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#1 THE ICE BREAKER

By now you've heard speeches by Club members and have probably participated in table topics. Here is your opportunity to give your first prepared talk and "break the ice."  The best way to begin your speaking experience is to talk about the subject closest to you - yourself. You will introduce yourself to your fellow Club members and give them some information about your background, interests, and ambitions.

As you prepare and deliver your talk, you will become aware of speaking skills you already have and areas that require some work. Your fellow members will help you understand these needs, as they see them.

As you read this project, make notes in the margin. Underline the key phrases to help you quickly review what is expected of you. Read the entire project before preparing your talk.

	Objectives 

	· To begin speaking before an audience.
· To help you understand what areas require particular emphasis in your speaking development.
· To introduce yourself to your fellow Club members.
· TIME: Five to seven minutes 


Narrow the Subject
     The general subject of this talk is you, but that subject is too broad for a short four-to-six-minute talk. You must narrow the subject by selecting three or four interesting aspects of your life that will give your fellow members insight and understanding of you as an individual. These might include your birthplace, education, or family. You could explain how you came to be in your present occupation and tell the audience something about your ambitions. Should you prefer to avoid autobiography, you might talk about your business, your hobbies, or anything relating to you as an individual.

     Once you have the highlights of your talk in mind, weave them into a story, just as if you were telling it to friends around the dinner table. Share significant personal experiences. The more personal you make your talk; the warmer will be the relationship between you and your audience.

Opening, Body, and Conclusion
     Like any good story, your talk needs a clear beginning and an ending. Create an interesting opening sentence that captures the audience's attention. Memorize it, if necessary, and use it even if a better idea occurs to you just before you speak. Then devise a good closing and memorize it, too.

     Giving your audience too much information will only overwhelm them. A memorized beginning and ending enable you to start and finish your talk with confidence and ease. In any speech, it's best to select a few main points (three or four at the most) and emphasize them by using examples, stories, or anecdotes. If you merely state a fact and then continue, most of your audience will miss the point. You should make a point, say it again in different words, illustrate the point, and then state it once more in order to be clearly understood. This is a good skill to learn. If you think you will need notes, write a brief speech outline on 3x5 cards, which you can place on the lectern. Refer to them only when you need them. Remember, you're speaking, not reading. Many speakers begin by writing out an entire speech, and then breaking it down into parts, with a key word for each part, and finally writing just the key words on one note care.

Preparing Yourself
     Now the talk is ready, but are you ready to present it? You will need to rehearse. Practice the talk until you are comfortable with it. You won't need to memorize the body of the talk, since you already know all about the subject. As mentioned earlier, you should memorize your opening and close.

     Present the talk to a family member, a friend, or your Toastmasters mentor. Ask for comments. They may give you some helpful suggestions. If you have a tape recorder, record the talk and listen to it carefully, making any necessary improvements. Using a tape recorder is one of the best ways to improve your speaking ability.

     Rather than thinking of this presentation as "making a speech," think of it as a talk before a group of friends, sharing information of interest. Don't be afraid of the audience. They have already experienced the same feelings you are having. They want you to succeed and they're eager to help you. Appearance is important. Be well groomed and appropriately dressed for your presentation. When you look right, you feel good about yourself. You will then forget about your appearance and concentrate on presenting your talk. You will have increased confidence because you know you have made a good first impression on your audience. 

