
Across its entire life cycle, bottled water takes anywhere from 1,100 to 2,000 times as muchenergy to produce astap water. (
 http://www.moneycrashers.com/bottled-water-vs-tap-water-facts/
 )


	
It takes 1.63 liters of water to make every liter ofDasani—and the company is doing it in drought-plagued California. It takes up to 3 liters of water to produce 1 liter of bottled water. (
 http://pacinst.org/publication/bottled-water-and-energy-a-fact-sheet/
 )


	
Only 31 percent of bottles are recycled – the rest end up in landfills and our oceans. (
 https://www.theatlantic.com/technology/archive/2015/12/what-actually-happens-to-a-recycled-plastic-bottle/418326/
 )


	
That bottle that takes just three minutes to drink can take up to a thousand years to biodegrade. (
 https://www.aurstaff.com/answer/BOTTLE-WATER.pdf
 )









	
Using bottled water is socially irresponsible and causes undue hardship for the poorest people on earth.





	
Village in India where Coca-Cola set up shop: wells ran dry. Same thing happening in the island nation Fiji, where nearly 53 percent of the population doesn’t have a clean, safe source of drinking water. (Rockliff,
 Get Real
 , p.19)





Conclusion: we are taking water from people who have no running water or safe plumbing even though we have plenty of healthy water. It shows bad citizenship on our part.







This example is a bare-bones illustration of what the body of an informational presentation could look like. It is intended to show you how to present your ideas in a logical order that will allow listeners to follow along and easily understand why your thesis is correct. Always keep logic in mind and think about how you can best guide your audience towards agreeing with your main argument.



If you have to give technical presentations at work, you may be able to follow the type of outline of discussing weaknesses or shortcomings in certain processes and then moving forward to identifying ways to change these processes in order to get better results. Or maybe you begin with identifying a client’s needs and then delve into ways that those needs can be met. The key is to keep in mind that you make everything crystal clear to your listeners by using a logically constructed presentation. Always ask yourself, “What is the clearest way for me to get the listeners to understand what I want them to know?”



One thing that you
 must
 remember to do in your effort to guide your listeners and help them make sense of your talk is to use clear transitions when moving from one main point to the next. If you have finished giving supporting evidence for a main point and begin giving supporting evidence for your next main point without telling your listeners that you are moving on to the next portion of your presentation, you may confuse your listeners.



Listeners who are trying to figure out how information fits together or how it is related to your topic are not really giving you their full attention. It is your job to keep them on track, and you can do this by using clear transitions. If you are not sure how to do that, you can stick with the easiest basics and use phrases such as “The first thing you should know . . . ” “The second reason . . .” “Finally, the last important thing to keep in mind . . .” and so on. If you already make an effort to use clear transitions when moving from one point or topic to the next, you can be somewhat more creative.



A final important thing to note about the bottled water speech example used in this chapter is that the supporting information is all from outside sources. However, when speaking in front of an audience, you should consider including anecdotes or personal stories to add some personal flair and to help the audience connect with you. Stories engage the audience in ways that facts and figures cannot, and if you do not have room for a personal story anywhere in the body of your speech, find a way to add one in your introduction and/or conclusion. Part II of this book will explain the importance of anecdotes and stories in more detail.









CALL TO ACTION







DO:



	
Spend time on brainstorming. Take a blank piece of paper, and for 10 minutes, write down whatever ideas come to your mind.


	
Decide how you can organize your ideas into main points and related information. You can use a mind mapping template to do this.


	
Construct your main points in the form of a statement that contains an argument that you can support or defend.


	
Ensure that each main point is directly related to your thesis.


	
Include a variety of supporting information for each main point.


	
Cite your sources.









DON’T:



	
Begin writing your entire introduction before you have defined your thesis and constructed your main points.


	
Do research and copy or use information from other sources without noting what those sources are.

















TRY IT!







Look back at the work you completed at the end of the previous chapter and choose one thesis that you can use to construct your presentation.







Which thesis are you using?







Do some brainstorming. What is important? What do you already know? What do you need to find out?







Look at your brainstorming results and categorize these ideas into different areas. How do your ideas fit together or relate to one another? What are some of the broader ideas that could be used as your main topics? Which points could be used to support your main topics? Draw up a mind mapping diagram.







Now think about who will be listening and what they already know. Think about which information from above will benefit your audience and which information may be irrelevant for them. Based on your analysis, which main points will you include in your presentation? What would be the most logical order of presenting them?







When you have completed your introduction and are ready to delve into the specifics of your presentation, you need to signal to your listeners that you are doing just that. What could you say to tell them that? Write down two possible transition statements you could use before giving your first main point.







Write down two possible ways to transition from your first main point into your second main point.







Write down two possible ways to transition from your second main point into you third main point.







Write down two possible ways to transition from your third main point into your conclusion.





















Chapter 4



THE INTRODUCTION







Earlier, we recommended that you work on the outline and main body of your speech before trying to tackle the introduction. There are a number of reasons why this approach works well, and in a while, we will explore those reasons in detail. Right now, however, it is helpful to review the purpose of the introduction.



Have you ever listened to a speaker and been so bored after the first few minutes that you were unable or unwilling to process the main message that came afterwards? Or have you ever picked up a book only to put it away after reading the first few pages and then never opening it again? Chances are that this has happened to you. Why? Because sometimes speakers or authors are so eager to jump right into their message that they forget that their audience needs a reason to listen or read.



The truth is, while I may care about the plastic epidemic and the effects this has on our health and environment, you might have never given this a second thought. If I want to win you over and convince you to drink tap water whenever you can, I need to make sure that I grab your attention and convince you that this topic is just as important to
 you
 as it is to
 me
 . The main purpose of the introduction, then, is to provide a
 hook
 .



You can liken this to movie previews that come on before the start of the movie that you came to see. These previews give you a taste of the action or drama that you can expect if you choose to watch
 that
 particular movie, and the strategy clearly works; moviegoers decide they want to see a movie months before it comes out, based on the tease of the preview.



This concept can be applied to speech introductions as well. Ask yourself, what could you say that would prompt an audience to
 want
 to listen, even if they don’t have any previous interest in your topic? If you fail to accomplish this goal in your introduction, then it is highly likely that, in a best-case scenario, your presentation won’t be as effective as you had hoped it would be, or, in a worst-case scenario, your presentation will be a total flop.



You can also compare the quality of the introduction to finally having given in and ordered that succulent burger that all your friends have been raving about and finding, as you are ready to take your first bite, that there is a spot of mold on the top of the bun. You would probably send it back to the kitchen and maybe change your order to something without bread. But what if it’s take-out and you can’t send it back? Your first instinct is likely to throw away the burger entirely. You may not even feel hungry anymore. If you call the restaurant to complain, you certainly will not order the same burger again, and it may be a long time before you go back there, if you ever decide to go back at all.



Introductions in speeches can have the same effect. They make or break the rest of your speech, so you should spend a significant portion of your time on perfecting it.







QUESTIONS TO ASK YOURSELF



Before you start thinking about your hook, or the way you will draw in the audience, it is important that you know the answers to the following questions:



	
Why is this topic important to me?


	
Why is this topic important at this time?


	
Why should the audience care?


	
What might be the consequences for the audience if they continue to remain uninformed or not care?


	
Why am I more qualified to talk about this than another person might be? (In other words, why should the audience take my word for it?)


	
Who is my audience?









Let’s take a look at why you need to know the answers to these questions.







	
Why is this topic important to me?





It is crucial that you pick a topic that you care about. You cannot fake sincerity, but if you care about your topic, your enthusiasm will be automatic, and that is the first step to bringing the audience on board with you. Taking it a step further and examining
 why
 this topic is important to you will allow you to add a personal touch to your introduction that will further enhance the connection between you and the audience.



	
Why is this topic important at this time?





The timing of your speech may determine how the audience will receive your message. Imagine getting ready to give a presentation in January that alludes to Valentine’s Day. If mother nature has other plans, and heavy winter weather forces your meeting to be postponed to a later date in March, then, clearly, speaking about Valentine’s Day would be meaningless, and you would need to change your focus or your approach. This is a rather extreme example, but even in less extreme cases, it still pays for you to think about why your topic is relevant at the time you are discussing it. If you are dealing with a topic for which the words “The time to act is
 now
 ” are appropriate, then addressing the relevance in your introduction gives your audience a reason to want to listen to you.



	
Why should the audience care?





A good speaker knows that giving a speech or presentation is not about him or her. As a speaker, you should not be wondering what
 you
 are going to get out of this. You must
 always
 consider the audience and deliver a message that they can benefit from. Don’t you hate it when people keep talking on and on and you feel like you have better things to do? When the tables are turned, you do not have the right to waste the audience’s time, so you
 must
 think about their reasons to listen to you.



	
What might be the consequences for the audience if they continue to remain uninformed or not care?





This question is really a continuation of the previous question, but it helps you formulate a statement for your introduction that will help pique your audience’s interest. People care if they feel that they personally have something to lose or to gain. Try to formulate your message so that it can resonate with any one individual rather than speaking to humanity in general, because broad generalizations can create distance or indifference.



	
Why am I more qualified to talk about this than another person might be?





As a speaker, especially if you are an inexperienced one, you have to establish credibility. Give your speech your personal touch or special flavor so that you
 own
 it. Earlier, you explored the question of why your topic is important to you. If you have had past experiences that were problematic and you have taken steps to improve the situation since then, then you can claim some authority over the audience. Imagine yourself listening to a speech given by, for example, your cousin (or niece/nephew, or grandchild) who is in 6
 th
 grade. Most likely, the 6
 th
 grader is talking about things you are already familiar with, or things you don’t care about (maybe the latest cartoon or game fad), and at the end of the speech you might say, “That was great! I really enjoyed it!” You may follow your praise by saying something like, “It was so brave of you to get up in front of all those people,” or, (the worst,) “You were so cute up there!”



What follows after the initial reaction of praise matters. You are not a 6
 th
 grader, and you want people to respond by saying that you taught them something, or made them change their mindset or preset notions, or made them strengthen their preset notions, or helped them strengthen their resolve in taking some sort of action. You don’t want the audience merely to think that you are brave; you want them to walk away with something more than that. Listeners want to learn something from you, and they want to feel that their time listening was time well spent. This can only be achieved if the audience feels that you have something to offer them, that you can give a perspective that others can’t.



	
Who is my audience?





We, the authors of this book, are both immigrants. We have been in situations where we were addressing a room full of other immigrants. In that scenario, we felt comfortable making fun of ourselves and the experiences we had related to immersing ourselves into a new culture. The audience laughed with us, because they had shared similar experiences and could easily relate. We have also spoken for large groups of people who shared our religious beliefs. Again, there was comfort in cracking some light-hearted jokes. However, we would never consider using these jokes when facing an audience that is not “on the in,” so to speak. It would be rude and insensitive to make jokes about immigrants, for example, when speaking to an audience comprised mostly of non-immigrants.



Whenever you prepare a speech or a presentation, find out who will be in the room to listen. Are the people in the audience your colleagues? Your bosses? People who share your experiences? People with mixed backgrounds? People with the same cultural/educational/economic backgrounds? People of the same gender or mixed genders? People who live in the same geographical area?



Knowing what perspective your audience has allows you to cater your message to them and avoid awkward, uncomfortable, or inappropriate references.



A SPECIAL NOTE ON INTRODUCTIONS THAT YOU MAY NOT HAVE CONSIDERED YET



There are actually two different types of introductions:



	
An introduction given by another person before you “take the stage.”


	
Your own “preface” to the main points in your presentation.





In many speaking situations, you will find that another person gets up before you to let the audience know that you are going to speak. This is likely to happen in meetings at work, at club meetings like Toastmasters, at professional conferences, or at other formal speaking engagements.



If another person will introduce you before you start your speech, consider yourself lucky! Don’t waste this opportunity – take care to write that introduction yourself and let the other speaker read it. In this type of introduction, you can include why the timing of your topic is important and what makes you an authority on this topic. If another person can discuss your qualifications, you establish credibility before even opening your mouth, and it won’t feel to you or to your audience like you are patting yourself on the back with your accomplishments. Somebody else is patting you on the back before you start! (Never mind that you have written and provided this introduction yourself; the fact that somebody else says it makes the audience experience it differently.)



