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PREFACE

Communication skills come in very handy in a lot of areas of life and work,

Gaining the self—assurance and competence to deliver effective meaning , as well
as the ability to speak confidently in front of audience, are also very beneficial

skills for social and self—development scenarios.

Hence, this book is written in order to provide guidance to individuals who wish to

improve their communication and speaking skKills.
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PUBLIC SPEAKING

GUIDELINES ¢




AN
INTRODUCTION

Talks, speeches and briefings are part of the general speech category in
aspect of the message. Messaging can be defined as a process of sending a

receiving information by humans.

This process is done with specific purposes whether to provide knowledge, to
exchange opinions, promotional purposes, for entertainment, to establish

relationships, to make decisions, to respond correctly and so on.,



3 ' AN ._ _
ASPECTS THAT NEED TO BE IDENTIFIED TO IMPLEMENT%
EFFECTIVE PUBLIC SPEAKING:

'y
1. SPEAKER

2. AUDIENCE
3. MATERIALS
4, LANGUAGE

5. DELIVERY PROCEDURES

&



v
The person delivering the speech must have credibility,
charisma and image. There are TEN important

COMPONENTS about an image and there are several
steps to display an image.



L AN .. _ -
<(\ CHARACTERISTICS OF A GOOD SPEAKERS %

g
[rustiverthiness
Reliability is an abilily to increase confidence. The speaker, must be _ |

a,bv’e/t&de&mctwhathe/belm as he Thies tevcwweg To The audience.

'gxp,e/:ﬁ/se/
szealcmgue/xfze/zﬂ}se/w referned To his c{wp/m&w/ed?eeﬁﬂw subject he

t/.stalkmgualmut This mea,mﬂwtﬂwspea/w/vnmthawkn&wled?e
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<(\ CHARACTERISTICS OF A GOOD SPEAKERS %

— S
A dynamic speech is o speech Thal is aclive, energelic and full of
interest in what s WoawL Pa/sséwspwchbs speech Thal dees
masler The subjecl; lacks enerqy and s nel asserlive.

Determination

Refers To the speakens abilily To hold his spinion and pssiisn wilhin
wmw%m This means M%Uzmmwéac&m of

immalure, ﬁwspealw/mhmddbaabv’e/wchanyaha mind. Hewever,
45 leng/a/s his WWMWWM acce/pIaHe/, ﬂwspw/%e/v

t stick to his posilion.
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<(\ CHARACTERISTICS OF A GOOD SPEAKERS

Hosptalty @
This means thal the 5pwl¢e/vcamwtse1aaﬂatehmd5'&zemﬂw
audience. [he speaker should emphasize The simiardy belween
hume/ﬁano&ﬂwaudwnw Th@%ojoae/s of/okmg/ caring, Wg@nﬂe/
and, humble can help increase The credibilily Qfépwke/z/wm
audience.

Honesty

The/éfwa/wvnuwtafwmﬂwtﬂwaudémwm that he (s
” henest: [his cs mewﬁIwﬂ?wMUwawmdmw‘C?@wAfﬂdm



AN .. _
<(\ CHARACTERISTICS OF A GOOD SPEAKERS

SMWMWWW Thal the speaker is sincere. [his\\
important lo enhance The credibilily eérﬂwspewh in The audiences

s i
-Pcu/éngp ﬂd’entémwﬁw(/waw?a

The speaken must make sure thal the stalement in the subject on
mallter he. is talking aboul is nst enly thue bul alss impontant: The

M@%Wﬁpwmwwmmwmwwfmmm&zﬁom The/éfwalw‘u
sheuld, ea/z,ne/sﬂl/ convey his wly'ectofvnwssa?e/ s6 Thal The audience

be melivaled To do The same.
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<(\ CHARACTERISTICS OF A GOOD SPEAKERS %

\ ‘
Speakers need To shour thal they care aboul The inlerests and welfore |
GK'UL@MW
Presence

Th@épeakmsh&uldmmmém dress well and, be able Ts

%mwmsmm



AN .. _
2. AUDIENCE ' %

@ -
Audience is a group of pesple whe will listen To- o speech. fnowledge |
aboul The audience such as thein background, beliefs, sscial pssilion,
S is very unf,ele‘antﬁmﬂw speaker To analyze his audience To
adjust the Topic, m%sagamo&/wwmmflaoéh'w speech.



¢ o ‘ %

Damwmcmademaa @
/{W@dg@gﬁdane?nopmmmmtm allows The speaker To
anticipale The audiences response To The proposals presented and help
Uze/afzwke/vchme/ﬂwﬂmt%wtam 577@01‘6%.

&
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¢ SMATRIALS %

'y
The determinalion of speech matenials invelves the processes of _ |
choosing a Topic; nesearching a Topic; drafting and. onganizing o topic,
organizing ideas, drafling o speech and s on. All of These mallers
are o Speech preparalisn phocess.

o[his process allows The speaker To examine and limil ideas and

\%&m@wwﬁdﬁmﬂwawﬂaﬂaa%oﬂmaﬁmw sutlalble o1y net:



: AN .. _ E

@ -
Swmnymmm are evidence used To further stengthen the
W%Uw speech. Suffwﬁlfmg/ maleriols con alse exploin The
tdeas Géﬂwsfwech

&
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Use of (fisual flids @

(fisible aids mmW%eWmﬂismbqﬂwmmwhdp
The speaker convey his me/.séa?e/tevﬂwaudémc&

(/isible aids nw/wa?eaz»w/vﬁwﬂw speaker T convey his me/.séa?e/w
the audience.