Presenting Your Talk
     Once you've completed your speech preparation...relax. Nervousness is common to every speaker, no matter how experienced. In fact, you can put this nervous energy to work for you by using it to add excitement to your delivery. No one is going to notice a little quavering in your voice, and it will soon disappear anyway as you become involved with what you're saying. (More information for controlling nervousness appears on pages 80 and 81.) While being introduced, take a deep breath and slowly exhale. This will help your voice sound resonant and natural. Begin by facing the Toastmaster and saying, "Mr. (or Madam) Toastmaster"; then face the audience and say, "Ladies and gentlemen..." or "Fellow Toastmasters and welcome guests...” Pause, then plunge in with your prepared opening sentences. While speaking, make "eye contact" with various members of the audience, first looking directly at one person for a few seconds, then looking at another, so no one feels left out of your talk. As you're doing this, glance periodically at the timer. If the red light comes on while you're talking, move smoothly to your conclusion and finish quickly. Observe time limits whenever you speak.
     Don't worry about what to do with your hands. Leave them at your sides if you wish. You'll have opportunities to practice "body language" later. One final comment: Don't end by saying "Thank you." The audience should thank you for the information you've shared. Instead, just close with your prepared ending, nod at the Toastmaster of the meeting, and say, "Mr. (or Madam) Toastmaster" - then enjoy the applause!

Your Evaluation
     After you finish, you will probably begin evaluating yourself even before you sit down. You may think you left out some of the best parts. Everybody thinks that. Just congratulate yourself on having delivered your first speech, then write down the things you did well and the things you want to improve. Try to avoid making the same mistakes in your next speech. To supplement your own evaluation, an experienced Club member has been assigned to evaluate your efforts. Before the meeting begins, give this manual to your evaluator so he or she may make notes on the evaluation page for this project. This will give you a permanent record of your progress. If you want the evaluator to observe something in particular, be sure to inform the evaluator in advance.

     Ask other members for additional comments after the meeting. All of these comments may not be useful to you, but you should consider them carefully. Remember the evaluations are representations of how the audience perceived you and your talk. They are usually - but not always - helpful to your self-development.

SPEAKER’S CHECKLIST

· Bring this manual to the meeting whenever you are scheduled to speak.

· Review your talk with your mentor. 

· Discuss any special points with your evaluator before giving the talk. Give the evaluator your manual before you speak, so he or she can make written comments on your performance.

· Have the Club Vice President Education initial the "Project Completion Record on page 56 after you complete each project. This will give you credit toward your Competent Toastmaster (CTM) certificate.

· Don't be discouraged if your evaluator "missed the point." Evaluators have varying degrees of experience in speaking, and evaluation is a "learn by doing" skill, just as speaking is.
· If you have not already done so, read the Effective Speech Evaluation manual. It will help you understand how to get the most out of the Toastmasters program.
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Evaluation Guide for "The Ice Breaker"

	
	
	

	Speech Title
	Evaluator
	Date


NOTE TO THE EVALUATOR: The purpose of this speech was for a new member to "break the ice" - to introduce

himself/herself to the Club and begin speaking before an audience. The speech should have a clear beginning, body, and ending. The speaker has been advised to use notes, if necessary, and to forget body language. Point the speaker toward methods of improvement, but don't "pour it on." Strive to have the speaker look forward to his/her next speech. Above all, be encouraging. Your evaluation should help the speaker feel glad about joining Toastmasters and representing this speech. In addition to your oral evaluation, please write answers to the questions below: 

What strong points does the speaker already have?

How well did the audience get to know the speaker?

Did the speech reflect adequate preparation?

Did the speaker talk clearly and audibly?

Did the speech have a definite opening, body, and conclusion?

Please comment on the speaker's use of notes.

What one or two specific suggestions can you give to help the speaker improve? (Focus on showing the speaker how he/she can make the greatest amount of improvement in his/her next speech.) 

What did the speaker do especially well?
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#2 Speak With Sincerity
In your first speech, you concentrated on actually standing before an audience and making it through the talk.  Now, having “broken the ice,” you’re ready to discuss a subject of general interest about which you have strong convictions.  Your purpose is to convey this with sincerity and conviction to your audience, to make them understand, and possibly to join you in enthusiastic support of your viewpoint.  As you prepare and deliver this talk, make an effort to confront and overcome any nervousness you may feel.

