APPENDIX F



SPEAKING TIPS



�

HANDLING NERVOUSNESS

	When it comes to standing up and giving a speech, most people are nervous.  It does not matter whether the speech is before a group of friends, strangers, unit members, senior leaders, or even family members--everyone gets nervous.  Actors are nervous before the play begins, politicians are nervous before campaign speeches, and most ministers and priests express nervousness before delivering the weekly sermon.  It is little wonder then that the average person is very nervous when called on to give a speech.  Surveys indicate that 75 percent of experienced speakers encounter nervousness and stage fright before any speech.  Other surveys indicate that the fear of public speaking rates higher than the fear of death or disease.  It appears that nervousness or "stage fright" is perfectly normal at the beginning of a speech.  In fact, it is desirable.  To be nervous at the start of a speech heightens your awareness.  The question is not how to remove nervousness, but how to make your nervousness work for you rather than against you.  The following tips can help you use your nervousness to work for you.



	Don't fight it.  Nervousness can be like a rip-tide at the beach.  The more you fight it, the more it will wear you down until it finally drags you far out to sea.  However, rip-tides are easy to conquer.  You do this by swimming across the tide instead of against it.  Shortly you will be out of it and free to swim to the beach.  Nervousness is the same way.  Accept that nervousness is a positive experience that will heighten your senses.



	Take a brisk walk.  A brisk 5-minute walk shortly before standing up to speak gets your whole body loosened up while burning off excess nervousness.



	Memorize your introduction.  Spend time crafting your introduction so your audience clearly understands where you are going with your speech.  Practice the introduction over and over so you can look at your audience and not at your notes.  This will help your audience to feel that you are in control, and they will listen to what you have to say.



	Sit with your feet flat on the floor--don't cross your legs.  Crossing your legs is a sure way for one leg to go to sleep.  When you stand up and start walking to the podium, you may stumble because one leg is asleep.  We suggest that you wiggle your toes just before you stand up to approach the podium.  This will help get the blood flowing and prevent the lurching walk to the podium.



	Let your body relax as you wait for your introduction.  This is the time to drain the tension out of your body.  Relax your shoulders and let your arms dangle.  Look over the audience for friendly faces you can focus on when you stand to speak.



	Concentrate on communicating with your audience.  They have come to hear you.  Concentrate on what you have to tell them, not on your nervousness.



	Breathe properly.  Take a couple of breaths, exhaling slowly and deliberately before you stand up to speak.  In the course of your speech don't forget to breathe.  Breathing properly can help you relax and lessen your state of anxiety.



	Tell yourself  "Let's go!"  You are telling yourself that it is time for your whole body to concentrate on communicating to your audience what you have spent time preparing.



	Make and keep eye contact with your audience.  Remember, you are speaking to a group of individuals, not a blur of faces.  Good speakers seek out individuals in the audience and focus their remarks to the individual.  Identify friendly faces in different sections of the audience and talk to them one after the other.



	Your audience wants you to succeed.  You're going to stumble as you speak.  This happens to all speakers at one time or another.  Take time to look at your audience.  You will see and feel encouragement and acceptance from them.  Just talk to the audience and they will listen to you.





WORD CHOICE AND ENUNCIATION



	Long and difficult words and phrases in a speech quickly alienate the audience.  Difficult words and phrases, especially mispronounced, focuses the audience's attention on your delivery style and not on what you have to say.  If you must use a difficult-to-pronounce word or phrase, practice it until it becomes natural.  Where appropriate, use it in everyday conversation until it becomes natural to you.  Then when you use it in your speech it will sound natural.  Also, clarify any new words or phrases that are not very common to your audience.



1.	Consider the age of your audience.  You can frequently irritate an audience older than you by frequently including youthful phrases like "you know."  Your actions may even tempt some of the audience to say, "No, I don't know."



2.	On the other hand, use nostalgia with caution whenever you speak to a younger audience.  If you're not careful, you will quickly cast yourself as out of touch with current thought.



3.	Remember, your audience's focus is not you but their problems.  Therefore, begin by focusing on their needs, then your words will find acceptance.



Apply your knowledge to address your audience's problems.

Draw on your own experience as it relates to your audience.

Dress according to your audience's expectations  (e.g., formal, be formal; informal, be informal).



4.	Don't patronize your audience, but do select your words that address their needs.  Your audience is your partner.  They will apply their own experiences to understand your words.  For example, how would you describe the Grand Canyon to an engineer who had never seen it before, or tank operations to a group of women who had no understanding of the military?  Your task is to make your topic understandable to your audience's experiences.  An effective way is to tailor your words to your audience's understanding.  You accomplish this by analyzing your audience to identify their experiences, values, interests, and any taboos that may affect your speech.





