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Introduction

Welcome to Public Speaking & Presentations For

Dummies, a book that we intend to help you have
audiences eating out of the palms of your hands. We
show you how to use basic speaking skills to influence
your boss, colleagues, customers, relatives, loved ones,
butcher, baker, candlestick maker, and anyone else who
matters in your life.

This book provides all the tools you need to master
giving presentations and speaking in public. And that
doesn’t mean just formal presentations. Some of the
most important presentations you ever give may not
involve a microphone or a podium, like an impromptu
talk about your strategy to some customers; an answer
that defuses a hostile question at a business meeting; an
impassioned plea to a parking attendant not to issue the
ticket. Success or failure in all of these situations, as well
as in formal speeches, depends on how you present
yourself.

This book covers the full range of skills needed for
presenting and public speaking. You can read everything
from how to develop and deliver a good presentation to
how to think on your feet. An old philosopher once said,
‘Every time you open your mouth, your mind is on
parade.’ This book ensures that your parade looks sharp,
sounds smart, and dazzles your audience.



Why You Need This Book

Whether you're dealing with one person or one
thousand, the ability to transmit ideas in a coherent and
compelling fashion is one of the most important skills
you can ever develop. Communicating ideas is a basic
survival skill, and it always has been. From the earliest
days when we learned to speak as a species and a
caveman yelled ‘Fire!’, people have made speeches to
motivate, persuade, and influence each other.

Want to get a good job? Want to get promoted? Want to
command the respect of your peers? Want to get a date?
The key to success is what you say. To get what you want
in life, you have to present yourself forcefully, credibly,
and convincingly. Yes, you can speak softly and carry a
big stick, but the real winner is the person who talks you
out of the stick.

In the information age, public speaking skills are more
important than ever before. We live in a society of sound
bites. Communication is the currency of the realm. In
survey after survey, presentation skills are cited as a key
factor in hiring and promotion decisions. The days when
you could rise to the top just by being good at your job
are over. Boards of directors, executive committees, and
customers want more. You have to know how to get your
message across.

Now let’s admit it. Many people get nervous about giving
speeches, particularly in a formal setting. Our goal in



writing this book is to rid you of those fears forever. If
you simply apply the techniques described in Public
Speaking & Presentations For Dummies, you’ll be able to
give a talk more competently than many Oscar-winning
performers. We're not saying you'll be the next Prime
Minister, but you will see how to deliver a speech in an
organised and engaging manner.

And don’t fall for the big myth that you have to be ‘a
born speaker’. Nothing could be further from the truth.
Some of the greatest orators in history were anything
but ‘naturals’. Demosthenes - the famous speaker of
ancient Greece - was a shy, stammering introvert when
he decided to become a successful orator. He taught
himself to speak by rehearsing with rocks in his mouth. If
all you have in your mouth is your foot, then you’re way
ahead of the game.

If you already have the gift of the gab, you can still pick
up many tips and tricks from Public Speaking &
Presentations For Dummies. For example, you wouldn’t
believe how often experienced speakers completely
undermine their entire speech with poorly designed
slides and overheads. If you read nothing more than the
chapter on how to correct this common mistake (Chapter
10, by the way), this book is well worth your investment.

Let’s talk straight. Lots of books exist about public
speaking, and they’re written by people who have
various credentials. But between the two of us authors,
we’ve taught at universities across the UK and the



University of Southern California, worked internationally,
ghost-written speeches for leading business executives,
travelled the lecture circuit as keynote speakers at major
corporate and association meetings, appeared on
television in the UK and the US.

We’ve done all that stuff and more, and that experience
is what makes this book unique. It contains a treasure
trove of nuts-and-bolts information based on real-life
experience. You see what really works and what doesn’t.
Because if there are mistakes to be made, we’ve already
made them - and now you don’t have to repeat them.

About This Book

If you want to improve the full range of your public
speaking skills, then read the entire book. You will
become an expert communicator.

Too busy to read a whole book? Don’t worry. Public
Speaking & Presentations For Dummies is designed with
your time constraints in mind. The book is divided into
easy-to-read segments that cover very specific topics.
Choose an area of interest, such as dealing with
hecklers, and turn directly to it.

Want to know about speaking in different cultures? Well,
Chapter 17 is the one for you. If you want more than a
dozen different ways to kick off your presentation, see
Chapter 6.



Conventions Used in This
Book

So you can navigate through this book better, we use the
following conventions:

¥ [talic is used for emphasis and to highlight new
words or terms that are defined.

' Boldfaced text is used to indicate keywords in
bulleted lists.

¥ Monofont is used for Web addresses.

¥ Sidebars, which are shaded grey boxes with text
enclosed in them, consist of information that is
interesting to know but not necessarily critical to
your understanding of the chapter or section’s topic.

Foolish Assumptions

While writing this book, we’ve made some assumptions
about you and your knowledge of public speaking:

¥ You may be fretting about your next speaking
engagement because you don’t understand how to
engage the audience.

¥ You may know nothing about giving presentations
or public speaking but would like to be prepared in
case you're ever asked to speak - impromptu or
otherwise.



¥ You may know quite a bit about public speaking
and have a lot of experience, but want to polish your
speech development and delivery skills.

¥ You may know how to give a formal speech but
would like to improve your speaking skills in special
situations - question-and-answer sessions, panels,
roundtables, or debates.

¥ You may know quite a lot about presenting and
public speaking but you want to learn some
advanced techniques like using humour successfully
or adapting your style for different audiences.

¥ You may know that no reason exists to fear public
speaking, but you fear it anyway and you want to
know how to overcome your anxiety.



How This Book Is
Organised

Public Speaking & Presentations For Dummaies has six
major parts, each of which is divided into chapters
covering specific topics. The chapters are self-contained
units of brilliant insight, so you don’t have to plough
through them in sequence. You can read chapters
separately or together in any order you wish. Don’t
worry about missing any gems of wisdom. The book is
thoroughly cross-referenced and guides you to related
items of information.

Each part covers a major area of presenting and public
speaking skills. The following is a brief tour of what you
can find.



Part I: Getting Started

You've been asked to give a presentation, now what?
How do you decide what to talk about? What if you’ve
been given a topic you don’t like? Can you change it?
How do you find out detailed information about your
audience? Where can you get interesting material for
your talk? These are some of the questions that we
address in this section. Discover how to get your
presentation research off to a fast, productive start.



Part Il: Preparing Your
Presentation or Speech

In today’s fast-paced, competitive environment, fortunes
can rise or fall on the basis of a single presentation. So
your talk had better be good - informative, to the point,
attention grabbing, and memorable. And your speech
doesn’t get that way by luck or accident. Careful
preparation - from topic selection to outline structure to
choice of material to writing the actual speech - is the
key. In this section, we show you how to develop a
speech that commands an audience’s attention,
influences their thinking, and achieves your goals.