	Objectives 

	* To convince the audience of your earnestness, sincerity and conviction on a subject you thoroughly understand.   
* To confront and control any nervousness you may have 
* TIME: Five to seven minutes 


Sincerity and Conviction

     The successful speech is one that radiates conviction and sincerity. The purpose of the speech - in this project, to advocate a point of view on which you feel strongly - should dominate your preparation and delivery. Your primary goal is to learn how to convey your true feelings to the audience. Be natural, but forceful; the combination of thought and strong feeling should be an expression of your personality.
     Remember that since the listeners are volunteering their time to hear your talk, you owe them more than a superficial exercise in words. When a subject has meaning for you and you can convince listener of the fact, they will pay attention to you and be willing to consider your point of view.   
  

Speak With Confidence 

     When you speak on subject that interest you - and about which you have strong feelings - you will become so involved with speaking, you will forget your nervousness. Remember, some stage fright is a normal reaction for any speaker. Don't be concerned about feeling a certain amount of nervousness before you speak.   

     However, if excessive nervousness is a problem for you, now is the time to confront it. You don't want to totally calm, thus putting your audience to sleep, but you should try to understand and overcome any nervousness that creates problems for you. Direct your natural nervousness towards two objects: yourself and your topic.   

     First, use the nervous energy to add excitement to your talk so the audience will catch your enthusiasm and be sympathetic to your cause. Second, use your nervous energy towards thoroughly researching the topic. Your full mastery of the subject will give confidence as you speak. Once you've demonstrated your understanding of the topic and stimulated enthusiasm in your audience, what's to be nervousness about?   
  

Selecting the Subject
 
     Choose the subject of interest about which you have define convictions. The world is full of controversial subjects, and you certainly have strong feelings about some of them. Your topic could be anything from taxes to education, arms control to barking dogs. Just be sure that you have a definite point of view and then prepare the protest, appeal, or call for action that promotes your viewpoint.   

     Your purpose should determine your choice of supporting material (fact and illustration), the arrangement of your ideas, and your delivery. As in any speech, adapt your presentation to fit the audience, speaking directly to listener interests. In this talk, you may assume your audience represents the city council, chamber of commerce, the general public, or any other group. Be sure the Toastmaster of the meeting understand and make clear to club members what role you want them to play.   

Make an Outline
     Plan your introduction to awaken your audience. Make them interest in your subject. Show its timeliness and relevance to them. The body of your talk should identify the source of your concern, show how the problem can be solved, and build listener understanding of and sympathy toward your position. Finally, your conclusion should leave the audience ready to support you in your convictions.

     Another way of stating this progression is to:
1. Tell your audience something is wrong; state just what it is.
2. Explain why it is wrong. Who is to blame? What harm is done?

3. Explain how the wrong can be corrected. Make definite recommendation for changing things for the better.
4. Tell your audience how they can fix it. Tell your listeners exactly what you want them to do, think or feel. Let your enthusiasm peak, and show them sincerity.   
  

You Need to Rehearse 
     Of course; you will need to practice, preferably with someone who will give you helpful feedback, such as your mentor. Tell that person about your speech plans, and then try to win agreements as you proceed through the points of the outline. Try several different illustrations and lines of reasoning to determine the most effective and discard the rest. Think clearly about your approach to the subject, and delete everything that does not directly relate to your purpose. If you can enter to a dialogue or friendly argument with your listener, you will discover weakness in your position, which you can then strengthen.   

     Become excited about the topic. You can't accomplish anything worthwhile unless you're enthusiastic about it. If you lack enthusiasm, you may have selected the wrong subject.   
  

Try It Without Notes 
     In this project; try speaking without notes, since you will want to convey sincerity and mastery of the subject. You should be telling your listener something you really believe, rather reading the script to them.   

     Consider the effectiveness of a presentation when the speaker looks you in the eye, drops all pretense, and tells you from her heart exactly how she feels about the subject. Compare that presentation with one in which the speaker stands stiffly behind the lectern and speaks from his notes, with an occasional glance at the audience. Which one makes the greater impact?   

