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GIVING A TALK - PART 1

PRELIMINARY CONSIDERATIONS 

1. What is the purpose of your talk?

2. Who will make up your audience?  How large will it be?

3. How long will your talk last?  Can you cover the ground adequately in that time?

4. Are you intending to give an introductory talk or a lecture?  How much does your audience know already?

5. How will you approach the subject?  Do you want to inform or to persuade?

6. Well there be a discussion or questions at the end?

7. Have you enough time to prepare your talk?

8. Will you use visual aids, handouts etc.?  Is there time to prepare the material?  Are all the facilities for visual aids available?

9. Where will you give the talk?  Who is responsible for the practical arrangements?

If you cannot answer these preliminary questions to your satisfaction, think again before proceeding.

COLLECTING IDEAS

10. How will you collect ideas on the subject and its treatment?

11. Have you tried using index cards to jot down ideas as soon as they arise?

12. What facilities do you have for research and collecting information?  Who will be       able to help you?

13. Have you considered relating your subject to people, events, projects, etc.?

ARRANGING YOUR MATERIAL

14. Have you prepared your arguments/key points in a clear and logical sequence?

15. How will you get the main points across?

16. Have you considered how much your listeners can absorb in the time available?  Will you had out a duplicated summary at the end?

17. How will you deal with audience reaction?

18. Have you considered keeping the audience small by giving the same talk twice?

19. Will you:

· Read your speech?

· Speak from brief notes (headings and sub-headings only)?

· Speak from detailed notes?

· Memorise the whole speech?

20. How will you start your talk?

· With a statement of its objectives

· With a relevant story, anecdote or quotation

· By discussing the key word of the subject

· By asking a series of questions

· By quoting some striking facts

· With some reference to local events/places

· With some reference to your audience's common interest

21. How will you conclude your talk?  Will you

· Summarise your main points?

· Ask a provocative question?

· Make an appeal for action?

22. Have you considered 'planting' a few questions to bring out points not covered in the talk?

PREPARATION FOR DELIVERY

23. If you must read you talk, is it typed in double spacing on one side of the paper with clear sub-headings?  If it is in note form, are the notes written clearly on one side of index cards?

24. Have you numbered the pages/cards?

25. Will you sit or stand to give your talk?  Will  there be a table of a lectern?  Will you be using microphone?

26. Have you timed your talk and indicated the timing on each section of your notes?

27. Have you rehearsed your talk out loud?  Have you cut out the words that often trip you up?

28. Will you arrive in good time on the day?

29. If there are to be other speakers, have you discussed the programme with them?

THE PERFORMANCE

30. Have you considered the following 'dos' and 'don'ts'?

· Stand or sit up straight - but not rigid.

· Don't gesticulate wildly or jingle coins in your pocket.

· Speak distinctly, address the people at the back of the room.

· Vary your speed and pitch, be careful not to get faster and faster.

· Look at your audience.

· Pause after making important points.

· If you have to read you speech, look up as much as possible.

· If you are standing, do not look at your notes but lift them forwards and up whey you refer to them.

· Watch the time!

· Avoid jargon, slang, and superfluous words.

· Avoid jokes unless they are really funny and relevant.

· If you are using a blackboard, do not speak with your back to the audience, use a pointer.

· If the unexpected happens, react naturally.

· Speak with conviction and enthusiasm.

· Be natural and sincere.

· Try to smile.
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