Chapter 12 Reading notes
Delivery: Regardless of how brilliant your content is, your delivery is what guarantees your audiences access to it.

I. The kinds of Delivery

a. Manuscript

i. Great for detailed speeches

ii. Hard to mess up

iii. Can lead to confidence

iv. Can’t adapt

v. Hurts eye contact/ Audience connection

b. Memorized

i. You look awesome

ii. Allows contact with the audience

iii. Can be detailed

iv. Can’t adapt

v. Very risky

c. Impromptu

i. Anticipate you may be asked

ii. Focus on audience and situation

iii. Accept with assurance(“That’s a great question”)

iv. Organize your Thoughts

v. Don’t ramble(It can quickly happen if step four is not taken)

vi. Don’t apologize(The worst thing you can do during an impromptu)

vii. Provide support, facts or logic as best you can in the situation

d. Extemporaneous (you won’t be asked to spell it).

i. You use notes

1. Notes brief

2. Notes should be legible

3. Should be unobtrusive

ii. You practice it

iii. Is researched

iv. Allows adaptability

v. Can be more conversational

II. Visual delivery

a. Speak with confidence and authority

b. Get set before speaking

c. Begin without looking at your notes

d. Eye contact-I am going to stress this heavily.

e. Move effectively

f. Don’t pack up early

III. Verbal


1. Oral Speaking Style
a. Keep sentences short

b. Use pronouns freely

c. Use active voice

d. Use contraction

e. Address listeners by name(an awesome skill to develop).

2. Don’t emphasize mistakes

3. Use proper Enunciation/Articulation(the shape your mouth makes to say the word) and Pronunciation (knowing how to proper say the word).

4. Rate-work for a conversational speed


5. Pauses-use the punctuation of your speech as break for you though process and your audience.  Also, “uhm”, “like”, “ya know”, “and stuff” are all verbal pauses.  Avoid this by pausing and practicing.


6.Pitch/Tone-Keep conversational


7.Volume-target the back of the room to help regulate the proper volume.

IV. Speaking with Confidence

a. Accept nervousness

b. Speak more often

c. Rehearse your presentation

i. Get an Audience if you can
ii. Expect 20% longer during speech

iii. Rehearse 3-6 times

iv. Pay special attention to intro and conclusion

v. Rehearse in real setting

d. Myth: must be perfect

e. Myth: The worst will probably happen