     At this stage of your speaking development, however, you may not be quite ready to abandon notes entirely. If this is true for you, try this method as a first step away from written notes: Write on a single card a simple phrase for each of your main points. Write in large letters so you can read each card with a quick glance. Never lets your notes come between you and contact with your audience.   
  

Delivering Your Talk 
     Involve your listeners from the beginning of your talks. Your first sentence should wake them up and make them want to listen. Your opening should also clearly introduce the subject.   

     Carry through with sincerity and finish with strong appeal. Assume you have already sold the audience on your position; now add the finishing touches. Don’t be concerned about so involved with your subject; your toastmasters club is just the place to turn yourself loose. The main consideration is to put the force of conviction into everything you say, revealing your true beliefs.   
  

Your Evaluation 
     The evaluator will be looking the way you project sincerity and conviction to your audience. You should also be taking steps to control any nervousness you may have.   

     All the skills you learn through speaking are cumulative and should be included in each successive speech. In your first talk, you learn about planning (purpose, introduction, main ideas, conclusion), and this talk you're learning the importance of sincerity (convincing your audience that you know subject and believe what you are telling them). Plan to include both of these skills in future talks. Remember, unless you have convictions and can demonstrate them in a logical form, you have nothing to say. When you show enthusiasm skillfully, your audience will follow you.   
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Evaluation Guide for “Speak With Sincerity”

	
	
	

	Title
	Evaluator
	Date


Note to the Evaluator: For this speech, the speaker’s objectives are to convince the audience of his/her earnestness, sincerity, and conviction on a subject the speaker thoroughly understands, and to confront or control any nervousness.  The speaker may use notes if necessary.  In addition to your oral evaluation, please complete this form.

Check the appropriate column for each item, and then add your comments, if warranted, in the space provided.  Comment only on those items where special praise is deserved, or where you can offer specific suggestions for improvement.

	
	Excellent
	Satisfactory
	Should Improve
	Comments/

Recommended Action

	Did the speech reflect the adequate preparation?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Did the speaker appear to be fully knowledgeable on the topic?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Did the speaker convey earnestness and conviction?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Was the speech relevant to the audience’s needs and interests?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Did the speaker appear to control nervousness?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Did the speech follow a logical outline?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Did the opening arouse audience interest?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Did the body of the speech include factual support for the speaker’s viewpoints?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Did the speech conclude with a strong note of appeal


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Did the speaker establish eye contact with the audience?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Has the speaker improved since his/her previous speech?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 
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#3 Organize Your Speech
You have delivered at least two prepared talks as a Toastmaster. You've also begun to develop your impromptu speaking skills in table topics and other parts of the program. Having experience speaking before an audience, you have already to concentrate on structuring an effective speech by organizing your ideas and following an outline from beginning to end.   

	Objectives 

	· To organize your thoughts into a logical sequence that leads the audience to a clearly defined goal
· To build a speech outline that includes an opening, body, and conclusion
· TIME: Five to seven minutes 


Why organize?   

     If your speech is to make sense to the audience and easily followed, it must be logically organized. Organization is really nothing more than putting your ideas together in an orderly manner. As a speaker, your business is persuading others to accept your ideas, and success comes only when you carefully organize your approach. You must clearly identify the key point of your subject for the audience and lead them logically towards the point. Merely talking around the subject in a haphazard manner will leave your listeners confused.   

As a persuader, you must always speak from your audience's point of view. They will be motivated only by what they want, not by what you want. Remember that as you organize your talk. Analyze what will motivate your audience to agree with you, understand you, or take action on your behalf. Then develop your ideas so they supply that motivation. Good organization is the key to success.   

Define Your Mission 

     Your first step in creating your talk is to decide what the talk about. Select a subject of interest to you and your audience. Be sure the subject is not too broad. For example, instead of talking about sports - a general topics - narrow the subject to children's sports or, more specific stills, children's soccer.   