GESTURES



	Gestures reflect the speaker's individual personality.  What gestures are comfortable and right for you may not be right for another.  The following rules apply to anyone who wants to become an influential, effective speaker.



1.	Respond naturally to what you think, feel, and see.  All gestures should appear natural and well timed, and they should help the audience focus on your primary message.  If you inhibit your impulse to gesture, you will probably become tense which may distract the audience.



2.	Let the content motivate your gestures.  When you speak you must focus on communicating--not thinking about your hands.



3.	Suit the action to the word and the occasion.  Every gesture you make should be purposeful and reflective of your words, so the audience will note the effect and not the gesture itself.  Don't overdue gesturing.  This will detract from your message.  Consider the age of your audience.  Young audiences usually respond to speakers using vigorous gestures; on the other hand, older audiences or more conservative groups may feel threatened by vigorous gestures.



4.	Be convincing with your gestures.  Effective gestures are vigorous enough to be convincing, yet slow enough to be clearly visible without overpowering.



5.	Make your gestures smooth and well timed.  Every gesture has three parts:  (1) the approach when your body begins to move in anticipation of the gesture, (2) the gesture itself, and (3) the return when your body moves back to a balanced posture.  You must practice gesturing during rehearsals, but don't try to memorize every move.  This will make your gestures stilted and ineffective.



6.	Make natural, spontaneous gesturing a habit.  Begin by looking at what you do, if anything, when you speak.  A good way to do this is to videotape your rehearsals.  The video camera is both truthful and unforgiving.  It will capture your bad habits that you can then work at eliminating.



7.	Use pointer, chalk, pens, and markers to reinforce.  Look at your audience when using a pointer.  When using chalk, pens, and markers, don't talk to the board.  Doing this muffles your voice and distracts from what you intend to communicate.  Make your comments to the audience, add your markings to the board, and return to your audience.  Practice this until it becomes natural.





MOVEMENT



1.	Oral animation keeps an audience alert and helps them focus on the right things at the right time.  Physical animation does the same thing.  In a process called "blocking," actors and singers carefully plan in advance--even diagram--each movement from place to place.  During rehearsal, they mark off the stage with pieces of tape.



	Although military briefings and speeches certainly aren't performances on that level, we encourage you to plan and perhaps even block movements during rehearsal so you'll move confidently and naturally during your presentation.



	When you speak from a large stage, plan some movement so people on both sides of the auditorium can see you "up close."  In a smaller, more intimate setting, body movement is still important.



	When practical, move comfortably and naturally away from the lectern for a time.  Then return.  By planning these movements, you won't be away from the notes when you need them.  Even better, you'll prevent aimless wandering that often increases your stage fright and tires and exasperates your audience.



	Small movements also demand attention.  Eliminate "happy feet"--the nervousness that manifests itself in aimless pacing, swaying, and shifting--this can tire and exasperate the audience too.  When you make planned movements, stop completely at each destination, and then speak awhile before moving again.



2.	Lecterns likewise demand your attention.  They are useful tools with only one purpose:  they hold up your script.  Sometimes they hold up the speaker too.  Lecterns have other built-in difficulties for speakers.  When you stand behind some lecterns, all the audience can see of you is your head bobbing around like one of those ducks at a shooting gallery.  Others have lights designed to illuminate your notes.  Incidentally, have you ever considered what effect this has on you and your audience.  To your audience you may appear in a most unflattering posture--a bobbing Frankenstein head.



	"Lectern rockers" are speakers who rely on the lectern.  You can imagine what you look like standing behind the lectern and holding it so tight that it begins to rock back and forth.  I suspect your audience is holding its breath waiting to see if you fall into the front row.



	The best speakers may stand behind the lectern for a few seconds to compose their thoughts before they move into the light.  Practice stepping away from the lectern and speaking directly to your audience.  Your eye contact with the audience will improve and you will convey more confidence in your abilities as a speaker.





USING OVERHEAD TRANSPARENCIES



1.	Practice giving your presentation using your visual aids to find out how well they project and to check for spelling errors.  Have a friend sit and watch your presentation and make notes on any problems and improvements needed to your visual aids.  Practice using your overhead transparencies so you will be comfortable with handling them correctly.



2.	Stand off to one side of the overhead projector while you face the audience.  Too many people stand between the overhead projector and the screen causing a shadow of the presenter's body.  Standing to one side will allow the audience to see you, the presenter, and will prevent you from blocking their view of the visual aid.