(Whal the speaker needs To nemember is Thal the Tosl used sheuld be
5Ma£mﬂwaudéawe/ancéwdhb!@ﬁmﬂwtopia



L e Wl S
Pictures (Phetos on D/uwféngzs)
B/ao/@bva/zd/whote/()md

Audie ({Jnitlen handeul information
icdes tape

Medels
” Charts and Déag/wm/s



'The/benefvm of visual aids -
Save time
gxfz/am complex mallers

Ha//w maintain audience inlerest.



L AN .. _ -
< cemse D)

@ -
'qu?eneij, IWW{/.) a/ibelémawdmyofvddwm%mw?% |
Mg&tmﬁ%maam To exploin atlitudes anc%rw/m?/s to make
reporls, To conducl discussions, To Teach; To convince, wavﬂwence/
muinds as well as The aclions %WWW

&



AN

vl speaker sheuld have a purpese when arranging wends, phnaom,@
clauses and senlences in The speech Texl; WWW speakers
IWW should, be;

- Clear,
T&Mmdmlan?uayaﬂwspwhmshodohmwhath@nm
simply and direclly. Clear /an?uage/cawc/a/u%y u%sfunoﬁm



AN

fimeng The characleristics of language clarily are:
a};fawaéhmdoébep/wa}se/andcmw/zd"& The/wfmal/ tdeas
sheuld be explained Mmg//wwﬂwtw easy Lo understand.
a}Be/ca/wéfu/ whamu/.smgxtechmcal/anyua?e/ I s Mtw?mwe/
a}Be/ca/wéfu/ whan/u/.smg/wmd/s the/ax/mednwwngxs o
csmwl‘aﬁw//angxw?&

i fllways explain whal is meant lo avoid confusion and

 misunderstanding, especially the concepls applied in the text of the
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<> 5. DELIVERY PROCEDURES %
@ =

T/Le/wa/wwfeva/spw& MW@G@WW@@W
ddwngstpwch, nwndqﬂz@mbulaz»pectandﬂwm—umal

ospect

&
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\
Werbal fspects Jn Presentation '
[o meel this Wmn]?ﬂwspwlw/vnmtbacafw/ﬂ@andékdledm
ﬂw/u/.se/eé'/anyua?e/ Thes s W@WWM
@xfz/wsswe/u%ofz,maﬁm

&



AN

\fon-(ferbal Aspects Jn Presentalion g@
(ferlal aspecls in speech delivery can baaxplwwm@uyhﬂw use
nen-verbal aspecls such as -

ifGestures

iody language

flegce. prajeclion
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<> DELIVERY METHODS - %

\ ‘
There are 4 basic metheds Lwde/méng/wspwch: |
il _
u}ewdm,gz Text

iRefer To The Fromework

&



: ' AN .. _ E
iflemenization

@ -
T/Le/épea/wvméte/s and Then memerizes The enlire speech. .
5WWW/LWWW5WWWWW n
adafIm?tevﬂtm% orv problems Thal are nel expecled To occur while
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@Spm@wm

\
This situalion eccurs when a speaker is asked lo deliver o speech

suddenly. Thes meﬂwcécanalwb@e/xchmyedbt/ pea/ungzbmeflt/ and
as ?e,ne/w//:/ axsp%&obv’e/wmcdmn(n?uoﬁ/ eémﬁoﬂmaam
I s best o use personal e/xpe/wawaw&'zameﬂwcmt&n]}» eéﬂws

\%meéw



V'
iReading Text

This wﬂze/nwétcemmenmeﬂwdwsedby 5fwake/w, whwhwt&W
on The manuscripl and eccasionally losk al The audience. ﬂfﬂwuyh

accuracy mba?ua/zwﬂfeecé, Uw/wa/wfz/wbv’anw To add, cenlenl To The
5peechwwtwnwin1hbveqe/con1hd§wiﬂbﬂwaudémc&
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Refen tothe Pramewsonk . %
@ e

W 6
h/M mad&

\%@d@ preparalion
befonehand.



-
%

REMEMBER | 5
J)g

Deliver your speech in a calm, but serious and earnest manner.

Communicate in simple, clear lanquage that can touch the
listener's feelings, interest the listener and make it seem like you
are with the listener.
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THE 8 FUNDAMENTALS
OF COMMUNICATION ¢

&/







2 CONVERS
ZONVERSATION SKILLS %

-
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S.ESTARLISHED LISTENING AND SPEAKING %

PROCEDURES. @ e

o uw/uc{e/
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4.RESPECTFUL VOCARULARY
Tev avoetd
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c 5.THE POWER OF THE PAUSE.
[ and clarigying skils

i _I ot i W/q me&e/m@

pauses belween statements and enceurage

. ! ._ a,cul&uwoé/aamm?/walwcmte/éw
Wwémgutmw
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6.PRACTICE SPEAKING AND LISTENING IN NATURAL%

~ SEITINGS. e
[o raise @ St
SR o

W

) sclualions




7.INTROSPECTION




:E QRS
- T .
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REMEMBER | J)g

Good communication 1s a habit

£



Any questions?
g

Let's work together
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