     Remember you will be speaking for only a few minutes, and you will need al of that time to fully develop a single facet of the larger subject. Be sure your topics are timely and relevant for your audience, a topic on which you can speak with some degree of authority, and one to which can bring enthusiasm and conviction.   

Once you know your topic, you must determine your presentation's mission. Do you want to inspire, entertain, persuade or inform your listener? What do you want the audience to feel, know or do after hearing your speech? What single point do you want to make? The answer to these questions will determine your speech's mission or purpose. If the topics are children sports, for example what do you want your speech to do? Do you want to inspire your listeners to support children's sports? Do you want to convince listeners that adults are making children's sports too competitive? Do you want to entertain your audience your funny stories about your children soccer team?   

     Write down your mission in one clear, concise sentence. This will be the basis of the development of your speech.  

Develop and Outline 

     The next step in preparing your speech is to logically assemble your ideas into a sequence that will help you achieve your objectives.   

     An effective speech is designed to catch immediate attention. It must arouse the audience's interest in your topic. It also must lead to the speech subject and help listener remember the subject of your speech and the main point of your making.   

Examples of the good openings are:

· A starting question or a challenging statements
· An appropriate quotation, illustration or story
· A display of some appropriate object or picture 
· An attention-getting generalization that ties in with your subject
Avoid these common weak openings: 
· An apologetic statement
· A story or joke that does not relate to your topic 
· A commonplace observation delivered in a commonplace manner
· A long or slow-moving statement or story
· A trite question, such as “Did you ever stop to think...>”
     What facts or ideas do you want to present? You may find it useful to write down all of those related to your topic on small file card, using one card per idea or fact. You may have quite a few. Next, you will need to weed out ideas or facts until only the three ones remain. These will be the main facts or ideas of your talk. Arrange and rearrange these last three cards, determine the most effective order for your speech.   

     The next step is to elaborate on each idea or fact. Explain it in several sentences, then provide a short anecdote or story for illustration. You could also quote an authority or use simple statistics to support your idea. If appropriate, you should briefly mention contrary views and refute them.   

     The audience will always remembers best what it hears last. This means your closing must be memorable. It should reinforce your ideas and leave your listeners with a lasting impression. If your mission was to inform your listeners, you may want to conclude simply with a summary of the ideas presented in the body of the speech. If your purpose was to persuade or motivate the audience to take some action, you want to suggest a course of action listeners could take.   

     Do not introduce any new material in the conclusion. You will only confuse your listener. Also, do not apologize for anything you may or may not have done or said during your talk. Finish forcefully and confidently.
   

Examples of a good closing are: 
· A summary of the points you have maid and the conclusion to be drawn from them 
· A specific appeal for action 
· A story, quotation or illustration that emphasizes the point you are making 
 
Good transitions provide continuity and help the audience to follow your presentation.   
For Instance 


     Suppose you will be talking on the danger of the accidents in home and your mission is to increase safety awareness. You engage your audience's interest by saying, "You are far more likely to be injured in an accidents at home than in other place," (audience's self-interest in the opening). Then expand on this theme.   

     Then you might begin the body of the speech by giving the example. "Suppose someone fell down the stairs in your home. That's exactly what happened at our house. And." For analogy, you might say:" You are safer walking down the middle of the streets in heavy traffics than you are walking down a staircase without a light."   

     You could quote common arguments, such as, "Such people say, 'I know my house so well I could walk around blindfolded.'" That quote statistics that prove more people are injured at home than anywhere else.   

     For your conclusion, restate your opening theme and make an appeal for greater care at home. Close on a strong note: "If you don't worry about yourself, at least set a good example in home safety for your family."   

