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EFFECTIVE SPEAKING
We spend most of our lives speaking to each other. It is the most natural form of 
communication. However, when one is asked to speak in front of a group of people, very 
often something vary strange happens. Fear, terror, horror – complete panic sets in!

At work you may often be called upon to make a presentation to groups both large and small 
in various situations. How well will you perform if you are asked to make such a speech?

This book will help you to speak effectively. Use the guidelines in any speaking situation – 

when making a presentation, when putting across a point at a meeting, when explaining 

issues at interviews.
This simple guide will concentrate on several main area:

· preparation

· putting your message over

· handling your nerves

If you are involved in any speaking activities this book will make the experience a successful and, hopefully, and enjoyable one.