If you can include the questions “Why this topic?” “Why this speaker?” and “Why now?” in this type of introduction, then you have more room in your actual speech introduction, the one you are giving as a preface to the body of your speech, to focus on your hook and getting the audience involved.







STRATEGIES FOR ENGAGING YOUR AUDIENCE



There are many different ways to make your audience sit up and pay attention, to provide a hook that makes them want to hear more. If you remember the strategies for writing introductions for essays in your high school or college classes, then you can apply any of those strategies in a speech or presentation. Here are a few you can use:



Title



If you get creative with your title, you pique people’s interest right off the bat. Ally once gave an inspirational speech about the importance of being kind to others and titled it “The Language of the Deaf and the Blind.” In her speech, she explained her title by providing a famous quote by Mark Twain: “Kindness is a language which the deaf can hear and the blind can see.” When first hearing the title, the audience was probably expecting a different topic, but if you make sure that the title is still relevant and not just something pulled out of thin air, people will not feel like you tricked them but instead will probably think you were pretty clever with your title. So while you want your title to be descriptive and relevant, it doesn’t have to be boring.



A Question



One way to make the audience think and have them feel connected is to ask them a question. You could start with a “Did you know . . .” “Have you ever felt . . .” or “Do you remember when . . .” These types of questions are rhetorical questions, which means that you don’t expect the audience to answer them, other than maybe a simple nod, smile, or shake of the head. Sometimes you can ask yes/no questions that you expect the audience to answer loudly. Collective affirmative answers tend to put people in a good mood, and that’s what you want when you deliver your message. There are other questions you could ask that you want the audience to respond to. Maybe they could take turns giving answers. Maybe you could say, “Raise your hand if . . .” Or maybe you just want them to think of an answer without sharing it with anybody. If that is the case, make sure that you pause for a few seconds to give them some time to process your question and think. Similarly, if you are asking them to respond with answers but don’t get any responses, don’t just give them the answers you think they should be giving, but encourage them to come up with something. 



In the example of the bottled water speech that we have been using, you might ask the audience, “I’d like for you to finish this statement with what you think is true: Globally, people buy a million plastic bottles per . . .” With a question like the last one, people may give you a variety of answers, but most will probably be shocked to learn that the answer is a minute.



In the example above, you actually want your listeners to give wrong answers. Maybe they will answer with “a day,” or “a week,” etc. Wrong answers in this case give the correct answer a greater impact. However, in most cases, wrong answers can confuse you and have you scrambling for an appropriate way to deal with them. It may cost precious time. It is helpful, therefore, to phrase your question carefully to force the listeners to give the answers you want them to give.



A Quote



Sometimes other people have used just the perfect words to underscore the message you want to get across, so quotes are an effective way to start a speech. However, use caution to avoid some common rookie mistakes when using quotes.



The most basic mistake people make is simply going to Google and searching “quote about [insert anything].” While this is often an easy way to find something suitable to use, you should realize that sometimes these quotes appear out of context, and in the original piece they may have meant something different or opposite of what you are trying to get across. (This might happen, for example, if the speaker or author uses sarcasm, something you would not know if you just saw the quote without the context in which it was given.) You do not want to misrepresent the original speaker or author, but you also don’t want to lose credibility in case somebody in the audience knows the original context and realizes you are misinterpreting it.



Another problem that arises from googling quotes is that you usually only get the quote and the name of the person it is attributed to. Inexperienced speakers often use only these two items in their introductions. Ask yourself, however, whether the name is meaningful. Will your audience recognize it? You cannot always assume that your audience knows who the speaker is, even if that speaker is famous.



It helps, therefore, to give the audience some background information on the speaker of the quote, if only to increase the impact or credibility. What are the qualifications of the person quoted? If you speak to a group of teachers and mention that Ben Swanson said that the works of Mark Twain do not belong in any English curriculum without explaining that Ben Swanson was the kid who sat next to you in 11
 th
 grade, are you being fair and honest? Of course you would never do such a thing, but the point is, if you randomly grab quotes from the internet, you might be doing just that without intending to. If you don’t recognize the name of the speaker, be careful about just throwing it around in your speech.



Another bad habit to steer clear of is simply starting your speech with a quote followed by a name. It is too abrupt and doesn’t prepare the audience. You want the quote to support or underscore your point rather than have it be your point.



Lastly, you may be tempted to use a quote that is deep and inspiring, but you might also want to consider something funny or lighthearted. For example, “A wise man once said, ‘There are three kinds of rings in life: first the engagement ring, then the wedding ring, and, after that, the suffering.’ That wise man was my father.” A touch of humor creates a connection with your audience, and people tend to remember things that made them laugh.



An Interesting Fact or Statistic



Beginning your speech with some unknown or startling figures is a good way to draw people in. Consider, for example, the following statement: “
 663 million people – 1 in 10 – lack access to safe water” (
 
http://water.org/water-crisis/water-sanitation-facts/

 ).



A Personal Story



An enormous difference between what you may have learned about hooks in writing in school and using hooks in presentations is that the rule “Don’t use personal pronouns such as I, me, you, your, we, or our” does not apply. Audiences love hearing a good story! If you master the art of storytelling, you will find that there are story opportunities everywhere around you, every day. Audiences feel connected to you if they see that you share the same experiences that they have, and they will like you if you are able to recognize your own mistakes and shortcomings, or if you are able to turn seemingly mundane experiences into important lessons for yourself and others. And if the audience likes you, they are more likely to accept your message, which, of course, is your ultimate goal.



SO WHY SHOULD YOU WRITE THE INTRODUCTION LAST?



In our society, we are taught to think in a linear fashion; this comes first, that comes second, and that comes last. It seems logical, then, that when you write something or work on a speech or presentation, you would begin with the introduction. Yet we have repeatedly told you that you should work on developing your main points and supporting evidence before you think about what to put in your introduction. Are you simply taking our word for it, or are you thinking that it’s okay to ignore this advice and that you can keep doing what you’ve always done (which most likely means starting with your introduction)? Just in case you need some additional persuading to get rid of your old habits, let us explain why we keep giving this advice.



The first and most important reason for leaving the introduction till last is to combat writer’s block. There is nothing worse than having a lot of information inside your head, waiting to be shared but staying put because you can’t figure out how to start. When speaking, everything rides on your introduction. If you can’t get people interested in your speech in the introduction, then they are not going to be receptive to your main message later on. That’s a lot of pressure. How do you get started? You might find yourself sitting at your keyboard without a clue as to what to write.



If you leave this for later and simply begin with formulating your thesis and coming up with ideas to support that thesis, you might find that your mind flows freely and you are able to quickly get your thoughts in order. Once you have been thinking about your topic and picking out the important issues, it will be easier for you to come up with some ideas to use in your introduction.



The second reason to write your introduction last rather than first is that you may not know yet which information will be used in the body of your presentation. You do not want to cover one of the main ideas in your introduction and then repeat it in the body. Remember, the purpose of the introduction is to use a hook to grab the audience’s attention and to give a general preview of what listeners can expect to hear or learn later on. You do not want to get too specific in your introduction; save the specifics for later.



Another reason to write the introduction last is that you might find that you have some good information available that is related to your topic but that just doesn’t fit in with any of your main points. That type of information might be useful to include in an introduction, but you won’t know you have it until after you have completed figuring out the main part of your speech.









CALL TO ACTION



DO:



	
Worry about your audience and give your speech for their sake, not your own.


	
Think of your message, something the audience can learn or take away from listening to your speech.


	
Give your audience a reason to care.


	
Include your personal story to establish credibility.


	
Take special care to write an introduction about you and your topic for somebody else to read if another person will introduce you to your audience.


	
Clearly state your thesis at the end of your introduction.


	
Portray yourself like a normal human being who faces the same fears and struggles as everybody else. The audience is more likely to connect with you if they think you are one of them, that you are someone who can relate to them and someone to whom they can relate.





DON’T:



	
Begin writing your entire introduction before you have defined your thesis and completed the body (main points and supporting evidence) of your speech.


	
Begin your speech with a quote from somebody else. Your own points and words are your strongest assets, and quotes should be used to support your points, not to start them.


	
Start with phrases such as “I’m going to talk about . . . ,” “I would like to tell you . . . ,” or “I think . . . ” If you are a Toastmaster, don’t start your speech with the phrase “Mr. Toastmaster, fellow Toastmasters, and honored guests.” While it is customary to include this phrase, save it for later in the introduction,
 after
 you have hooked your audience.


	
Prepare a speech without knowing anything about your audience.











TRY IT!







Let’s imagine for a moment that you’re going to be giving a presentation at an event where somebody will introduce you before you start. You will need to type something up for that person to read, and your introduction should at least include your name, your work title (if applicable), the reason why
 you
 are giving this talk (your credentials or your expertise on the topic), and the reason why this presentation is important. Write that introduction.



In this chapter, you learned strategies to create a hook: your title, a question, a quote, an interesting fact or statistic, and an anecdote or personal story. Go back to the worksheet at the end of Chapter 2 and pick one of the topics that you were asked to write a thesis for. Now, out of the 5 strategies, pick 3 and write one or two sentences about the topic.



Now, look at the topic you picked to work with at the end of Chapter 4. For whom will you be giving this presentation? What do you know about your audience?



With this specific topic, write a hook with at least three strategies.



Out of all the statements you have written, which one would be most compelling to the audience? Why do you think that is?



It is important for you to remember that your first thought or idea may not always be your best thought or idea, so it is helpful to think about all of the different strategies before making up your mind about which one you are going to use. Try to use another strategy when you give a presentation about another topic later, especially if your audience is the same. Also, you can use more than one hook, if time allows it.









Chapter 5



THE CONCLUSION



The conclusion of your speech should tie everything together. It serves to signal to the audience that the most important information has already been disbursed and summarizes that information into a tight little package. It seems easy and logical, but looks can be deceiving, because treating it as an easy and logical thing can make your conclusion weak and boring. That’s exactly what you want to avoid; after giving a strong speech, you want your conclusion to pack a punch so that it remains with the audience for some time afterwards.



How do you avoid a boring conclusion? We have already mentioned some pitfalls in earlier chapters. The biggest mistake you can make is just repeating the main points you made in your body, followed by your thesis at the end. While it may be necessary to summarize your main points, you must take care to
 restate
 them rather than
 repeat
 them.



Novice speakers (or writers) will often start with the phrase “in conclusion,” which shows nothing except that you are too lazy to be a little more creative. There are many phrases you could use that mean the same thing but that don’t sound quite as clich and uninspiring. Here are a few simple examples:



	
As you can see, . . .


	
It is clear, therefore, . . .


	
You now know that . . .


	
The points I shared . . .





We recommend that you take some time to add more phrases to this list, or that you try a different phrase for each presentation you give, so that you don’t get into the habit of using the same phrase each time.



You might choose not to use such a type of signaling phrase at all, but instead go for something more subtle. If you have given a lot of information in the body of your speech, you might start your conclusion, for example, with a question that will lead your listeners back to your thesis. This could be an open-ended question or a rhetorical question. Or you might give a quote that supports your thesis or your main points. Anything that tells your listeners that you are moving away from specifics and back to the generalizations of your thesis will work. All it takes is some thinking and effort on your part.



There is one more word of caution when it comes to your conclusion: make sure that your conclusion follows a logical progression from what came before in your speech. Do not include any new information that is unrelated to what you discussed earlier, and don’t blindside your listeners by giving a conclusion that seems to come out of left field, that is totally unexpected. While it might seem like a clever thing to do, audiences feel cheated and frustrated when that happens. Your goal should never be to try to trick them.



Finally, think back about your purpose for giving this speech or presentation. If you want your listeners to do something, tell them to take action. If you want them to feel some sort of resolve or change their thinking or behavior, make that clear and don’t assume that they can make inferences on their own.



Our friend, mentor, and role model, the late George Corrado used to tell us that we should picture the human body when thinking about our presentations. The first thing we see is the face, which gives the all-important first impression. The face is the introduction, during which people decide whether they are interested in what you have to say or not. The second part is the torso, which is home to our heart, lungs, and other vital organs. This is the main body of the presentation, which gives the most important information. The last part is the legs, your conclusion. What do you stand on? What do you want the audience to walk away with?