Your Evaluation 


     In this project, the primary focus is on how effectively you organize your speech. However, your evaluator will also consider your use of skills from the previous two projects, such as enthusiasm and conviction and your ability to control nervousness. To be effective, your outline must be useful to you in organizing your thoughts, and your organization must be clear to your listeners, so they can understand exactly what you are trying to accomplish.  
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Evaluation Guide for “Organize Your Speech”

	
	
	

	Title
	Evaluator
	Date


Note to the Evaluator: For this assignment, the speaker’s objectives are to organize a talk that includes a beginning, a body, and a conclusion and that leads the audience to a clearly defined goal.  The speaker is also to practice the skills learned in the previous two projects.  These skills include speaking with conviction and sincerely and controlling nervousness.  In addition to your oral evaluation, please complete this evaluation form by rating the speech in each category.

	5 =
	Excellent

	4 =
	Above Average (for speaker’s Experience level)

	3 =
	Satisfactory

	2 =
	Should Improve

	1 =
	Must Improve (Requires immediate attention


Add your comments in the space provided, but don’t comment on each item.  Select those items where special praise is warranted, or where you can offer specific suggestions for improvement.

	CATEGORY
	RATING
	COMMENTS/RECOMMENDED ACTIONS

	SPEECH VALUE 

(Interesting, meaningful)
	5  FORMCHECKBOX 

	4 FORMCHECKBOX 

	3 FORMCHECKBOX 

	2 FORMCHECKBOX 

	1 FORMCHECKBOX 

	

	PREPARATION 

(Research, rehearsal)
	5  FORMCHECKBOX 

	4 FORMCHECKBOX 

	3 FORMCHECKBOX 

	2 FORMCHECKBOX 

	1 FORMCHECKBOX 

	

	MANNER

(Direct, confident, sincere)
	5  FORMCHECKBOX 

	4 FORMCHECKBOX 

	3 FORMCHECKBOX 

	2 FORMCHECKBOX 

	1 FORMCHECKBOX 

	

	ORGANIZATION

(Purposeful, clear)
	5  FORMCHECKBOX 

	4 FORMCHECKBOX 

	3 FORMCHECKBOX 

	2 FORMCHECKBOX 

	1 FORMCHECKBOX 

	

	OPENING

(Attention-getting, led into topic)
	5  FORMCHECKBOX 

	4 FORMCHECKBOX 

	3 FORMCHECKBOX 

	2 FORMCHECKBOX 

	1 FORMCHECKBOX 

	

	BODY OF SPEECH

(Logical flow, ideas supported by fact)
	5  FORMCHECKBOX 

	4 FORMCHECKBOX 

	3 FORMCHECKBOX 

	2 FORMCHECKBOX 

	1 FORMCHECKBOX 

	

	CONCLUSION

(Effective, climactic)
	5  FORMCHECKBOX 

	4 FORMCHECKBOX 

	3 FORMCHECKBOX 

	2 FORMCHECKBOX 

	1 FORMCHECKBOX 

	


ADDITIONAL COMMENTS:
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#4 Show What You Mean
Most likely when you talk to your friends or co-workers, you move your hands and arms, walk around, make eye contact, or change the expressions on your face. These movements are called body language.  Body language is as important in public speaking as it is in everyday conversation. By learning how to use body language in your speeches to illustrate and emphasize the points you are making, you will dramatically increase your speeches' effectiveness. Body language has another purpose, too.  Gesture, movement, and facial expressions help to release any nervous energy you may have as you stand before and audience. 

	Objectives 

	· To learn the value of gestures and body movements as part of speeches
· To explore the different ways of using body language
· To develop a sense of timing and natural, smooth body movements
· TIME: Five to seven minutes 


