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Public Speaking Tips

Public Speaking Tips

In the year ahead, you will have many occasions to speak at Lions gatherings at the club, zone, district and even multiple district level.  Public speaking can be a welcome opportunity to share information with and motivate the Lions in your district.  

You may be among those who find it difficult to prepare and to deliver a speech.  Some people are more adept than others at this skill, but with a little practice and a good plan, all of us can deliver successful speeches that will have an impact on the audience.

The following pages have been created to help you plan, prepare, and deliver quality speeches when you are called on to speak to Lions in your district.  They include:

· Speech Preparation – Analyzing the environment, creating your speech plan, and practicing your delivery

· Tips for Special Occasions – Topics and suggestions for speeches you might make on club visits, charter ceremonies, member inductions, and fund raising programs
· Tips for All Lions Occasions – Some things to remember anytime you talk to or work with the Lions in your district 

· Speaking to Non-Lions and the Media – The key messages you will want to deliver and the key questions you may be asked   

· Public Speaking Delivery Tips – Some suggestions for effective speech delivery, including: eye movement and contact, language, voice, dress and appearance, body movement, listener involvement, and overcoming nervousness

Speech Preparation

Preparing a speech is more than sitting down and writing the words.  These preparation steps will help you in the year ahead and in all of your future speaking engagements.
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Step 1.  Analyze the Environment

Some speakers script out the exact words they will say, and other speakers create only an outline with speaking notes for each part.  Whichever method you choose, instead of just beginning to write your speech, or using a speech you have delivered before, take time to consider the situation.  There are three factors that can influence your planning:

1. The Occasion

The specific occasion can influence not only the content of your speech, but also the length, tone, and the expectations of your audience.  Sometimes humor is appropriate, but sometimes the situation is more solemn or serious.  Ex. New Member Induction is a solemn occasion, but should be warm and happy in tone.

2. The Audience

Always target your speech to the audience. If you are familiar with some or all of the audience, make use of names and details to engage your listeners.  If you don’t know your audience, build some trust with them in your introduction. It’s always a good idea to find out as much as you can about a club and its members before your visit, or at least before you speak.  People like to know that you have a special interest in them.  Ask yourself:

· How are you and your audience alike/different?

· What does your audience know about your topic?

· With what ideas or examples in your speech might your audience identify?

· How can your topic or the information benefit your audience?

· How can your audience use the information?

· What is your audience's amount of interest in or attitude toward your topic?

3. The Purpose

As you begin to plan your speech, keep in mind the purpose for being there.  Are you there to inform people, persuade or motivate them, or are you there to just to get acquainted and entertain?  All of these purposes are important, and each of requires a slightly different approach:

1. Speeches that inform require the speaker to explain, report, describe, clarify, define and demonstrate.

2. Speeches that persuade or motivate require you to convince and influence the audience.

3. Speeches that entertain fulfill a social need by promoting a feeling of social unity that draws people together.
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Step 2.  Create Your Speech Plan

Every good speech has some structure.  Most contain three distinct parts: an opening, a body, and a conclusion.  When you create a plan around these three parts, you will be sure to achieve all that you intend to accomplish in a way that is logical and interesting to your audience.  As you begin your plan, consider whether you will speak from memory, from a script, or from abbreviated notes.
· Reciting from memory is a perfectly good way to speak, but you must be focused and not lose concentration while also not sounding monotone.  Remember to vary your voice.  

· Reading from a script may be the easiest way to make sure you don’t forget anything, but it is harder to make eye contact and develop a connection with your audience

· Using notes ensures that you cover all of your main points, but it requires you to use “keywords” to trigger the content you want to deliver at specific points in the speech

The Opening

The first thirty seconds of your speech are the most important.  You want to grab the attention of the audience and engage their interest and curiosity in what you have to say.  Some techniques for accomplishing this are to:

· Tell a short story.  You might talk about special people or events that have had an impact on you and are important to the audience

· Provide a personal example from your own experience

· Recite a quotation.  There are websites full of quotes on leadership, commitment, perseverance, etc.

· Give an analogy.  Ex. Compare club growth and retention to planting a garden

· Tell a joke or humorous story.  Be careful not to offend anyone in your audience

· Involve the audience.  Have your audience active, maybe moving around the room

· Ask a question.  Get the audience thinking right from the start of your speech

After you have sparked their interest, you then need to identify yourself to the audience, let them know what you intend to do or say in your speech, and explain why it is important to them.  If you know your audience, your introduction can be brief.  If you are trying to persuade your audience, or motivate them to action, you will need to emphasize why your topic is so important.