Remember that the best speech is the speech that stays with the listeners after you have completed it, the speech that they will remember, so you have to
 give
 them something, impact them in some way.













CALL TO ACTION







DO:



	
Use some sort of phrase to signal to your audience that you are getting ready to wrap up.


	
Use different words to summarize your main ideas than the ones you used in the introduction or body of your speech.


	
Leave your audience with a call to action or some “food for thought.”









DON’T:



	
Use the words “In conclusion” at the beginning of your conclusion.


	
Simply repeat your thesis and main points word for word in the conclusion.


	
Introduce new or unrelated information in your conclusion.











TRY IT!



In previous chapters, you have chosen a topic, written a thesis, picked main points and supporting evidence to use in the body, and come up with a hook for the introduction. Now think about how you can transition into your conclusion to begin wrapping up your presentation. Besides the examples given in this chapter, what phrases can you think of that might be used in a speech on
 any
 topic?



What phrases could you use that are specific to your chosen topic?



How could you summarize your thesis and main points in different words than you used earlier?



Now, create some note cards with key words to help you remember what you need to discuss during your presentation. Try to be prepared and know how your speech flows logically from one idea to another. While you are preparing, you may want to create a detailed outline, but you should practice your presentation so that you do not need to bring too much with you at the time of your presentation. Also, do not memorize every word you plan to say. You want to be prepared and know your stuff, but still be able to present your ideas in a natural way rather than an overly rehearsed way.









Chapter 6



MAKE THE CONNECTION







Proper crafting and drafting (picking a topic, brainstorming, researching, organizing, paying attention to logic and transitions -- all the things you learned about in previous chapters) is of vital importance when you prepare a presentation. However, in order to have a bigger impact on your listeners, you need to make sure that you include a variety of information that gives you credibility in different ways.







Know Yourself



In order to appeal to everybody in your audience, it is important that you are aware of your own personality and biases. For example, if you are a person who embraces change and jumps at the opportunity to try new things, it might be very easy for you to prepare a presentation for a company that is looking to overhaul its practices and brings you in to train the employees and get everybody on board.



In your excitement you might mistakenly assume that all the employees are as enthused as you are about these changes and jump right into discussing all the great features of the new program. But what would happen if the majority of the employees are not at all sold on the idea of these changes? If they don’t see the point and do not think it is worth the trouble? You need to recognize that your approach to this task may not jive with the approach of your listeners, which means you need to be keenly aware of what drives you.



The DISC profile



In 1928, psychologist William Moulton Marston published research on personality traits and outlined four behavior types in what he called the DISC theory.
 The acronym stands for
 Dominance
 ,
 Influence
 or
 Inspiring
 ,
 Steadiness
 or
 Supportive
 , and
 Cautious
 or
 Conscientious
 .



1. The Dominance personality – Urgency is the key here. You are a driver. You are outgoing, and task oriented. Your motto is, “Let's get it done now!”



2. The Influence or Inspiring personality – You are optimistic and like to work with others. You are outgoing and social. Your motto is, “Let's get it done together!”



3. The Steadiness or Supportive personality – You are reserved, calm, and trustworthy. Your motto is, “Let's take our time to come to the right decision and then get it done peacefully!”



4. The Cautious or Conscientious Style – You are logical and follow the rules. You are reserved, enjoy independence, and don’t share your emotions easily. Your motto is, “Let's get it done right!”



Most people display a combination of these characteristics at different times and do not possess merely one of these traits at all times. Many websites offer people the opportunity to take the test, and it may be helpful for you to check which category or categories you fit in to, as it probably has an impact on your communication style. Awareness of which style you favor will allow you to identify your strengths and weaknesses and focus on it when you need to or adapt when it doesn’t serve you.







The Ancient Greeks Knew Their Stuff



The art of speaking is, of course, nothing new. The ancient Greeks mastered the art of oratory like no civilization before or after them has. If we want to improve our own skills, it behooves us to familiarize ourselves with the lessons from the great minds of the past.



You may have heard the terms
 ethos
 ,
 pathos
 , and
 logos
 somewhere along the way. Aristotle discussed these concepts in
 On Rhetoric
 back in the fourth century BC. Simply speaking,
 ethos
 ,
 pathos
 , and
 logos
 are modes of persuasion.



Ethos



Ethos
 refers to the credibility of the presenter. In chapter 4, we touched on this concept by exploring the question of why you as a speaker are more qualified than others to discuss what you are presenting. Audiences are more easily persuaded if the presenter has some authority over the subject matter, so you must research your subject matter and know it inside and out. If you have a specialized degree, specific certifications, or unique experiences, make sure your audience is aware of that. Use the vernacular and terminology that is prevalent in your field. Sometimes credibility can come from your association with experts, leaders, or famous people who endorse you.



Indulge us for a moment, and imagine that you are a bachelorette participating in the TV show
 The Dating Game
 . There are three bachelors behind a curtain, and you can ask questions to help you determine which one of them to go out on a date with. Here is what you know: bachelor A has graduated from Harvard and is rapidly climbing up the corporate ladder; bachelor B is working on his Master’s Degree, and bachelor C is a high school dropout. You would probably address your first question to bachelor A or bachelor B. But what if we added that bachelor C had started his own internet security company and sold it after only seven years for $125 million? Helloooo bachelor C! Are you suddenly more interested in him?



Your accomplishments are held in high esteem by those who are listening to you, so this is not the time to be shy or humble. And since you are not sitting behind a curtain on
 The Dating Game
 , you should be aware that the way you look is also a part of your ethos. Unless your name is Simon Cowell or Mark Zuckerberg, you need to look the part and dress professionally.



An example of the use of ethos in a speech can be found in Mitt Romney’s 2012 speech at the Republican National Convention, when he accepted the nomination of Republican presidential candidate:



I learned the real lessons about how America works from experience.



When I was 37, I helped start a small company. My partners and I had been working for a company that was in the business of helping other businesses.



So some of us had this idea that if we really believed our advice was helping companies, we should invest in companies. We should bet on ourselves and on our advice.



So we started a new business called Bain Capital...That business we started with 10 people has now grown into a great American success story. Some of the companies we helped start are names you know. An office supply company called Staples – where I'm pleased to see the Obama campaign has been shopping; The Sports Authority, which became a favorite of my sons. We started an early childhood learning center called Bright Horizons that First Lady Michelle Obama rightly praised.



Romney highlighted his successes in his business ventures to show the American people that he would be highly qualified to lead the country to economic success.



As you can see, ethos is established by what you do or have done, what you know, and whom you know. It’s all about expertise and trustworthiness.



Pathos



The next tool that helps sway your audience is pathos. Pathos refers to emotions. Words like sympathy and empathy are derived from the word pathos. The 2015 Disney Pixar movie Inside Out personified the five most basic human emotions that children can identify: joy, anger, fear, sadness, and disgust. Of course there are many more emotions, and another very powerful one is hope. Appealing to any of our emotions in your presentations can have a strong impact on your listeners.



Martin Luther King Jr. used many emotional appeals in his famous “I Have a Dream” speech. Here is an example of anger and despair:



We can never be satisfied as long as our bodies, heavy with the fatigue of travel, cannot gain lodging in the motels of the highways and the hotels of the cities. We cannot be satisfied as long as the Negro's basic mobility is from a smaller ghetto to a larger one. We can never be satisfied as long as our children are stripped of their adulthood and robbed of their dignity by signs stating “For Whites Only.”



And of course the speech is also filled with hope:



I have a dream that my four little children will one day live in a nation where they will not be judged by the color of their skin but by the content of their character. I have a dream . . . I have a dream that one day in Alabama, with its vicious racists, with its governor having his lips dripping with the words of interposition and nullification, one day right there in Alabama little black boys and black girls will be able to join hands with little white boys and white girls as sisters and brothers.



People are emotional beings, so appealing to your listeners’ emotions is likely to elicit a strong response. As the old saying goes, “Facts tell, emotions sell.”



Logos



The third appeal is logos, which refers to logic. Facts and figures come into play here, and many people call it “evidence.” You have a claim to prove, and you use facts and examples to do so.



President Barack Obama effectively used logos in his 2016 State of the Union address:



Let me start with the economy, and a basic fact: The United States of America, right now, has the strongest, most durable economy in the world. We’re in the middle of the longest streak of private sector job creation in history. More than 14 million new jobs, the strongest two years of job growth since the ‘90s, an unemployment rate cut in half. Our auto industry just had its best year ever. That’s just part of a manufacturing surge that’s created nearly 900,000 new jobs in the past six years. And we’ve done all this while cutting our deficits by almost three-quarters.



Many people respond well to facts and figures, because they can be checked and are often provided by reliable sources. However, sometimes people are skeptical, because facts and research can be manipulated or misrepresented. It is a good idea, therefore, to use a variety of sources rather than to rely on a single source for all of your information. It also helps if you tell your listeners where you got the information, who conducted the studies, etc. If logos is used correctly, interestingly enough it will help strengthen your ethos, because it shows that you are prepared and knowledgeable.



People have different learning styles, and they respond differently to the different modes of persuasion. Because you want to connect with every single person in the audience, it is important to address all three of these appeals.









CALL TO ACTION



DO:



	
Analyze your own personality and identify how it might impact your presentation.


	
Remember ethos, pathos, and logos, and try to use all three of these appeals in your talk.


	
Watch speeches given by others and take note of how ethos, pathos, and logos are used.





DON’T:



	
Limit yourself to using only one of the modes of persuasion.















TRY IT!



Go back to the work you did in previous chapters and categorize the information from your introduction and main points into ethos, pathos, and logos.



Are your arguments balanced among these three modes of persuasion? If you have a weak spot, what is it, and what information could you include to make that area stronger?

























PART II



TIME FOR DESSERT













If you have made an effort to incorporate all of our suggestions from Part I of this book into your presentations, then it is time for us to congratulate you. You now are a better speaker than most other people, because you are able to present your ideas in a format that is easy for your listeners to follow and understand, and you are taking care to ensure that they are engaged and eager to listen to what you have to say. Your foundation is solid.



You could stop right here. However, if you have experienced giving successful speeches that were well received by your audiences, we hope that you are asking yourself, “Why would I stop right here?” Indeed, why stop at being a good speaker? Why not make a little extra effort to become a
 great
 speaker?



In Part I of this book, we used the analogy of creating a succulent burger to explain how to create a solid, well-organized speech. Here in Part II, it is time to get to the really good stuff, the stuff that will transform you from a good speaker into an A+ speaker. We’d like to call this our dessert. Or better yet, the icing on the cake.



In order for you to take your presentations to the next level, in essence to become an A+ speaker, we have created the following A-PLUS model:













A –
 audience



P –
 passion



L –
 learning continuously



U –
 uniqueness



S –
 stepping out of your comfort zone







What does this mean exactly? Here it is in a nutshell:



A
 udience: You cannot just give a speech because somebody told you you had to; you should keep your audience in mind and make sure you not only speak
 to
 them, but also
 for
 them. What will the listeners get out of it? What is your
 message
 ? Is your goal to inform, persuade, entertain, or motivate? Do you want to leave your listeners with a lesson or a plan of action?



P
 assion: You must not only be passionate about the subject you are discussing, but you also must be passionate about sharing your message. Audiences tune out when speakers stand at the podium without moving or without having any vocal variety, no matter what the expertise level or the experiences of the speaker are, so you must learn to deliver your presentations with all the passion you can muster.



L
 earning continuously: Go beyond what you learn in classes, workshops, or manuals. For example, if you want to spice up your presentations with some humor, read some books about stand-up comedy. Consult outside resources on a regular basis to ensure exponential growth.



U
 niqueness: Each speaker has his or her own style, and his or her own stories. Incorporating personal stories into your speeches is critical, because it establishes audience connection and audience interest. Learn how to tell a good personal story.



S
 tepping out of your comfort zone: Take risks in your speeches and try some techniques you’ve never tried before. Do something
 different
 . You may find that you like it, and that the audience responds with a lot of enthusiasm.