Seeing is Believing
     As you learned in the second manual project, the only speeches worth giving are those on subjects about which you fell strongly. Yet imagine a speaker who is sincere about her topic, but stands stiffly before the audience, not moving at all or even looking at her audience as she speaks. Her words say she cares about the subject, but her body communicates otherwise. Unfortunately, the audience usually believes most what they see. The result is that listeners don't think the speakers are sincere and they ignore her message.   
     A successful speaker uses words and body language together to convey a message and show sincerity. Body language includes movement, gestures, facial expression, and eye contact. 
Movement
     Beginning speakers usually stand in one place as they speak. They are uncertain, uncomfortable, and self-conscious. But watching someone stand in the same place for long periods can be boring. When you move around, you display energy and provide variety for the audience. Their eyes and heads follow you as you move from one place to another.   Movement can vary. Step toward the audience to emphasize a pint. Step back to show you've finished a point. Move crosswise to emphasize that you're proceeding to another point. If you want to dramatize a specific point, use movement. For example, if you are describing a physical action such as catching a ball or running a marathon, act out your description by moving your body speech. In fact, they may even distract or irritate your audience. Your movements should always be purposeful and add to your speech.   

Gestures 
 
Gestures are the most expressive part of body language when you are speaking before an audience. Gestures involve the use of your hands and arms to illustrate your words.   
   

	Some basic gestures show:


1.   Size, weight, shape, direction, location. These physical characteristics call for hand gestures. "He went that way!" you may exclaim, as you dramatically point out the direction.   

2.   Importance or urgency. Show your audience how important your point is. Hit your fist into your open palm.   
3.   Comparison and contrast. Move both your hands in union to show similarities; move them in opposition to show differences.  
 


  
     Gestures can mean many things. For instance, clenched fists generally show power. If you want your audience to join you in fighting some injustice, for example, you may want to clench your fist as you urge them to take action. Open palms mean giving. Describing how a kindly neighbor helped someone in need may involve displaying your open palms to indicate generosity and caring.   
     A forefinger pointing toward the ceiling means people should pay attention to what you are saying. Folding your arms across your chest conveys unity, a good gesture to use when you are emphasizing teamwork or trying to resolve a conflict.  
Facial Expression

     People watch a speaker's face during a speech and take cues about how they are supposed to react or feel the looks on your face. Your eyes, eye movement, eyebrows, and mouth play vital roles in showing sadness, fear, happiness, anger, frustration, nervousness, and excitement. When you show these feelings, your audience will emulate them.   
     You can show sadness by lowering your eyelids, turning down your mouth slightly, and bowing your head. You can show surprise or disbelief by widening your eyes and raising your eyebrows. To demonstrate happiness, smile broadly.   
     If you are talking about a terrible automobile accident, yet you are smiling and nodding, your audience will be confused, not sad. Your facial expression must be consistent with the feelings or information you are trying to convey. Otherwise, your audience will think you are insincere.

Eye Contact


     Have you ever spoken with someone who did not look at you directly? They may have looked over your shoulder, above your head, at the floor, or even at someone else, but they would not look you in the eye. What did you think?   
     Most likely you doubted their honesty, interest, and confidence. Or you may have felt excluded from the conversation. Eye contact plays a major role in our impression of someone, and as a speaker you should pay special attention to it.   
     When you look directly at people, they believe you care about them. They think you are sincere, credible, friendly, and honest. These feelings have a great impact on your message and their willingness to accept it.   
     As you speak, look at the people in your audience. Don't just gaze around the room; look directly at one person until you finish a thought, then move on to another person. Avoid looking repeatedly at the same person, wagging your head from side to side, or moving your head slowly back and forth like an oscillating fan. Don't follow a specific pattern; make random eye contact. If the audience is large, pick out one or two people in each one so they get the impression you are talking it them directly.   

Crafting Your Speech
     Since the main purpose of this speech is to use body language, select your subject with that in mind. Choose a topic that requires the use of body movement, gestures, facial expression, and eye contact to effectively make a point. Build your speech to include appropriate movements.   
     For example, one member who likes to fish described how he caught a large marlin. He used hand and arm gestures to show how he handled the line and how he pulled it in. He indicated the size of the fish with his arms, and his face showed the struggle and the triumph.   
     Another member who was a writer described the obstacles she encountered as she tried to complete a manuscript by a publisher's deadline. She used facial expression and gestures as she described how she had cope with two sick children, noisy neighbors, late nights, and barking dogs as she finished the draft just in time. These are just a few examples of speech ideas.   