The Body

The body of the speech is where you deliver your message to the audience.  In preparing the body:

1. Narrow your topic down to several major points.  Don’t try to overwhelm your audience with too much information.  Ideally, there should be no fewer than two points and no more than four.

2. Organize your points in a logical way with each point building on the next.  Ex. chronological, cause/effect, problem/solution

3. Make sure that you have facts, figures, and dates to substantiate your message

4. Write your script or outline using simple language.  Avoid jargon or acronyms that your audience may not understand

The Conclusion

Your conclusion should do much more than tell your audience that your speech is over.  It is your opportunity to make a lasting impression.  The main components of the conclusion are: 

1. A summary of the main points of your speech

2. A reinforcement of the importance of your message

3. A strong and powerful final statement that leaves the audience informed, motivated, and with a positive attitude
The closing techniques you use may be similar to the opening.  They may include:

· Statements or facts

· Quotations

· Stories or examples

· Repetition of opening remarks
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Step 3.  Practice Your Speech

Although it is not always possible, it is best to practice your speech before you deliver it to an audience.  Here are some suggestions for practice:

· Practice with another individual who can then give you feedback

· Practice in front of a mirror to assess your eye movement, gestures, and posture

· Record and review your voice then play it back to hear your vocal expression

· Record a video of yourself and then review your performance

Tips for Special Occasions

Here are some topics about which you might choose to speak, as well as tips you can use for special speaking occasions during your year as district governor.

	Club Visitation Topics

· LCIF

· Recruitment ideas

· Retention ideas

· Leadership development/resources

· Recognition

· The international theme

· Doing things differently (change) - one size does not fit all

· Community service

· Participation in Centennial programs and initiatives (Centennial Service Challenge, Centennial Membership Awards, Legacy Service Projects)
Tips

· Explain why you think club visitation is important

· Address the special needs of the club, but avoid controversial issues and address these at a separate meeting
· Refer to club history 

· Congratulate club on past projects, events, or donations to LCIF

· Update the club on LCI board decisions


	Charter Ceremonies Topics

· The local, district, MD and international focus of Lions

· LCI success stories

· Opportunities to improve personally 

· Professional development opportunities (Lions Leadership Institutes, etc)

· The need to be flexible so the needs and lifestyles of the members are met

· How Lions make a difference in people’s lives

Tips 

· Stress the potential for service and the challenge ahead

· Keep the presentation short but memorable

· Make it serious but fun

· Don’t try to explain all about Lionism at this time



	Member Inductions Topics

· How the club meets local needs - perhaps a testimony from yourself, a member, or someone the club helped

· Every member's ideas and involvement are valued 

· Opportunity to learn, practice and use leadership skills 

· Lions historical highlights or achievements
· Centennial celebration and role in Lions legacy of service
Tips 

· Stress the importance of the new member to the club and the club to the new member

· Keep it short but memorable

· Involve the new members where possible

· Make the new members feel welcome and part of the family

· Don’t embarrass the new Lion or put him/her on the spot
	Fund Raising Programs Topics

· Where does the money go?

· Keeping the "fun" in fund raising

· Reporting back to the community, etc. (PR) how the funds were expended

· Approach the community to determine what needs exist and select a fund raiser for that purpose

· Select dual purpose projects Ex. Recycling
Tips

· Refer to past successful events, how the funds were used, and what resulted from the fund raiser

· Stress that programs be inclusive to all who wish to participate

· Remind people that we all have unique skills that we can bring to fund raising efforts

· Don’t pressure individuals to take on responsibilities they choose not to assume




Tips for All Lions Occasions

Some things are universal.  They apply to all of your speaking occasions as district governor, and more importantly, all occasions where you interact with the Lions in your district.

	When You Are Speaking to Clubs

· Be respectful of time limitations.  Ask how much time has been allocated to you and do not go over.

· Have the facts, but don’t overload your presentations with them

· Be positive at all times

· Use encouraging words to boost morale and good feelings

· Share inspirational stories

· Provide your own biographical document and photo if publicity is planned



	When You Are Interacting With Members

As district governor you will visit clubs for a variety of reasons and on a variety of special occasions.  Remember that relating to volunteers is an art, and always remember that whether you are speaking to a Lions group, meeting Lions socially, or working with individual Lions or teams:

You need to:

· Understand the volunteer

· Respect the volunteer

· Encourage the volunteer

· Get to know the volunteer

You cannot allow the volunteer to feel:

· Embarrassed

· Pressured

· Used

· Excluded

You Must:

· Build up the confidence of our volunteers

· Help our volunteers find the personal satisfaction they sought when they joined Lions

· Assist the volunteer to understand why he is doing what he is doing or has been asked to do

· Remember that, although you are the primary leader of your district as district governor, you too, are still a volunteer 




Speaking to Non-Lions and the Media
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When talking to the media and others in your community about your Lions club and Lions Clubs International, it is helpful to know what messages you want to get across. 