In the chapters that follow, we will discuss each of these topics in more detail. If you are ready to go from good to great, please read on!







Chapter 7



AUDIENCE







I know that every time someone chooses to listen to me, it’s because I’ve earned that privilege. I can lose it just as quickly, so I respect my audience. I do my homework, I try to talk to them in a way that helps them learn, improves their lives and makes them leave with a smile, as well. Focus on doing those three things, and I guarantee your future speeches will blow away anything you’ve ever done before. 



—Peter Shankman







When you become a good speaker, giving a speech or presentation can give you a natural high. It feels good when listeners laugh at your jokes, nod their heads in appreciation, or come up to speak with you after your talk is over to let you know how much they were affected by it. Speeches and presentations that are well received make an impact because the listeners are moved and inspired.



In previous chapters we have briefly discussed the importance of knowing your audience. Knowing your audience allows you to cater your talk to their specific needs, so it is important for you to spend time analyzing who your listeners are. The only way that you can connect with them and have an impact somehow is if they feel that you are genuine and really have something to offer them.



You will want to know when you prepare your presentation what your audience’s demographics are. Are they mostly male? Female? An even mixture? What is their average age? Their educational background? What industry do they work in? Are they in management positions? How do they make their money? Are they retired? What are their ethnic and cultural backgrounds? Their religious backgrounds? Are they mostly married/single/divorced? Do they have kids? Do they have any specific things in common that bring them together for this event? Why are they listening to this presentation? Have they experienced listening to similar presentations in the past? What was their opinion or reaction after previous experiences? What drives them? What are they expecting from you?



You may be able to identify some additional questions of your own. The point is, you have to know your listeners and their needs and desires in order to make your presentation effective.



Although giving an effective, well-received presentation is highly rewarding and emotionally satisfying, you must always remember that your emotional pleasure or material gain is nothing more than a side effect of your ability to speak powerfully. Meeting your own needs should
 never
 be your motivation to speak.



Always speak for the sake of the audience
 .



You are there to teach, motivate, or entertain them, so you must put your own desires aside and think about how you can best serve
 their
 needs. Neglecting to do so will alienate or bore your listeners.



We once attended a fundraiser which was promoted with a keynote speaker who had spoken to the UN on several occasions, graduated from a prestigious university, and written several best-selling books. We were excited to hear the keynote address, hoping to learn about her experiences and at the same time possibly picking up some new speaking strategies or ideas. Boy, were we in for a shock! After dinner, when the speaker was introduced, she proceeded to the podium with her iPad, and she
 read
 her entire speech from her iPad. Not once did she look up to make eye-contact with anybody in the room; not once did she acknowledge the fact that we were there to raise funds for a charity; not once did she move away from the podium or change the tone of her voice to wake up the sleeping audience.



We looked at each other, wondering how she could possibly be considered a successful or motivational speaker. Then we looked around the room, noticing how people were talking to each other, getting up to make another trip to the buffet, playing with their phones, and totally tuning her out. Before she got to the end of her speech (and before the fundraising started), people were already leaving the room!



To this day, we cannot figure out what the speaker was thinking when she spoke at that program. It seems that she was only there to collect her paycheck, or maybe to stroke her own ego by telling us about all of her wonderful accomplishments. She made no attempt to connect with us, made no attempt to teach us anything, made no attempt to motivate us to donate generously. Whatever had motivated her to come and speak was clearly not in sync with what the audience needed or wanted to hear, and ultimately both her speech and the fundraiser itself turned out to be failures.



Imagine how different it could have been if she had done a little bit of homework to try to connect with us. If you are speaking at an event that is not on your home turf, spend some time learning something about the city or community you are visiting, and start off your talk with referring to something that the locals are proud of.



It can be anything, ranging from appreciating a hard-earned win of the local sports team, the beautiful scenery or spectacular architecture, local quirks or famous residents, to a recent feel-good news event. Anything. The audience will love the fact that you think they are important enough for you to spend some time learning about what makes them tick. Doing this will create a connection between you and your audience right from the start.



In his book
 You Are What You Believe – Simple Steps to Transform Your Life
 , Hyrum W. Smith identifies 4 basic human needs. These needs are (1) the need to live, (2) the need to love and be loved, (3) the need to feel important, and (4) the need for variety. Although Smith uses these needs as the basis for his reality model, which is intended to help people to improve the quality of their life, we believe that keeping these needs in mind when you speak will also help you improve the quality of your presentations.



The need to live can be addressed by explaining why listening to your presentation is important to the listeners, or pointing out what adverse experiences they might expect if they do not pay attention. The need to love and be loved can be addressed when you acknowledge the listeners and ask them to participate in your presentation by answering questions. It is also important that you have charisma and find ways to make the audience like you. (You will read more about this in chapters 9 and 10.) The need to feel important can be addressed by acknowledging your listeners’ interests or strengths, or, conversely, not portraying yourself as too important, but with some humility instead. Finally, the need for variety can be exploited when you use different strategies to support your arguments, like facts and numbers, personal anecdotes, etc. (Remember ethos, pathos, and logos?) Making sure that you take into account these basic human needs during your presentation will allow your audience to feel more connected to you.



Again, the audience is
 everything
 to you. You have learned to ask a lot of different questions about the audience, but the most important one must always be, “What will the listeners get out of this?” Harvey Diamond once said, “If you don’t know your purpose, your audience never will.” If your audience doesn’t know your purpose, then you are both wasting your time, but if
 you
 don’t know your purpose, then you are not an effective speaker.







Style without substance is awful. 



—Chris Anderson

















CALL TO ACTION







DO:



●
 
 Analyze your audience to maximize the power of your message.



●
 
 Adjust your speech in accordance with the needs or experiences of the audience. Good communication is a two-way street: you need to understand the audience, but the audience must understand you too. Be sincere, don’t keep people in the dark, establish common ground.



●
 
 Engage the audience by asking questions.



●
 
 Make eye contact with people in all sections of the room.











DON’T:



●
 
 Give a presentation merely to serve your own needs.



●
 
 Be monotone or rely heavily on notes.



●
 
 Wing it, because if you couldn’t take the time to properly prepare, why would listeners need to waste their time?

















Chapter 8



PASSION







Be still when you have nothing to say; when genuine passion moves you, say what you’ve got to say, and say it hot. 



—
 D.H. Lawrence







Imagine listening to a speaker who tells you about the trials and tribulations of his life, his journey to overcome these difficulties, and his achievements. The speaker then stresses that it’s nothing but mind over matter, adapting the philosophy that you can do anything that you tell yourself you can do. Then, in an effort to convince you that you, too, can achieve the seemingly impossible, he invites you to walk over a bed of hot coals that he has prepared for you in the parking lot behind the building you are in.



Would you do it?



It seems hardly plausible that you would. The speaker would have to have quite some persuasive power to convince you to do it. What do you think it would take?



We had the pleasure and privilege several years ago to attend a seminar where the speaker convinced not one audience member to walk on hot coals, but 10,000! The speaker was Tony Robbins. (And, yes, we were also convinced to walk over hot coals, and, yes, we came away unscathed.) What was it that gave him the power to convince 10,000 people to do the unthinkable?



The answer is surprisingly simple: his passion.



From the moment he set foot on the stage, he commanded the room with an incredible energy and enthusiasm. The energy he brought was invigorating; people could not help but be mesmerized by his conviction and sincerity. It didn’t take long for him to have the listeners pumped up and eating up every word he spoke.



It is clear that passion has to come in two different packages. First, you must be passionate about your subject matter. This is where some professionals who have to speak to groups of superiors, peers, or subordinates often fall short. If you’re doing your job just to make money, but your heart isn’t really in it and you don’t particularly care about the products or services your company delivers, then it will be very difficult to deliver work presentations in an effective manner. You must believe in the value of your product, or you will not be able to sell it. This principle applies to any speaking engagement – you must be passionate about whatever it is you are discussing, if you expect that emotion or response from your listeners.



But there is a second part to passion, and that is the passion for speaking, the passion to share your message with others. Here’s what sets Tony Robbins apart from many other speakers: he feeds the audience an energy, but then feeds off the energy that the audience gives him in return. He is having a blast when he is on the stage, and his obvious joy is contagious and spreads to everybody in the room.



If you don’t enjoy speaking, if you don’t enjoy being on a stage, then your listeners will sense this, and they will not be able to open their minds and hearts to receive your message. We have all been subjected to people like this at one point or another. Some speakers are clearly experts in their field, and obviously passionate about the topic, but they are uncomfortable with speaking in front of groups. They are there out of obligation, but if they had a choice, they would rather be anywhere but at the podium or on the stage.



Let’s face it: those types of speakers are not successful at getting their message across. As a listener, you start focusing on the little things that reveal the speaker’s discomfort, and you may feel a variety of things, ranging from sympathy to disinterest to boredom, but if the speaker goes on long enough, eventually you will stop listening altogether.



Avoid this pitfall at all costs. As a speaker, you have to be willing to bring it! Do everything in your power to make your presentation memorable for your listeners. Enjoy the journey, and you will be rewarded with a receptive and appreciative audience.



Your belief in the value of what you bring coupled with your excitement about sharing your information with your listeners will lead you to success.



We can illustrate this concept with a personal example. We enjoy working with children, and have organized youth leadership programs during several summers. Of course we enroll our own children in these programs, because we want them to reap the benefits too. However, despite our own enthusiasm, our kids were somewhat less enthused, to put it mildly. We ended up promising our daughter a chance for a sleepover with friends in exchange for her promise to come in with a positive attitude, to give the best possible effort that she could, and to be supportive of her brother. We even signed a contract to seal the deal.



While on previous occasions our daughter had not been able to move past the accusation, “You are forcing me to do this, but I hate it,” she now kept those thoughts to herself and pretended to have a positive attitude. Soon enough, she found that she didn’t have to pretend anymore, but that if she picked topics she cared about and put in the work to impress her listeners, she actually enjoyed herself and took pride in her accomplishments.



The end of the program was marked by a contest, and as it drew nearer, she kept asking us whether we thought she had a shot at winning. Our answer was always that she certainly stood a chance, but in order to make it happen, she would have to continue to work hard and to really bring all that she had. It certainly helped that she was familiar with our A-PLUS structure, but it was her attitude, her enthusiasm that made all the difference.



She got so excited over being excited that she wanted to share that experience with everybody else. She titled her speech “B.S.,” and boy, did that get everyone’s attention before she even started. She went on to explain that BS stands for Bright Side, and that everything you do in life is easier if you look on the bright side and approach it with a positive attitude.



She found an episode from one of her favorite TV shows,
 Brain Games
 , that showed a basketball free-throw experiment with people cheering versus people booing, and then she talked about her own experiences on the middle school basketball team. The fact that she discussed a TV show she liked and included her personal experiences about basketball, a sport she loves, allowed her to speak with passion.



However, it was her epiphany that she could have fun giving speeches just by going in with a positive attitude that really motivated her to share that message with her peers and their parents. Without that epiphany, surely her speech would have lacked some of its luster. She was as excited about the topic of her speech as she was about actually
 giving
 the speech, and she ended up winning first place in the contest as a result.



Always remember that your goal is to uplift, motivate, energize, or inspire your listeners. You cannot do so if you do not feel uplifted, motivated, energized, and inspired yourself. All of these elements need to be a part of your own emotional state as you speak.



Passion is something you feel in your heart. Passion
 shows
 your heart! No amount of reading, studying, or practicing can replace passion. If you are not yet passionate about sharing your message or speaking in front of groups, find a way to associate giving presentations with other things that you are already passionate about. Also, make sure to get yourself energized and get your adrenaline flowing right before you have to give your presentation. Maybe that involves listening to some loud, upbeat music to get yourself in the mood, or maybe that means you do push-ups before facing your audience. Whatever it is, pump yourself up so that you are at the top of your game when delivering your message.



How can you show your passion when you give a speech or a presentation? What are the attributes in others who are described as having a passion for speaking? The answer lies in the way a speech is delivered.