3.	Do not face the "projected" image on the screen.  Face your audience and not the screen.  Many presenters face the screen and end up talking to it.



4.	Righ-handed speakers need to place the overhead projector to their right, and lef- handed speakers need to place the overhead projector to their left.  This will make it easier for you to face your audience and write if you need to.  In either case, you want to stand in the center of the speaking area.



5.	Place your overhead projector on a table low enough so it does not block you or the screen.  Have a small table next to the overhead projector so you can stack your viewgraphs before and after you use them.



6.	Tape the power cord to the floor to protect you or someone else from tripping.  As the presenter, tripping over the cord and falling, although humorous, is one gesture you would prefer to avoid.



7.	Store your overhead transparencies in a sturdy container so they will stay clean and protected.  Label the box and include a "clean" copy of your handouts.  This will make it easier for you the next time you give this presentation.





THE FLIP CHART--OLD, BUT RELIABLE



	Most of the presentations you will deliver are before small groups of 35 people or less; the flip chart is the perfect size for informal settings and training seminars.



	There are several advantages of using a flip chart.  Here are just a few:



Flip charts do not need electricity.

Flip charts are economical.

You can easily add color to flip charts with inexpensive markers.

Flip charts allow spontaneity.



	Although flip charts are not today's state of the art media, they are reliable and don't require any special skill to use them.  The following tips will help you use them effectively.



Design your charts on paper before drawing them on the flip chart.

Write in pencil before using flip chart markers.

Follow the 7x7 rule:  no more than 7 words on each line and no more than 7 lines to a sheet.

Use flip chart markers, not regular magic markers.  (Flip chart markers will not "bleed" through the paper.)

Avoid using the colors yellow, pink, or orange as they are hard to see.

Avoid using too many colors per page.  Recommend one dark color and one accent color.

Keep a blank sheet of paper between each page to prevent material from other sheets "peeking through."

Print neatly and legibly.

Give yourself plenty of time to prepare your charts so you can review and make any needed changes or corrections.





TIPS ON HANDLING QUESTIONS FROM THE AUDIENCE



1.	Listen carefully to the question and repeat it aloud.  Ensure you correctly understand the question and that your audience knows the question to which you are responding.



2.	Look directly at the person asking the question and answer directly.  Give simple answers to simple questions.  If the question demands a lengthy reply, agree to discuss it later with anyone interested.



3.	Refer to your speech.  Whenever possible, tie your answer to a point in your speech.  These questions are a way to reinforce and clarify your presentation.



4.	Anticipate questions.  Prepare supporting material in three or four areas in which you anticipate questions.



5.	Be friendly; always keep your temper.  A cool presentation creates an atmosphere of confidence.  When a hostile questioner responds, act as if he or she were a friend.  Don't put down your questioner with sarcasm as you will immediately create an atmosphere of sympathy for the questioner.



6.	Always tell the truth.  If you try to bend the truth, someone will almost always catch you.  Always play it straight, even when your position is momentarily weak.



7.	Treat two questions from the same person as two separate questions.



8.	Don't place your hands on your hips or point at the audience.  These are scolding poses and give the appearance that you are preaching.



9.	Keep things moving.  Keep your answers short and to the point, especially when many members of the audience are participating.



10.	Conclude smartly.  Be prepared with some appropriate closing remarks.  Conclude with a summary statement that wraps up the essential message you want your audience to remember.





OTHER SPEAKING OCCASIONS



	Frequently, you'll address audiences on occasions that are not briefings.  You may introduce speakers, present awards, speak to the press, or speak as an instructor.  Here are some general guidelines to help you through each situation.  





Introducing Speakers



	Your job is to prepare the audience.  Be brief and to the point.  Avoid telling a story about yourself or promoting your own philosophy.  Set the stage by introducing the speaker by name (pronounced correctly--personally check with the individual beforehand).  Then announce the topic, its importance, and the speaker's qualifications to talk on the subject.



	In military settings, it's common to enumerate a speaker's past jobs.  Be creative with those stuffy laundry lists.  Tell a story about one of the jobs that has some bearing on the speaker's topic.



	Where do you get such tidbits?  They're rarely in the provided biography sheets.  Your best bet is to talk to the speaker or a colleague.



	When telling any story, though, keep in mind your goal:  to smooth the speaker's entrance.  An irrelevant or embarrassing story won't do that.



