Public Speaking

     Public speaking, for many people, is a terrifying experience.  To talk in front of a group can cause the shakes, sweating and shear panic for some.   I have had the opportunity to speak to over a thousand groups in my career.
  I began public speaking while employed at _____ holding the position related to a National crime prevention program for the elderly.  I completed a 40 hour Basic Instructor Development training course which helped me tremendously.  
It taught me how to prepare for any type of presentation including impromptu presentations.   I spoke to neighborhood watch groups, civic organizations, church groups, women and men’s groups, conferences
 and just about anyone that would sit still long enough to hear a presentation.  In the 10 years at this position
, I learned a great deal about public speaking, what works and what does not.  

     In giving a presentation, being prepared and knowing your subject is first and foremost.  
You do not stand up in front of people and try to pretend you are an expert on a subject if you are not indeed an expert.  If someone asks a question and you don’t know the answer, tell them you don’t know and that you will find out and get back to them.  
     In preparing for a presentation, a good public speaker must know many details before beginning to actually prepare the presentation.

· Where will you present-location of the event 

· Who will you be presenting to or what type of audience
· What topic will be covered

· How many people will be attending-so you know how many handouts to provide
· How long will you have to cover the topic
· Where will your presentation be on the agenda, will you be on a panel or other presenters before you
· Who will introduce you

· Where will you actually give the presentation and will there be a  podium 

     There are also technical details that you need to know when preparing.  What type of audio equipment will be available or if you will need to bring your own laptop and projector.  Depending on the size of the room will you need a microphone?  A handheld or a lapel microphone makes a difference if you are demonstrating a subject.  You must let the event coordinator or the requesting group know your needs and if they do not have the capability to provide what you need, you can either improvise or modify your presentation.  
     Now that you know some of the details about the presentation you can begin to prepare your speech, lecture, or training materials.  Knowing your subject thoroughly takes time and preparation. When I first began presenting at conferences, one time I presented unprepared.  It was an extremely humbling experience, but a very educational one because I never went unprepared again.  

     There are times you can jot a few notes down or bullet points on a piece of paper as simple reminders, which is my preference.  Following an outline sometimes causes me to lose my train of thought.  But using a power point presentation helps the audience be able to follow your subject, especially with technical trainings or difficult subjects. 
     In formatting what you are going to tell your audience you begin by telling them your name, what organization you are with and a little bit about yourself.  Many times your biography will be in the program and you can reference the program and just give a brief overview.  Then tell the audience what you are going to cover.  For instance, “Today, we are going to discuss Fraud and Identity Theft and how you can prevent becoming a victim.”  Then, cover your topic in a sequence that is easy to follow and flows from one subject to another.   Jumping around on different topics or rambling on about a subject that is barely related is very irritating and confusing.  End by covering bullet points of what you just told them, highlighting information to emphasize the points you want them to remember.  I always ask at the end if anyone has any questions and allow time for this portion. This allows people to ask questions for clarification or make a comment for emphasis or give a personal story regarding the subject.
     To help make your topic more interesting, I have always put a little humor in my presentation without telling jokes.  I have found if you add a little humor, people will pay attention longer and remember more about what you covered.  I am not good at telling jokes and really do not feel they are appropriate in a professional presentation.
     How you speak is very important with tone and inflection in your voice.  There is nothing more boring than attending a seminar with someone standing up there in a monotone voice talking on and on for an hour.  Working with senior citizens, I learned early on I must speak in a clear, strong voice or they would go to sleep.    Avoid using words such as “you know, ah, um or right.”  Many presenters say these words without realizing they are even saying them.  This is annoying, and makes you look unprofessional and gives the impression that you are searching for words and that you may not know your subject.  In presenting to most groups, use common language without using big words.  Most people understand on about an 8th grade level unless you are speaking to a group of professionals or your peers.
     Stand up straight and don’t lean on a table or slouch over a podium.  Make sure you do not put your hands in your pockets and jingle your keys or change.  This is very distracting.  
     I was able to overcome my fear of public speaking when I realized that people were there to hear what I had to say, not to see me personally.  If I was prepared and knew my subject then I would be a successful speaker knowing I had given the audience the information they came to hear.  
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Evaluator Recommendation
Ms. ____ gained her college level experiential learning in Public Speaking during her years as coordinator with ____.  The program she worked with is a national program that coordinates public safety, criminal justice, and the senior community to keep seniors safe from crime.  In her role she spoke quite frequently, addressing such audiences as church groups, service organizations, women’s and men’s groups, groups of high school students, and groups of seniors. Addressing both small and large audiences, Ms. ____’s speech titles included Fraud and Identity Theft, Personal and Home Safety, Abuse/Neglect and Exploitation of the Elderly, The Bridges Program – An Intergenerational Program, and Is there a Meth Lab on your Corner?