You should know your speech, and know it well. Do not read from a script, use notecards, or simply read the text you are showing on PowerPoint slides. Instead, know your speech and practice it often, so that delivering it comes naturally. You don’t have to use the exact same words each time you deliver your speech, but the content must be so ingrained in you that you shouldn’t have to worry about forgetting what you’re supposed to be saying next.



But passion, as we said, is about more than the content of your speech. It is about your heart. Pay attention to the way you act in everyday life when you are excited about something. Notice that when you talk while you’re excited, you speak louder and faster. Maybe the pitch of your voice goes up one or two notches. What happens when you’re angry? Does your pitch go up or down? Do you scream? When you’re sad, you will speak at a softer volume, at a slower rate. When you’re serious, you might speak at your natural volume and pitch but add more pauses.



Now pay attention to your body at the same time. When you are excited, most likely you use your arms to make big gestures. If you are standing, you are probably not staying put in the same spot on the floor. How about when you are angry? Do you clench your fists and shake them at people? Is your body tense or relaxed? Are you moving around, or are you simply taking a few steps forward, then back as you try to collect yourself, then forward again if you are still agitated? When you’re sad, you’ll notice that you don’t move around as much. Your shoulders will be hunched and you’ll be looking down. When you’re serious, you’ll be looking people straight in the eye but probably stopping dead in your tracks in terms of movement.



Notice also how your facial expressions change with each different emotion you experience. Raised eyebrows and wide-open eyes convey a different emotion than a frown with eyes that are slits. Your head will be tilted forward and up in the first case, but down and back in the second case. What do you look and feel like when you give a timid smile versus a grin versus a wide teeth-baring smile?



How does the entire package of voice, body, and face work together in different situations or with different emotions? Becoming aware of these things in your daily routines will help you become aware of where and how you should use them while speaking in front of groups.



You may have heard people say that only 7 percent of the message we are trying to get across is communicated via the words we use. The rest, a whopping 93 percent, is communicated without words: over 50 percent via body language, and about 40 percent via the tone and emotion in our voices, according to many. These numbers, however, while based on research conducted in the 1960s and 70s by Mehrabian, are taken out of context and thus misleading. 



Philip Yaffe explains how these numbers don’t make sense: “If your words are incapable of getting your message across, then no amount of gestures and tonal variations will do it for you. You are still obliged to carefully structure your information and look for ‘
 le mot juste
 ’ (the best words or phrases) to express what you want to say.” He also states, “The whole objective of most speeches is to convey information, or to promote or defend a point of view. Certainly, proper vocal variety and body language can aid the process. But by their very nature, these ancillary activities can convey only emphasis or emotion.”  So the next time somebody tells you that communication is only 7 percent verbal and 93 percent nonverbal, you can tell that person that that is not actually the case.



It should be obvious that your words are your most powerful tool in getting your message across to your listeners. Why is it so important, then, to use nonverbal elements and hone your skills in these areas? If you master successfully delivering your message by using body language and vocal variety effectively along with using the right words to convey a strong message, you will come across as more engaging, more sincere, and more energetic. And listeners who think you are engaging and interesting are more likely to remember what you told them.



One fun way to practice your nonverbal communication skills is by doing what we call the chicken sandwich exercise. Susan Dugdale, creator and owner of the site write-out-loud.com,
 uses the words “
 ham sandwich
 ,” but since we don’t eat pork, we decided to change
 ham
 to
 chicken
 whenever we use this exercise in our workshops. Here is how it works: use only the words “
 chicken sandwich
 ” over and over again for about 30 seconds each time, while pretending to feel different emotions. For example, feel excited and say “Chicken sandwich! Chicken sandwich! Chicken sandwich! . . .” for about half a minute. What did you do with your voice? Your body? Your face? Now try the same thing when feeling sad, then scared, then angry, then serious, then frustrated, etc.⁴



Ham sandwich or chicken sandwich: it really doesn’t matter which words you use, because the point of the exercise is that you practice your non-verbal communication skills without relying on words to convey your message. The words are nonsense, arbitrary – if a ham or chicken sandwich doesn’t do it for you, you can use other words, maybe
 vegetables
 or
 fluffy unicorns
 or
 sweaty socks
 or anything else, for that matter.



Do you see how you can have some fun with this? If you feel self-conscious and awkward and don’t want to do this, let go of your inhibitions and allow yourself to be silly! Do it by yourself before doing it when or where others can see and hear you. But go all out, because that’s what it will take when you give your presentation!



Take some time now to watch a few great speakers who are known as being passionate. Tony Robbins is a good example, but there are many others. Some examples are listed in Appendix A, but the list is not all-inclusive, and there are other great speakers or speeches that are not listed there. You may already have identified some of your favorite speakers whom you would like to study more closely.



Pay attention to their delivery and their nonverbal cues as they present their message. Are they nervous or uncomfortable about wearing their emotions on their sleeves, or do they go all out and give it to you raw and unreserved? This is the difference between good, or even very good speakers and great or outstanding speakers. This is where you need to go in order to become an A+ speaker yourself.

















CALL TO ACTION







DO:



●
 
 Present on topics that you know a lot about.



●
 
 Use vocal variety by changing your volume, rate, and pitch.



●
 
 Move your body, both in place by using your arms and hands, and in different places by moving on the stage to different spots at different times.



●
 
 Use clear facial expressions to convey your emotions.



●
 
 Get yourself into a positive, energetic mood prior to speaking.



●
 
 Ask yourself, “If this is the last talk I ever give, will it be worth it?”











DON’T:



●
 
 Settle for being good; instead, strive to be outstanding.



●
 
 Allow your audience to become aware of any personal or health problems you may be facing at the time of your presentation.

















Chapter 9



LEARN CONTINUOUSLY







The purpose of learning is growth, and our minds, unlike our bodies, can continue growing as we continue to live. 



—Mortimer Adler







The fact that you are reading this book shows that you have an interest in learning and improving yourself. At age 87, Michelangelo said, “I am still learning,” stressing the fact that learning is a lifelong process. Of course learning continues to take place after you have finished school. Another genius, Albert Einstein, said, “Once you stop learning, you start dying.”



The beauty of learning when you are an adult is that you have some say in
 what
 you learn. You can learn things that are of specific interest to you, or things that have an immediate impact on the quality of your life somehow. It is important, therefore, to adopt the mindset that you can learn something new each day and therefore be a better person than you were the day before. Your quest to learn and to improve yourself on a continuing basis can only lead to success, but you have to remember that it takes hard work to get to the top.



Think about somebody you admire. Most likely, you picked a famous person. Perhaps an athlete, an artist, a successful entrepreneur, or a politician. Think of what that person had to do to get where he or she is today. Really, stop reading for a minute and
 really
 think about all the work that person had to do to get to the top. Have you done so? Chances are that you haven’t even come close to imagining just exactly how hard that person worked to get there and then continued to work once he or she reached that current level of success.



One mistake people often make when they evaluate their own chances of success and compare themselves with people who have already achieved that success is that they think success is due to talent. Individuals might look at famous people and talk about how talented they are.



The problem is that we are looking at the end result and have no idea what it took that person to get there. However, surely you have heard Tim Notke’s statement, “Hard work beats talent when talent doesn’t work hard.”



Notke was a high school basketball coach, so let’s stick to a basketball example to drive this point home. Let’s talk about Kobe Bryant. Did you know that Kobe would show up for practice three hours before it was scheduled to start? During that time, he would practice his moves and his shooting on his own. He once told a
 Sports Illustrated
 reporter that he practiced before a game by shooting and scoring 400 baskets, and when the reporter asked him how he knew that he had reached 400, he gave an incredulous laugh and said, “What do you mean, how do I know? I know because I counted them!” 



Our point is that it takes hard work and a lot of effort to improve and to get to a point where you might consider yourself successful. And while many people may want to be winners, achieve fame, or attain financial wealth, few are willing to put in the actual work that is needed to get there. Zig Ziglar, author and great motivational speaker, once said, “There are no traffic jams on the extra mile.” But in order to reach your fullest potential, you have to
 go
 the extra mile. And going the extra mile means putting in the extra work. And making sacrifices. If you make the commitment to yourself to improve your communication skills, get ready to sign up for a lifetime of learning.



One way to learn is to gather information from experts. Many people have already gone where you are hoping to go, and many of them have shared their experiences with the world. Read books, read blogs, read magazine articles. Read, read, and read more! Studies have shown again and again that successful people read a lot, anything from newspapers to self-improvement books to biographies. Did you know that billionaire Warren Buffett spends almost 80 percent of his day reading?



Besides reading, you should also watch educational videos on YouTube or other platforms, and listen to lectures or presentations. Even attend a few (or many) lectures or conferences in person, if you can. On the road to success, people encounter many stumbling blocks and detours, and if you can learn to avoid them from people who had to spend a lot of effort to overcome them, then why wouldn’t you want to do that? While you may not be the kind of person who blindly follows every piece of advice that comes your way, certainly you can benefit from knowing what has and hasn’t worked for others who have already traveled the path. Always, always be hungry to learn from others.



Another way to learn is to practice and experience things for yourself. While you can gain a wealth of knowledge from others, experience remains the best teacher. Benjamin Franklin hit the nail on the head when he said, “Tell me and I will forget. Teach me and I may remember. Involve me and I learn.” If you want to become a better presenter, you cannot shy away from giving presentations! Children do not learn to walk by reading a book on how to walk; people cannot learn to swim if they never get in the water; you cannot become a better speaker if you do not make an attempt to speak every chance you get!



However, the old saying “Practice makes perfect” is deceiving. Contrary to this saying, practice
 alone
 does not necessarily make perfect. Both of our kids are black belts in taekwondo, and they spent many hours sweating, practicing, and testing to get there. One of the challenges in taekwondo is to break boards during testing. Students get three tries to punch or kick a board in half, and if they are unsuccessful, no matter how great their form and sparring segments were, they will not move up to the next level.



We watched many students fail to break their boards time and time again, and we listened to Master C lecturing them again and again, “The definition of insanity is to do the same thing over and over and expect a different result.” What she meant was that something wasn’t working right, and if students didn’t make adjustments to their kicks or punches, they would never be able to break the board, no matter how much they kept practicing. You have to make corrections in order to improve.



The same is true for public speaking. You can give presentations very often and in many different places, but if your practice is not coupled with evaluations and modifications, you will soon find yourself on a plateau with little room for additional growth.



Evaluation, therefore, is a powerful learning tool. Allow others to give you feedback, and do not be discouraged if they tell you that certain things were unclear or unnecessary. However, remember that feedback leads to growth only if you listen to the feedback and make the appropriate changes the next time you speak. You have to be coachable. For example, if somebody tells you that you showed too many PowerPoint slides during your presentation and that your message was lost because of information overload, then next time you give a presentation, cut your number of slides in half.



We speak from experience. Mushi once gave a workshop that he was so excited about that he kept adding more information as he was preparing. In the end he had more than 40 slides to work through and could only skim over the surface of the many items he tried to cover. When he auditioned with the same organization for another workshop a few months later, he was rejected based on feedback that had been given before.



While Mushi was disappointed, he vowed to learn from the experience, and was able to give another workshop later on. This time, he remained focused and was able to delve much deeper into his subject matter, while showing only five slides that simply served as a visual representation to illustrate how his main points were connected.



At the end of this workshop, the feedback was overwhelmingly positive: participants all responded that it was awesome and that they learned a lot of techniques they could implement in their public speaking endeavors. If Mushi had not been open to receiving the criticisms after the first workshop, he never would have experienced the success of this one.



As you can see, feedback is a crucial part of the learning process. If you listen to feedback and nod your head but don’t change your speaking behavior based on this feedback, then you are cheating both yourself and your listeners out of a better presentation.



Listening to feedback and implementing changes in your presentations can be tough, especially if you have put a lot of hard work into them and are proud of the end result. Whenever Mushi gives Ally feedback on a speech, she has to take her time to come to terms with the criticism. Often her first reaction is to argue that Mushi didn’t understand her intent or her reasons for including certain details or saying things in a certain way. Too many times to count, Mushi has said to her, “You fall so much in love with your own speech that you are blind to its shortcomings and unwilling to make it better.” Inevitably, Ally realizes that her initial reaction that Mushi didn’t understand her intention shows exactly that there is indeed something wrong with the way she presented her ideas.



Any time a listener is confused or misinterprets something you say, you have not been clear enough, and you need to figure out a way to fix that. Sometimes it means choosing different examples or using different words to say something, or sometimes you can simply add a few simple words or sentences to get your meaning across more clearly. But you have to be open to feedback, and you have to be willing to make changes to your presentations based on what others tell you does or does not work for them. Good speakers recognize that even a great, powerful presentation can still be better.



If it is difficult for you to accept criticism from others, even the constructive kind, trust us, you are not alone. It is not easy to set your own ego aside and be humble enough to acknowledge that others may need to help you. Do not despair, because there is still a way for you to evaluate your performance and identify strengths and weaknesses.



We highly recommend that you record your presentations. Voice recordings will do, if that’s the only option, but video recordings work infinitely better. Find a friendly face in the audience, hand that person your phone, and ask him or her to record you while you are speaking.



View the recording shortly after the event is over, but view it again at a later time. Time will allow your emotions to settle and your objectivity to reign. You will probably find that you are a far worse critic of yourself than anybody else ever was. Watching recordings of yourself will help you identify distracting mannerisms (such as pacing or awkward hand gestures) or use of filler words (unnecessary words that have somehow crept into your everyday speaking, such as
 like
 or
 you know
 etc.). It will also make you aware of your vocal variety, or lack of it, or show you if you have a tendency to mumble or jump to new thoughts before completing your sentences.



It can be painful to watch yourself, but it is often eye-opening, and the thing you need to remind yourself of is that if it was painful for you to see it, don’t you want to make sure that your listeners don’t ever get to see anything like it again?



Your lessons will not all be negative. Maybe you discover that your listeners laugh in places where you did not expect them to, and you learn that you can be funny. Or maybe your facial expressions add to your message, even though you were never aware of that before. Awareness of your weaknesses is necessary in order to work on eliminating them, but awareness of your strengths is necessary in order to hone your skills and capitalize on your assets.



Someone once proclaimed, “If you are not willing to learn, no one can help you. If you are determined to learn, no one can stop you.” Remember these wise words every day, and you too will be unstoppable!









CALL TO ACTION







DO:



●
 
 Make learning a lifelong goal.



●
 
 Read every day.



●
 
 Ask listeners for feedback and use it to improve the next time.



●
 
 Record your presentations and evaluate yourself.











DON’T:



●
 
 Stop learning once you have mastered a skill, but expand your horizons and move forward towards your next challenge.



●
 
 Get discouraged when people give you negative feedback. Instead, understand that this is a valuable learning tool.



●
 
 Think failure is a permanent state. Failure is an opportunity to try again, improve, and ultimately reach greater success than you would have if you had never failed in the first place.



●
 
 Limit yourself to Google when looking for information. Many times when you use a variety of search engines (such as, for example, Yahoo, Bing, or other sources, such as Facebook, LinkedIn, Reddit, YouTube, Vimeo, etc.) you will find that you get connected to very different sources. Also, remember that Google is a search engine, not a
 research
 engine, so if you need to find research studies and professional publications, you may need to revert to old-fashioned research practices.









Chapter 10



UNIQUE







Your goal is not to be a Winston Churchill or Nelson Mandela. It’s to be you. If you’re a scientist, be a scientist; don’t try to be an activist. If you’re an artist, be an artist; don’t try to be an academic. If you’re just an ordinary person, don’t try to fake some big, intellectual style. Just be you! 



—
 Chris Anderson







Perhaps the most powerful weapon you have in your arsenal is you. You are you, and there is nobody else like you. As members of humanity, we all share certain traits and values and we are similar in many ways. You can capitalize on these similarities by making sure that your listeners can relate to your main message.



However, you can further strengthen your delivery by incorporating personal stories in your presentations. Sharing personal stories strengthens your connection with the audience, because your listeners will see you as a normal human being just like them, rather than “an expert” or “an author” or “a professional speaker” or “a boss,” or anybody they have to look up to, who is somehow better or more powerful than them.



If you can tell personal stories that listeners can relate to or laugh at, they will like you. If listeners like you, they will be open to hearing your message. And having them open up and be willing to listen to your message is the whole point of speaking!



Many people think that personal stories have no place in certain types of speeches or presentations, such as, for example, the informational speech, or the presentation you have to give at work to your bosses and colleagues. But those people are wrong. There is room for personal stories in
 every
 type of speech. All you need to do is find a connection between your story and the information you are relaying in your speech.



Let’s discuss some examples to help you understand what we’re talking about. Ally gave a speech once at a conference titled “Aspire to Inspire.” The main idea of her speech was that instead of focusing on the big events in life (such as weddings, special birthdays or vacations, anniversaries, etc.), we should learn to appreciate the small and unexpected things, because doing so will provide us with treasure on a daily basis and make us much happier people. As part of this speech, Ally explained how her significant other in college had walked several miles in harsh winter weather to buy her a birthday gift. Here is an excerpt from that speech:







He opened his hands and revealed a blue velvet box. Inside it was a watch, its band containing golden heart-shaped links, a row of diamonds sparkling around its face, a little tag stuck in the corner saying “Was 45, now 30.” It wasn’t a watch I would ever have picked for myself, but it was beautiful, fake rocks and all. I wore that thing until it turned my wrist green.







Several things happen in this short passage. First, she sets up expectations for the audience. Hearing about the blue velvet box, the golden links on the watch’s band, and the diamonds that sparkle, the listeners envision something exquisite. The mention of the note saying that it was a cheap watch to begin with and that it was even bought on sale on top of that is unexpected and makes the audience laugh.



Ally then admits that the watch wasn’t really something she would have bought for herself but implies that the circumstances under which the watch was given to her made it special nonetheless. The final sentence, if delivered right, can score another chuckle from the audience as listeners remember having worn cheap jewelry themselves or having to live cheaply while attending college, but besides that, it hammers home the idea that happiness can come from simple, everyday things. Getting a birthday gift is hardly ever a life-changing experience, but relaying this story works because it underscores the main theme of her speech.



Because this happens to be one of Ally’s favorite speeches, she would also like to share the part that came next:







During the summer after graduation, my guy and I attended a few weddings together. Then one day in July, he called me up and said, “Since everybody’s getting married now, why don’t you meet me at the mall and I’ll let you pick out a ring.”



WHAT??!!! This was supposed to be the most romantic moment of my life! For years I’d been fantasizing about this, and then I get this phone call, “Why don’t you meet me at the mall and I’ll let you pick out a ring?” Once again, my milestone, my precious gem, was just a plain little rock. What do you think I told this fool? There was really only one thing
 to
 say: “I’ll see you there in an hour!”







You can analyze the merits or shortcomings of this passage on your own, but you should know that Ally is still happily married to this fool, and writing this book with him to top it off. The entire experience again highlights the idea that we should not put too much weight on the expectations of our milestones, because we can be perfectly happy even when our milestones seem to be disappointments.



This is Ally’s story. It is what makes her unique, and what makes the speech unique. Anybody can take the premise of the main idea and write a speech around it – the main idea is universal and applies to us all. However, what makes people remember the basic premise is the unique story that was told to emphasize it.



Do you see how important it is to include
 your
 story in your speeches or presentations? Don’t use vague generalizations or clichs to prove a point; use your own personal experience, or the experience of someone you know personally, like a family member or close friend. If you can clearly illustrate how you learned the lesson you are trying to teach the audience, then the audience is willing to accept that lesson more readily.



You may think that your own experiences are too mundane to share in your speeches, but this is simply not true. Funny or remarkable things happen in your life all the time; you just have to pay attention. Whenever you find yourself smiling, laughing, frowning, cringing, or crying, take note of what it was that caused this emotion, and store it away for future use.



You will soon find that you have a wealth of experiences that other people can learn from or enjoy. And besides, even mundane experiences (such as receiving a cheap fake watch on a birthday or going to the mall to pick out your own wedding ring) can teach you a lesson or underscore a particular mantra, and such stories will engage your audience when presented in the right way.



One of the ways to uncover your wealth of experiences is to pay attention to the stories you share in regular conversation with family, friends, or coworkers. If people express an interest in your story while you are having a plain conversation, then you just might have something that you can mold into a story for a speech.



Practice these stories on your family and friends. Tell them more than once, to different people, in different ways, and see what works and what doesn’t. Their reactions can help you tell the story better the next time.



Darren LaCroix, the World Champion of Public Speaking of 2001, encourages people to keep a journal to write down small details of things that happen to them every day that they might be able to use in a speech later. It doesn’t have to be a bulky notebook and you don’t have to be writing lengthy stories; just write enough that you can recall the details at a later time. If somebody said something funny, don’t just write down the quote, but also the context, the story around it. You could even do this in a memo on your phone. You will soon find that each day you have more to write than you did the day before, simply because you become more aware of how little experiences can relate to bigger topics.



Personal stories are powerful for many reasons, and telling a true story will always come across as more sincere than telling a made-up story. However, be brief and to the point. True stories can be embellished to add some humor or get to the point faster. You can skip over boring details and relate only the interesting parts.



Let’s go back to Ally’s story about receiving the watch. The note in the corner of the box that revealed how cheap it was? It didn’t exist. Mushi may have been a fool when it came to proposing, but he’s not such a fool that he would leave the price tag on a gift. One look at that watch told Ally that it was fake and cheap. It didn’t mean Mushi was cheap. He was a poor college student who was struggling to pay his tuition and rent, and was working only part time at the minimum rate of $4.25 per hour. To him at that time, the watch cost him a fortune. Whether you consider something to be cheap or expensive is directly related to whether you have very little or a lot of money on hand. Cheap and expensive are relative terms, right? But telling the story that way would take far too much time, and be much less entertaining.



The lesson here is that while you tell a true story, you are totally within your rights to add or omit details in the interest of making it more dramatic or entertaining,
 as long as those details support what really happened.
  Remember that the audience can spot a lie, and once they doubt one thing you say, they may doubt everything you say, so be careful with what you add. In a humorous speech you have a little more liberty to stretch the truth, and if you learn to do it effectively, you can make your listeners laugh.



We learned another valuable lesson from Darren LaCroix, and also from Craig Valentine, the 1999 World Champion of Public Speaking: “Don’t be the hero of your own story.” This means you should let somebody else get the credit for a lesson learned. You can show yourself as somebody with shortcomings and weaknesses that can be overcome with the help of others. You don’t want to come across as patting yourself on the back for being able to figure out life lessons that other people can’t comprehend.



Personal stories add life to your speech and create a connection between you and the listeners. Jacquelyn Smith has said,
 “The best speeches include a clear, relevant message and a few great stories to illustrate it.”
 
 
 While
 facts and figures can be interesting, shocking, or eye-opening, people forget them quickly. However, people will
 remember
 a story and even be able to retell it. In remembering your story, they will remember your message.



Embrace who you are, love who you are, and let that shine through in your speeches. Your story is an important part of why you speak and what you speak about, so give your presentations the unique touches that only you can give them.









CALL TO ACTION







DO:



●
 
 Keep a journal of some kind to document precious moments, no matter how small they are. Write down details.



●
 
 Practice storytelling with friends and family.



●
 
 Omit unnecessary details from your stories and stick to the point.



●
 
 Examine the characteristics that make you unique and make fun of yourself when appropriate.







DON’T:



●
 
 Tell someone else’s story and pretend it is yours.



●
 
 Be the hero of your own story. Instead, show yourself as a humble person and give others credit for solutions or lessons learned.



●
 
 Make up unbelievable information, because when listeners sense that you are lying, they will scrutinize everything else you say.













Chapter 11



STEP OUT OF YOUR COMFORT ZONE, STEP UP YOUR GAME







A comfort zone is a beautiful place, but nothing ever grows there. 







In an inspirational piece titled “My Dream is not for Sale,” Craig Valentine tells a story of how he gave his boss notice of his intention to quit his job so that he could pursue his dream. His boss offers him raises in repeated attempts at keeping him at the company, but, although the money is tempting, Valentine concludes that his dream is not for sale and he takes a dive into the unknown to see where it leads him.