Be Sure to Rehearse

Body language that looks unnatural or rehearsed can ruin even the most carefully prepared speech. The hardest part of using body language is making it look natural and spontaneous. Using it appropriately will tale careful rehearsals. When you have arranged your speech material, try several different ways of using your arms, hands, and facial expression to convey your message. Do not awkward. Natural position and smooth movements will come with practice.   
     Match your gestures to your words. You should be compelled to gesture and make facial expression when your 
thought requires such action. Just be certain that they flow smoothly as you speak. Don't finish a thought, then gesture or make a facial expression. Both must be done as you speak or they will look stilted and phony to your audience.   
     If you have access to videotape equipment, you should use it in you rehearsal to help you improve the presentation. Otherwise, practice before a friend and ask for comments on your use of body language. Rehearsing in front of a mirror may also help. Eventually, as you become more comfortable, your body language will spring naturally from your message.   
     You will find more information about body language in the manual Gestures: Your Body Speaks, which is included in your New Member Kit.   

Your Evaluation

You will not master the use of body language in this one speech, but you will make a good start. Use body language in every speech you make from now on.   
    In this project, both you and your evaluator should pay attention to whether your body language extended, enriched, and clarified the message of your speech. Your evaluator will be looking for smooth, natural gestures, the message your listeners see should be the same one they hear.  
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Evaluation Guide for “Show What You Mean”

	
	
	

	Title
	Evaluator
	Date


Note to the Evaluator: In this presentation, the speaker’s objectives are to use body movement, gestures, facial expressions, and eye contact that illustrate and enhance the verbal message.  In evaluating this speech, focus on delivery, although content should not be overlooked. Movement, gestures, facial expressions, and eye contact should be smooth and natural.  In addition to your oral evaluation, please complete this evaluation form by checking the appropriate space for each item.  Add your comments only for those items where special praise is warranted, or where you can offer specific suggestions for improvement.

	
	
	Comments/Recommended Actions

	Topic Selection
	 FORMCHECKBOX 
 Facilitated body language

 FORMCHECKBOX 
 Satisfactory

 FORMCHECKBOX 
 Inappropriate
	

	Preparation
	 FORMCHECKBOX 
Excellent 

 FORMCHECKBOX 
Satisfactory

 FORMCHECKBOX 
 Inadequate
	

	Manner
	 FORMCHECKBOX 
Confident, enthusiastic

 FORMCHECKBOX 
Satisfactory

 FORMCHECKBOX 
Tense, nervous
	

	Appearance
	 FORMCHECKBOX 
Appropriate, neat

 FORMCHECKBOX 
Satisfactory

 FORMCHECKBOX 
Should improve
	

	Posture
	 FORMCHECKBOX 
Poised, balanced

 FORMCHECKBOX 
Satisfactory

 FORMCHECKBOX 
Should improve
	

	Gesture
	 FORMCHECKBOX 
Natural, evocative

 FORMCHECKBOX 
Satisfactory

 FORMCHECKBOX 
Artificial or distracting
	

	Body Movements
	 FORMCHECKBOX 
Purposeful, smooth

 FORMCHECKBOX 
Satisfactory

 FORMCHECKBOX 
Awkward, random, or distracting
	

	Eye Contact
	 FORMCHECKBOX 
Established visual bonds

 FORMCHECKBOX 
Satisfactory

 FORMCHECKBOX 
Should improve
	

	Facial Expression
	 FORMCHECKBOX 
Animated, friendly, genuine

 FORMCHECKBOX 
Satisfactory

 FORMCHECKBOX 
Deadpan, artificial, or unfriendly
	

	Organization
	 FORMCHECKBOX 
Logical flow of ideas

 FORMCHECKBOX 
Satisfactory

 FORMCHECKBOX 
Should improve
	