Thus, Ms. ____ learned the importance of fundamental elements of public speaking and, having public speaking responsibilities in her current position, continues to perfect her skills in each area below:

· Voice projection

· Rapport

· Eye contact

· Poise

· Effective openings/closings

· Preparation and practice

· Visual aids

· Physical environment

· Persuasive power

· Feedback

· Non-verbal communication

· Professional appearance

· Handouts

· Audience analysis

To enhance her presentations, Ms. ____ developed facility using PowerPoint and is very comfortable providing handouts appropriate for emphasis and reference.  With keen awareness of audience analysis and how her empathy and knowledge of audience affect the purpose and content of her speeches, she opens her presentations with a variety of strategies to break the ice and hook audience interest.  She closes in ways that make certain all questions/concerns are addressed and that the audience has reliable resources for future reference. 

With gesture, eye contact, and rapport-building techniques, Ms. ____ involves her audience and, when appropriate, incorporates humor as a relief valve for the often tense  topics she presents.  For example, when speaking on purse snatching, she demonstrates how a woman should tuck her purse underneath an arm, and she offers indelible illustrations to underscore her point.  One of her favorites when speaking about the need for seniors to park close to their destination and to appear confident is the time she emerged from Wal-Mart with a full shopping cart and didn’t have a clue where she had parked her car.  “I always got a laugh,” she noted, “but it was very descriptive of what people do in the parking lot when criminals watch for someone not paying attention.” 

Ms. ____ feels that her greatest strengths in public speaking center on her strong voice and animated, energetic presentation style.  Since many of her audiences have been seniors, she projects her voice so that she can be easily heard.  “I could also keep them awake with the animated stories,” she added with characteristic subtle humor.  As for any weakness, she identified an initial fear of speaking to large groups, but via maturity and experience she overcame that weakness and offers the following advice to public speakers: Know your subject, speak clearly and distinctly, and keep on the subject.”
This evaluator found Ms. ____’s YouTube video speech that she submitted for evaluation to contain excellent qualities of oral presentation.  She demonstrated facility in the pace of words and voice pitch, repetition for emphasis, stress of key points, articulation, non-verbal communication, and logical, coherent organization and development of ideas. 

I recommend 4 credits, introductory and liberal, for the student’s knowledge of public speaking.  The liberal studies recommendation is based on the student’s understanding of theory, the same as she would have attained in a college course in public speaking, which is traditionally liberal credit.  This topic could satisfy general education requirements in Basic Communication if the student added a writing sample commensurate with college-level expectations.
Evaluator qualifications: 

· Successfully completed well over 75 Public Speaking PLA recommendations in the last eight years

· Taught public speaking skills for three decades

· Spoke publically as an ordained elder for three decades

�The student clearly explains the scope of her public speaking experience. 


�The student explains how some of her learning was acquired. 


�The student explains the variety of situations at which she spoke. 


�Clear explanation of the length of time during which the student acquired this knowledge. 


�From this point onwards in the  essay, the student explains the public speaking concepts that she learned. She lists, organizes, and categorizes her learning so that an evaluator can easily extract areas of learning. She gives short examples of each concept that she learned. 


�In addition to her written information, the evaluator asked for, and the student submitted on YouTube, videos of herself speaking.  Evaluators often may ask for additional information to help them evaluate learning, and in this case, videos made sense so the evaluator could see how the student applied her knowledge. 


�Because this student had such extensive  knowledge of crime prevention, which was the subject of much of her public speaking, she also submitted a PLA request in that area.  
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