During his presentation, he has an interesting exchange with his listeners when he asks them what they think stands in the way of them reaching their dreams, or reaching a higher level of their potential. The first response is the most obvious one: fear. It is followed by others, like lack of finances, family obligations, etc.



Valentine explains, however, that these things are not our biggest obstacles at all, that if we have a dream we really want to pursue, we will overcome these challenges. “The only thing standing in the way of the best is the good,” he concludes. He suggests that when things are good, we are happy and satisfied, and therefore not driven to strive for better.



“The only thing standing in the way of the great is the good.”



The problem when things are good, of course, is that it’s comfortable. We like feeling comfortable; it’s secure, we don’t have to take any risks, and there is minimal stress. Unfortunately, in a state of comfort, we lose our ambitions and our dreams, and thus our chance to grow. We are merely coasting through life when we are satisfied with being in our comfort zone. Josh Waitzkin said, “
 The key to pursuing excellence is to embrace an organic, long-term learning process, and not to live in a shell of static, safe mediocrity. Usually, growth comes at the expense of previous comfort or safety."



What this means in terms of speaking is that you have to try new things, even when people tell you that your speaking skills are already strong. If you focus on your strengths, you will continue giving good speeches. Eventually, however, you will reach a plateau and you will not be able to take your speeches to the next level.



Many people are okay with that. They are good speakers and receive praise all the time. But you picked up this book; you are intrigued by the idea of becoming an A+ speaker; you
 want
 to take your speeches to the next level and really connect with your audience. This means that you have to step out of your comfort zone.



You know that this is true in many other areas of life. For example, if you want to strengthen your muscles and therefore go to the gym regularly, you know that you have to push yourself and use weights heavy enough that they allow you to do only a few repetitions rather than weights so light that you can easily lift them over 20 times. Yes, you are sore the following day, but over time you will be able to lift that weight more comfortably, and even pick a heavier weight. This is how your body gets stronger. The same, of course, is true for your mind. You have to stretch it and do things that make you uncomfortable from time to time in order to grow.



We know that it takes a tremendous amount of courage to step out of your comfort zone. It is not easy to leave behind that which is safe and secure and to step into the unknown and the scary. What happens if you don’t succeed? Will you be able to return to your comfort zone if things don’t go as planned?



The answer, in the case of giving presentations or speeches, most likely is yes. You are not quitting your job or making some other drastic change that will dramatically affect your life. You are simply trying to incorporate new things into your presentation arsenal. Even in a corporate setting, if your new approach is frowned upon, at least people will appreciate your effort. You just have to make sure that you take a calculated risk, that you don’t try something new in critical situations. Take baby steps and try only one new approach at a time. If you are careful with your timing, you have nothing to lose by taking a risk and stepping out of your comfort zone.



However, stepping out of your comfort zone requires extra planning on your part. To ensure a better chance of being successful, you have to do your homework and be prepared, because stepping out of your comfort zone is clearly not the same thing as winging it.



For example, when Ally got comfortable giving speeches, she decided that she could improve faster if she joined the competition circuit. The first competition she joined was for a humorous speech. This was a problem, because she wasn’t funny. She had received plenty of positive feedback over time, but “You made me laugh” had never entered the conversation. She was so intimidated by the task that she almost backed out of the competition. However, people encouraged her and pointed her towards resources for help. She began reading books on stand-up comedy, joined Stage Time University, and watched comedians on TV and online.



As she moved on to higher levels in the competition, she learned to craft funnier punchlines and made changes that strengthened both the funny parts and the more serious message underneath. During the finals at the highest level, people laughed so hard and so often that she got disqualified due to exceeding the time limit. While that was a somewhat bitter pill for her to swallow, it was an incredible experience, and her speeches that followed have been better because she has been able to incorporate humor on a more consistent basis.



Mushi stepped out of his comfort zone in a similar manner once when he sang part of a song in one of his speeches. He is by no means a good singer, and since he did not take any voice lessons in preparation for this presentation, he sang horribly out of tune. However, it was the right song at the right time, and the audience was touched by his willingness to make himself vulnerable by singing when that clearly wasn’t one of his strengths. It made the presentation memorable, and months later, people were still telling him how much they had enjoyed it.



Still not convinced? Think about what the world would look like if others had chosen to stay within their comfort zone rather than take a risk and do something that scared them. In 1978, Steve Jobs gave his first television interview. He was terrified. Before the show, as he was getting ready, cameras were already rolling, and we can see him getting prepped by the crew. They ask him if they can bring him some water or if he needs anything else. He responds, “You need to tell me where the restroom is, though, because I’m deathly ill and ready to throw up at any moment.” If he had let fear stand in his way of appearing on television, he might not have been able to spread his message, and thus his product. Who knows how different the world would be today if he had failed to step out of his comfort zone on that day. Not only did he revolutionize the world with his technologies, but he also became known as one of the great speakers of our time. He is a clear example of the necessity of overcoming fear. If you have something to say, say it, even though you might be terrified.



We take that one step further and say, if you’re already talking, start doing it differently, so that you can do it even better the next time. Don’t be afraid to fail, but embrace the challenge. Ken Robinson said in a TED talk,
 “If you’re not prepared to be wrong, you’ll never come up with anything original.”⁴
 



Taking risks and stepping up to do things that you haven’t done before is clearly what needs to be done if you want to ensure personal growth. There are many different approaches you can take to make this happen. If you work in an environment where meetings are the order of the day, volunteer to take the lead on some of them. Speak in new places, in front of audiences you haven’t faced before. Join a group, such as Toastmasters, where you can practice and learn in a supportive environment. If you are in Toastmasters, don’t wait until you feel comfortable to give your first speech but give it as soon as possible (because you will never feel comfortable), and if you’re so nervous that your first speech bombs, sign up for the next one as soon as you can!



If you already speak on a regular basis and know what you’re doing, try something else that’s new. Maybe you can join a contest. Maybe you can make a conscious effort to learn how to incorporate more humor. Volunteer to give a workshop, a talk at a social gathering, etc. Take steps to implement all of the strategies discussed in this book one by one. Cynthia Chiam, founder of The Success Factory, said, “When you step out of your comfort zone, you are stepping in to your greatness.” Get comfortable with discomfort, and when you feel that you’re getting past the point of discomfort, challenge yourself with something new again.







CALL TO ACTION







DO:



●
 
 Challenge yourself and try new things.



●
 
 Volunteer to speak whenever you can.











DON’T:



●
 
 Let feelings of comfort and satisfaction distract you from ways to grow.



●
 
 Allow fear to keep you from reaching your fullest potential.







Chapter 12



MAKING YOUR MARK







Starting strong is good. Finishing strong is epic.



—
 Robin Sharma











You are now familiar with the basics of public speaking as well as with our A-PLUS model that will allow you to elevate your presentations to a whole new level. We would like to leave you with some final odds and ends that are also important for you to know as you continue to hone your speaking skills. This chapter will cover a variety of simple tricks of the trade that you can use to make your presentations more memorable.







KISS –
 Keep It Simple, Stupid



Listening is hard work, and you can never be sure that your listeners are fully focused and engaged. In most cases, they are not taking notes. They are listening, not reading, which means that they can’t flip back to the previous page to double-check something if they find themselves confused. Once they are confused, you have lost them, so you must be especially careful to ensure that they can easily understand your train of thought.



For that reason, short and concise is the best way to go. Make sure you use clear transitions when you move from one idea to another, so listeners see the connection. Get rid of fluff and unnecessary details or facts. Examine every part of your presentation and question whether it adds value to the listeners. If the answer is no, don’t include it.







THE RULE OF THREE



This is often also referred to as triad. The power of three is undeniable and can be found everywhere around us. The Father, the Son, and the Holy Spirit. Life, liberty, and the pursuit of happiness. The good, the bad, and the ugly. Practice, practice, practice. Mr. Toastmaster, fellow Toastmasters, and honored guests. Surely you can think of a plethora of other examples. Roy Peter Clark wrote in his book
 Writing Tools: 50 Essential Strategies for Every Writer
 , “
 The mojo of three offers a greater sense of completeness than four or more. . . . Use three for completeness, wholeness, roundness.” This concept applies not only to writers, but also to speakers.



Think about limiting your main points to three, using three pieces of information to support a main point, etc. Analyze the speeches of others to see how this is effectively done, and incorporate the Rule of Three in your own presentations.







POWERPOINT OR OTHER VISUAL PRESENTATIONS



PowerPoint is easy to learn and handle, and it can add some visual appeal while emphasizing your points or clarifying ideas. It is also helpful because some of your listeners may rely more on visual learning rather than auditory learning, and because it ensures that you stay on track and don’t forget key parts of your presentation.



However, have you ever sat through a presentation where the speaker had a ton of words on each slide and merely read them to you? Don’t be one of those presenters! They are boring, and their listeners get easily distracted, either by reading ahead or furiously copying all the information into a notebook.



Unless you are giving a presentation that requires you to show trends and numbers, or a long talk that can be spruced up with some pictures or graphics, consider possibly ditching the entire slideshow and relying solely on your speaking skills to get your message across, if you can. Too many times, slideshows or PowerPoint presentations are far more boring than talks, and audiences quickly lose interest if the presenter is not extremely skilled or careful.



If you DO use such visual aids, use them to emphasize your points, or to give previews or summaries to help your listeners see the bigger picture more easily. Do not use too many words on your slides, and don’t go overboard with fancy animations. Also, turn the screen off when you want listeners to focus on your spoken words, so that they don’t get distracted by your visual aids.



Lastly, use only a limited number of slides so that you don’t just click, click, click through your presentation. We follow the rule of using a maximum of half of our allotted speaking time. For example, if you get to speak for ten minutes, use no more than 5 slides, or if you get to speak for 30 minutes, then use 15 slides or fewer. You can find several books in Appendix B that discuss using such presentations in great length.







STORIES



When you tell stories to spruce up your talk and make it more interesting, make sure that the stories serve to support your point. Telling an unrelated story doesn’t add anything of value to your presentation and is a waste of your valuable speaking time and your listeners’ valuable personal or professional time.



Pick something that shows personal growth at the end of the story so that you can take listeners on a journey of discovery and hope. You want to leave your audience with a positive message, and whatever story you tell should support that message.







PRACTICE, PRACTICE, PRACTICE



We have already mentioned before the importance of practicing before you are face to face with your audience. Don’t make a habit of winging it. Even if you know your stuff and are comfortable speaking off the cuff, when you give a formal presentation, you should practice it. You will become aware of the subtleties of word choice, learn to eliminate filler words (ums, ahs, you knows, etc.), and identify gaps in your information or logic.



Practice with family members or colleagues to get feedback, practice in front of a mirror to identify potential distracting mannerisms, and practice standing up and moving around if that’s what you’re expected to be doing during your talk. Remember, those who seem to be able to pull it off effortlessly are most often the ones who have put in the
 most
 effort.







BE PREPARED TO GO TO PLAN B



Let’s say you’ve done everything you could to get ready, followed all the recommendations we’ve given in this book, put together a dazzling report complete with a graphic presentation, and are psyched to get started. When you’re up, it turns out there are technical difficulties. The visuals that you’ve spent hours preparing cannot be shown while you speak.



What will you do? Will you panic and botch the whole thing because you don’t think you can do it without your technological resources? Or will you be able to make some quick drawings on a whiteboard or flipchart as you talk, still giving the listeners everything you want them to know?



Whether you’re expected to give a five-minute talk or a 45-minute presentation, you should always consider what can go wrong and be prepared to handle the unexpected. Maybe technology is not reliable, maybe the microphone is not working properly, maybe there are far more or far fewer people in the audience than you were expecting, maybe you forgot your notes at home, maybe you dressed too casually or too formally; there are a thousand things that can happen that you may not have planned for.



Remember that the best thing to do in such situations is to improvise and realize that the show must go on. You may not be able to give the audience the incredible experience you had intended to give them, but you still have plenty to offer, and you can make the best of it. You might even find yourself using strategies that turn out to be so effective that you can use them again at a later time. Try to think about what you will do if things go wrong, but be willing to roll with the punches if something comes up that never entered your mind.