	Here are two other things to avoid.  First, don't delay your announcement of the speaker's name unless surprise is really important.  Second, don't steal the speaker's thunder by summarizing the speech's major parts or telling the speaker's favorite joke.



	Following the speech, it's often appropriate for you as the one making introductions to express appreciation for the audience.  Be sincere and brief.



Making An Announcement



	Announcements should be simple presentations.  You may use humor or visuals to help listeners remember, but keep the message brief.  In How to Speak Like a Pro, Leon Fletcher suggests a basic outline that may be helpful in your next announcement.



�		Introduction

			--Attention-getter

			--Preview

		Discussion [Development]

			--Name of event

			--Date and day

			--Time

			--Location

			--Cost

			--Special features

			--Importance

		Other necessary details

		Conclusion

			--Recap

			--Memorable statement





Presenting Awards



	The award ceremony honors someone in the presence of friends and colleagues.  Your role is to keep the focus where it belongs--on the recipient.  After a brief attention step, explain why the award exists and name some previous winners.  Then praise the new winner in credible terms and invite him or her to speak.



	Resist using this occasion for unrelated ideas of your own.  Let the recipient have the spotlight.





Receiving Awards



	We often joke about the long-winded acceptance speech, but almost never hear one.  Unless you're the famous exception, take time to fully thank the person who presents the award and those who have helped you earn it.  Relate some personal experience or plan for the future that helps people share in your happiness.



	Avoid the extreme "I-don't-deserve-this" approach that leaves an audience ill at ease.  They need some reassurance from you that the ceremony has been worth their trouble.  Enjoy for them your moment in the limelight.





Impromptu Speaking



	Effective ad-libbing comes naturally for only a few people.  The rest of us need much trial and error to overcome anxiety, think quickly on our feet, clearly express ourselves, and then know when to stop.



	Normally, you'll speak impromptu only on topics you know something about:  for example, in a meeting when the boss asks a question in your area of expertise.  To answer effectively, listen carefully so that you'll understand both the question and the questioner.



	If the situation allows, plan your answer by writing a short list of phrases responding to the question.  Draft your answer mentally and revise the list as appropriate.  Plan mentally a thesis statement and two to three major points, and deliver your answer with the thesis statement up front.



	If you have to answer immediately, but don't yet know exactly what to say, repeat the question aloud in your own words.  That will confirm whether you understand the question and allow some time to mentally research an answer.



	Always close your impromptu remarks with a return to your controlling idea, remembering not to leave a "so what" in the mind of your audience.  Then stop talking.  Don't ramble on with more and more details just because everyone is listening.





Speaking To The Media



	All of us (Army, Air Force, Marine, and Naval officer; NCO; enlisted; or DOD civilians) are always ambassadors for the military.  Our speech and our actions reflect on the military.  This is especially true whenever we talk with the media.  We must remember that as ambassadors we represent our service to the media and the civilian community.  We have provided the following guidelines to assist you whenever you comment to the media on the military.



	When approached by the media to comment as a spokesperson for your service on any subject, your first question should be, "Have you coordinated this request with the public affairs officer (PAO)?"  Even the most innocent-appearing request can backfire, causing you and the military embarrassment.  Regardless of the reporter's answer, always solicit and follow your PAO's advice before proceeding with an interview.



	Ask the reporter to define the topic clearly.  Ask whether the interview will be "live" or taped in a studio, your office, or elsewhere.  Then ask your PAO to help you prepare, which may include rehearsing with potential questions.  The PAO can play the reporter's part and assist you on ways to respond most effectively.



	During your consultation with the PAO, you can plan how to deal with difficult questions.  "No comment" is never appropriate.  When information is sensitive, classified, or you just don't know the answer, say that.  Most reporters appreciate and deserve that kind of honesty.  If a question goes beyond the agreed topic, say that--and terminate the interview when a reporter persists.



	Most reporters enter an interview with specific goals in mind.  You should, too.  Here's your chance to tell the military story accurately and forcefully.  If necessary, write out and study the points so you'll clearly implant them when the opportunity occurs.





Speaking As An Instructor



	During your military career, you'll often teach by focusing and shaping complex ideas and skills for your peers and subordinates.  Teaching needs more preparation than just briefing or lecturing.  Your students will have to demonstrate understanding; they will question you more frequently and deeply.  The following tips will help you prepare yourself to teach.



Be in control, yet demonstrate a willingness for give-and-take.

With an enthusiastic, conversational style, communicate your personal interest in the subject and in each student individually.

Use examples that relate to your students' lives here and now.

Maintain your credibility; know your subject.

�PAGE  �





F-�PAGE  �8�










