Great Speaking Tips for Impromptu or Planned Speaking

· Review everything you know about your subject. The more knowledgeable you are about your topic, the more ammunition you have to add to your discussion. Also, a greater knowledge of your topic will help you to build confidence in your delivery.
· Keep your audience in mind. An excellent delivery can become a great disaster if it is not planned for the correct audience. You are speaking to people, not a mirror. Make sure that your tone and address are appropriate to the situation.

· Practice. Here is where the mirror comes in. If you’re speaking impromptu, you don’t have time to practice what you’re going to say, but the consideration that you make before speaking—that two or three seconds, or one or two minutes—is extremely important to the words that are about to come out of your mouth. When you have ample time to practice, do so. When you have a little time, do quick reviews and rehearsals in your mind. Don’t over-think it, and never second guess yourself. Worrying will affect your delivery.

· Debating? If you are rebutting an argument, it is good to listen actively and take notes. You want to be able to intelligently discuss parts of the other person’s statements that you disagree with. In order to do this, and not incorrectly quote your opponent, you should take notes with small parts of your counter argument written in the next column, or along the side of your opponent’s statements.
· Answering questions in class? Use your think time wisely. Even if you know the answer, take a minute or so to collect your thoughts. Do not be concerned about other hands going up. Most teachers will observe a “wait time” before calling on anyone. 
· Talking to a friend? Always listen actively. If you spend all of their “talk time” thinking of or planning out what to say next, you’ll never actually hear what he or she is saying.  

Godspeed, and speak well!!!

