Make time to prepare, practice speeches

Must pecple whin agrec to give a speach
find themsehes scrumbling for propamtion
timae af the Last minute

They frantically jot down nofes the nighs
before or in the car on the way to the ovent.

They wre beft with no tiome @ eehosrse,
The odds of giving 4 good speech are stacked
aeainet therm hefore thew sven arrive.

Wiy will delbiver 2 memaorable anoech with
mere confidence, berrer volee indection and
enhanced body langapge if vou adequateby
prepare and practice. Here are some fps:

L Dwom't dssmnee you cin *just wing 11" be-
canse wour Ang an expert. A good apesch is
tailored to the sadience and full of ezonples
and storbes that will strike & chord with them
This takes thought and preparation
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to mve i speech, set sside time fo prepare
and rebearse. Manage your calendar =0 that
podi can pul the fimishing touches o wour
epgech and rebearss at beast pwic.

3. Rehearse in private, in front of & marros.
THe benehit of this technigue is seeing yoour-
sell as pthers see yo

4. Say your specch oot bowed in front of the
merror and time it Pretend you are at the po-
divim nnd gesture. Listen o yoarself o moake
Sure Fin are using good vokce intection.

Rewise the sentences you stumble tyer o
ke thiem How meore smocshly, Shorten the
parts that drag or go into dvo muach detail

T v mre ssked o aneak fowr 20 minuates.
neke snre wour spesch fakes na moke than
that. Leave your andience wanting more, net
lizes

Lo deliver & good speech, you muss pro-
pare aad practice, Consider the tiose spent un
imwesirmeent in your prodessinnal reputation
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Timing is
everything
in speaking

ecently, the chief ex-

ecutive officer of a high-

ly successful company
headquartered in Michigan
was honored at a major busi-
ness luncheon.

His speech was jampacked
with information and anec-
dotes about his company,
causing him to speak well past
his allotted time. He lost his
audience.

An easy way to avoid the
trap of trying to tell everything
in a single speech or presen-
tation — whether three min-
utes or 30 minutes — is to time
your presentation in advance.

Here are some useful tips
that will keep you out of the
penalty box:

» Ask in advance how long
you are expected
to speak. Request
no longer than 20
minutes, which is
the optimum
length. Then, pre-
pare your remarks
to fit the time

frame. Allow time ~ PATTY
for questions.

\Time your McCARrTHY/
speech for best PAULA
results. Shorten BLANCHARD
and simplify your STONE

remarks so that
your key messages
stand out.

» Take time to
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breathe. Timing
yourself in front of a mirror
will help your pacing. Build
in time for pauses after each
main message and make eye
contact with the audience.
»Use PowerPoint slides
sparingly. Allow two to three
minutes per slide. Resist the
temptation to drag your audi-
ence through too many slides.
They can’t keep up and will
quickly lose interest.
Make sure your slides are
legible from the back row.
dRespect your audience.
Finish early and open the floor
for questions. Appoint someone
to give you an obvious signal
when you have two minutes re-
maining. Then, conclude your
remarks even if it means leav-
ing out an important point.
Patty McCarthy and Paula
Blanchard-Stone are partners in
MocCarthy-Blanchard, an execu-
tive training firm. Contact them
at mccarthyblanchard.com or
call 339-7447 or (313) 882-9200.