EYE CONTACT



Sometimes people with the best of intentions advise nervous speakers not to make eye contact with the listeners, but instead to look over their heads at the wall in the back of the room. However good-intentioned it may be, this is terrible advice!



First, you cannot connect with your listeners if you do not look them in the eye. They need to know and feel that you are speaking specifically to them, and that will not happen if you refuse to look directly at them. Second, if you look at them, you will likely find friendly, empathetic, engaged faces, and this will strengthen your confidence rather than your nerves.



If you feel uncomfortable making eye contact, find a few friendly faces in the room and start with them. As you get more comfortable, you will find that you can make eye contact with more and more people. We’ve mentioned it before, and we’ll say it again: your audience wants you to do well!







OVERCOMING NERVES



While experiencing some anxiety is actually a good thing because it keeps you on your toes, you do not want to become debilitated by your nerves. Sweaty palms or armpits are one thing, but if your knees are shaking so hard that you can barely make it to the front of the room, or your voice is shaky and you draw a complete blank the moment you open your mouth, then your nerves are getting in the way of your being able to present effectively.



The easiest way to calm yourself down is with deep breathing. Breathe into your belly, not your chest, and count to five when breathing in, seven when breathing out, and two before taking the next deep breath in. Of course this needs to be done before you get in front of your audience, but once you are ready to start, your taking one nice deep breath before you start speaking is not going to bother the audience.



Always remember that your listeners have your best interest at heart, and they
 want
 you to succeed. Most listeners are sympathetic and will give you a chance to calm your nerves and settle into your speech.



It is not necessary for you to tell them how nervous you are, because in doing so, you are only reminding yourself that things may not be going as you had hoped they would. Stay positive and tell yourself you can do it. Of course, the best way to deal with nerves is to be well prepared and practice your presentation beforehand.







ADD A TOUCH OF HUMOR



Inexperienced speakers who want to add humor often try to tell a funny story. But haven’t you found that while something was hilarious at the time it happened, it just isn’t the same when you retell it? We may have had to revert to the good old “I guess you had to be there” in such situations. Too often, a funny story falls flat when you try to retell it, because we get too caught up in describing the details. Even if listeners do think the story is funny, it may take too long to tell the story, and you run the risk of going off track, away from your main message.



In speeches and presentations, there are much more efficient ways to draw out a laugh from the audience. Most involve a simple punchline rather than a story.



One of them is the twist. Remember the Rule of Three? Think about something in your speech that you could describe in a list. The first two items on the list should be normal, expected things. Then surprise the listeners by making the third item something outrageous or unexpected. In Chapter 10, we saw Ally use this technique when she described the contents of the velvet box and ended with the tag in the corner that mentioned the sale price. Surprise will usually elicit smiles and/or laughter.



Exaggeration is another good way to loosen up the listeners. “That food was so spicy I could have auditioned for the part of Smaug in
 Lord of the Rings
 !” “It was so hot that summer that we got our popcorn from the cornfields instead of the grocery store.”



When you pay attention to other people’s speeches and notice what makes the audience laugh, you will learn to recognize these techniques and see that they work very effectively if the delivery is done right.



Take special care, however, not to insult your listeners when you add humor to your presentations. Topics like religion, race, sexual orientation, gender divisions, and politics should be avoided. Do not use off-color jokes, and do not use profane language. A general rule of thumb is also not to make fun of a group of people that you are not part of yourself. Avoid using accents when representing other characters or people. Do not embarrass anybody in the audience; instead, make fun of yourself.



Never preface your jokes by saying something like, “Let me tell you something funny,” or, “Here’s something that will make you laugh.” It kills the surprise factor and is more likely to lead to blank faces than smiles. Also, unless you are a stand-up comedian, using humor may feel unnatural and uncomfortable. It is best if you do not make things up on the spot, but plan well in advance and look for places to add a touch of humor after you have completed your first draft.



Remember also that humor does not always have to be verbal. Physical humor, including funny facial expressions or exaggerated body language can also make people laugh.



Humor puts the audience at ease and allows listeners to identify with you. They are also more likely to remember things that made them smile or laugh. Be careful, however, not to turn your presentation into some sort of slapstick comedy routine. Use humor sporadically; it is only a means to an end.







AVOIDING SPEED TRAPS, AND THE POWER OF A WELL-PLACED PAUSE



What happens when we get very nervous? Our hearts start beating faster, and in most cases we tend to speak much faster too. While some people have a natural tendency to speak faster than others, audiences often assume that fast-talking speakers are nervous. Moreover, it can be exhausting to listen for more than a few minutes to someone who speaks fast. It is therefore important to check yourself, and, if you do speak fast, to slow down. Make a conscious, ongoing effort to do this while you are speaking so that listeners don’t get overwhelmed and so that they have time to process what you are telling them.



And then there is . . .



The pause.



The power of a well-placed pause is priceless. Adding pauses, often in the middle or before the end of a sentence, adds a lot of emphasis. If you have something important to say and you want your audience to sit up and pay attention, add a pause. It builds anticipation and interest. It shows you are serious. Master the art of the pause, and you will have another tool to keep the audience engaged and interested.





















CALL TO ACTION







DO:



●
 
 Make sure everything you say is related to your thesis and supports the purpose of your speech.



●
 
 Incorporate the rule of three.



●
 
 Limit the number of slides you use in visual presentations.



●
 
 Keep humor short, clean, and inoffensive.



●
 
 Relax and have fun! You’ve got this!











DON’T:



●
 
 Overwhelm your listeners with long stories, unnecessary details, or irrelevant jokes. Instead, stick to the point and keep things simple.



●
 
 Treat your PowerPoint slides as if they are pages of a book, and don’t just read the information on the slides. The audience is smart enough to do that on its own.



●
 
 Panic when things don’t go as planned, but calm down and do the best you can. Remember, you are prepared and know what you’re doing.





















PART III:



RESOURCES













We hope that you have been inspired to take your presentations to the next level to become an A+ speaker who is a master at connecting with listeners. With some work and a conscious effort, everybody can reach the goal of becoming an effective speaker whose audiences are engaged and motivated.



Build your skills by incorporating the concepts of our A-PLUS model. Finally, become the outstanding speaker who is hiding within you!



In this final section, you will find other resources that can help you on this journey.

















APPENDIX A:



GREAT SPEECHES







Franklin Roosevelt. Inaugural Address, 1933.




https://www.youtube.com/watch?v=7nSgMWW-808




John F. Kennedy. Inaugural Address, 1961.




https://www.youtube.com/watch?v=fSZSbIAZlpQ




Martin Luther King, Jr. “I Have a Dream.” 1963.




https://www.youtube.com/watch?v=smEqnnklfYs




Reagan, Ronald. “40th Anniversary of D-Day.” 1984.




https://www.historyplace.com/speeches/reagan-d-day.htm




Steve Jobs. Stanford Commencement Address, 2005.




https://www.youtube.com/watch?v=UF8uR6Z6KLc




Angelina Jolie. Speech on World Refugee Day, 2009.




https://www.youtube.com/watch?v=OCOf0Ge71zg




Michelle Obama. DNC Speech, 2012.




https://www.youtube.com/watch?v=IVGAI8o5i4o

  (Note: Obama’s speech begins at the three-minute mark)











A Sample of Toastmasters World Champions of Public Speaking:







Lance Miller. “The Ultimate Question.” 2005.
 




https://www.youtube.com/watch?v=Wd1POsMkYy8




Dananjaya Hettiarachchi. “I See Something.” 2014.




https://www.youtube.com/watch?v=bbz2boNSeL0




Mohammed Qahtani. “The Power of Words.” 2015.
 
 




https://www.youtube.com/watch?v=Iqq1roF4C8s












Talented teens competing for the National Speech and Debate Association Championship:







JJ Kapur. “Let’s Dance.” National Finals, 2017.




https://www.youtube.com/watch?v=4lSFjmcld9w




Halima Badri. “Won’t You Be My Neighbor.” National Finals, 2019.




https://www.youtube.com/watch?v=9Q_uRUP8SmY


























APPENDIX B:



ADDITIONAL RESOURCES







Books:







Attwood, Bray et. al.
 The Passion Test: The Effortless Path to Discovering Your Life Purpose.



Carnegie, Dale.
 The Quick and Easy Way to Effective Speaking.



Carter, Judy.
 Stand-Up Comedy: The Book.



Gallo, Carmine.
 Talk Like TED: The 9 Public Speaking Secrets of the World’s Top Minds.



Gelb, Michael.
 Present Yourself! Capture your Audience with Great Presentation Skills.



Hamil, Sonya.
 How to Talk so People Listen. Connecting in Today’s Workplace.



Heinrichs, Jay.
 Thank You for Arguing: What Aristotle, Lincoln, and Homer Simpson Can Teach Us about the Art of Persuasion.



Helitzer, Mel and Mark Shatz.
 Comedy Writing Secrets. The Best-Selling Book on How to Think Funny, Write Funny, Act Funny, and Get Paid for It.



Miller, Fred E.
 No Sweat Public Speaking! How to Develop, Practice, and Deliver a Knock Your Socks Off Presentation! With No Sweat!



Nihill, David.
 Do You Talk Funny? 7 Comedy Habits to Become a Better (and
 Funnier
 ) Public Speaker.



Reynolds, Garr.
 Presentation Zen: Simple Ideas on Presentation Design and Delivery.



Reynolds, Garr.
 The Naked Presenter: Delivering Powerful Presentations with or without Slides.



Rohr, Steve and Shirley Impellizzeri.
 Scared Speechless. 9 Ways to Overcome Your Fears and Captivate Your Audience.



Schwerdtfeger, Patrick.
 Keynote Mastery: The Personal Journey of a Professional Speaker.



Tracy, Brian.
 Speak to Win. How to Present with Power in Any Situation.









Quotes:







“The right word may be effective, but no word was ever as effective as a rightly timed pause.”



—Mark Twain







“Be sincere; be brief; be seated.”



—Franklin D. Roosevelt







“It takes one hour of preparation for each minute of presentation time.”



—Wayne Burgraff







“Words have incredible power. They can make people’s hearts soar, or they can make people’s hearts sore.”



—Dr. Mardy Grothe







“The safest humor involves personal stories, because they are guaranteed to be original and unheard, they can be practiced and perfected, and they are highly personalized to your style.”



—Alan Weiss







“Let thy speech be better than silence, or be silent.”



—
 Dionysius Of Halicarnassus







“What is the shortest word in the English language that contains the letters abcdef? The answer: feedback. Don’t forget that feedback is one of the essential elements of good communication.”



—Anonymous







“To improve, we must watch ourselves fail, and learn from our mistakes.”



—Joshua Foer







“The brain doesn’t pay attention to boring things.”



—John Medina







“The success of your presentation will be judged not by the knowledge you send but by what the listener receives.”



—Lilly Walters







“If I went back to college again, I’d concentrate on two areas: learning to write and to speak before an audience. Nothing in life is more important than the ability to communicate effectively.”



—
 Gerald R. Ford







“You can speak well if your tongue can deliver the message of your heart.”



—John Ford







“To be persuasive, we must be believable; to be believable, we must be credible; to be credible, we must be truthful.”  —Edward R. Murrow



“The fastest way to influence your audience is through the heart, not the head.” 



—Christophe Morin







“The end of laughter is followed by the height of listening.”



—Jeffrey Gitomer







“No one ever complains about a speech being too short.”



—Ira Hayes







“The difference between the right word and the almost right word is the difference between lightning and the lightning bug.”



—Mark Twain







“He who is not courageous enough to take risks will accomplish nothing in life.”



—Muhammad Ali







“Before you write – remember that each speech has something of ‘you’ in the writing. Don’t take that away. Be yourself. Be comfortable in your own skin.”



—Phil Collins, former speechwriter to Tony Blair







“There are always three speeches for the one you actually gave. The one you practiced, the one you gave, and the one you wish you gave.”



—Dale Carnegie







“People will take more cues from your body language and your tone of voice than they will from your content.”



—Scott Eblin







“All the great speakers were bad speakers at first.”



—Ralph Waldo Emerson







“Modern-day public speaking forces you to become a performer, and as such your happiness will often be determined by the happiness of those for whom you perform.”



—David Nihill
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