Key Messages

Please review the Key Messages below now and prior to interviews, activities where the media might be present and visits to other organizations and schools.

· Lions Clubs International is the world’s largest service club organization – made up of a network of 1.4 million men and women in over 210 countries and geographical locations.

· Lions make a difference by serving community needs around the world.

· Lions give 100 percent of donations to our causes. We cover all our costs through our dues.

· Lions make a difference everyday everywhere.

Key Questions

Please take time to review the following Key Questions and suggested answers. Practice answering these questions with your fellow Lions and always remember to accentuate the positive.

Who are the Lions?

Lions are an international network of 1.4 million men and women dedicated to making a difference locally and globally.
What do Lions do?

Lions meet the needs of our communities and the world, ranging from assisting the visually impaired and working with local youth to medical missions and disaster relief.

How long has Lions Clubs been servicing communities?

Lions Clubs was established in 1917.  Lions are celebrating our 100th anniversary in 2017 with a celebration in Chicago.  To honor the past, celebrate the present and prepare for the future, Lions around the world are participating in the Centennial Service Challenge in which they plan to serve 100+ million people by the end of the Centennial year.  
Speaking to Non-Lions and the Media (Continued)

How are Lions relevant to today’s world?

Since 1917, Lions have met the needs in their communities and continued to improve the areas in which they live. As long as there are needs around the world, Lions will work to meet those needs.

How do I become a Lion?

If you are interested in becoming a Lion, contact your local Lions club and express interest in learning more. A club locator can be found on the Lions Clubs International Web site at www.lionsclubs.org.

Are there women Lions?

Yes. Women are the single fastest growing segment of Lions.
As in other community organizations, is the membership of Lions declining?

No. Lions membership is increasing. Programs such as Family Clubs, Leo Clubs, Campus Lions Clubs, and New Century Lions Clubs, are helping us adapt to meet the growing needs of the world around us.
I would like to volunteer in my community but why should I do so as a Lion?

Lions meet the needs of those in their own communities as well as around the world and we have fun doing it. Working together locally and internationally, the worldwide network of Lions has vastly more resources and is able to accomplish much more than individuals and small groups working alone.

Public Speaking Delivery Tips

Research shows that what you say accounts for only 7% of the impact of your presentation.  93% of how people respond to you depends on how you are saying it.

	Eye Movement and Contact
	Language

	· Look around the room slowly before you begin.

· Begin your presentation by focusing on one individual for your first statement.

· Hold your eyes on one person until you have completed a thought throughout your presentation.

· Try to move your eyes to all parts of the room during your presentation.


	· Tailor your delivery to make it comfortable and clear to them at their level.

· Make sure you define every term that you feel might not be readily understood.

· Avoid figures of speech or expressions that listeners may not understand.

· Utilize a conversational or a formal style that best suits the situation.

	Voice Usage
	Dress and Appearance

	· Emphasize key words and phrases by varying the tone of your voice.

· Pause frequently as you speak.

· Consider the size of the room and the number of people -- adjust your volume suitably.

· Speak at an appropriate rate.
	· Be appropriate for the occasion, the setting, the culture, etc.

· Make sure that you are comfortable. 



	Body Movement
	Listener Involvement

	· Use hand gestures to emphasize key points.

· Use hand/arm/body gestures to depict a size or shape or a procedure. 

· Balance your stance at the onset and throughout your presentation.

· Complete gestures you start and let hands return to your sides between gestures.
	· Move around during your presentation.  Try to move toward the audience at the beginning and end of the speech.

· Gauge the reaction of the audience.   

· Add variety by using visuals, samples and gimmicks.




Overcoming Nervousness

Being nervous in front of a group is natural and normal.  It can even be beneficial.  We just have to make sure that our tension doesn’t overwhelm us and upset our thinking.  Here are some techniques we can use to combat nervousness:

	Before Presentation:

· Take deep breaths.  Inhale through your nose; exhale through your mouth

· Do some physical activity to burn off energy

· Think positive thoughts

· Prepare your presentation

	During Presentation:

· Use natural gestures to release energy

· Make eye contact with individuals

· Speak at a comfortable pace with frequent pauses 
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