Issue 23 Volume 2 N0Vl ol g0 [o]s

GLOBAL TALK

Serving James English

School and our clients
since 2005 u

Joanne

or many people, the prospect of speaking in public can generate fedlings
of gpprehension, anxiety and white-knuckle terror. It may be an unfar
fact of life, but people form a perception about how competent you are
and how competent your company is when you stand and speak.
Profess ond presentation skill sare fast becoming one of the new surviva skills in the

workplace, so devel oping confidence in thisareawill set you and your company apart
from the competition.

| have had two definiti ve experiences of public speaking that have shaped my outlook
and taught me vd uable lessons My first experience was a school when | had to givea
presentation on “Romeo and Juliet” by Shakegpeare. | still shudder to think about it! In
spite of loving the play, | mply couldn’t speak confidently about it to my class and
had no i dea about the kills that were required. My voice wobbled, my hands shook
and my confidence faltered with every line | read. | finished the presentation flushed
and defeated, vowing to avoid speaking in public ever again!

Six yearslater and | was an intern for loca government writing a trade srategy that
would have to be delivered to a pand of civil servants loca politicians and business
managers. Although ol der and wiser, the memory of the “Romeo and Juliet fiasco” stil |
haunted me. | resolved there and then to research how to give an effective presentation
and to turn my phobia into a podtive experience. This time, having done some research,
| fel't much happier and much more successful in my performance. | resolved that in the
future | woul d remember and devel op my “presentation checklist”.

Understand that most of your nervousnessian’t visible to the audience. We are by
nature very focused on ourselves and on what is happening to us. When we start to fed
butterflies in our stomachs or our palms get sweaty, we assume tha the whole room
can e, but in truth they can’t. Nervousness becomes a problem when you focus on
your symptomsand sop focusing on the audience and the topic.

--cont. on the right

-- cont. from the left
Leave nothing to chance. Check the room, the seating, equi pment and acougtics before
the presentation.

Limit your talk to afew key points and plan it thoroughly. When you limit yourself to
afew key points, you give each idea a clear emphasis and the audi ence leaves the
presentati on remembering the message. Plan your presentation and the timing down to
the last detail. Y ou will sound confident and in control.

Talk to your audience, refer to them, ask them questi onsand respond to their reacti ons.
Make eye contact. Don’t forget to add enthud asm and energy to your tak but do keep it
natural. Don’t be afraid to pausein the right places; thisis anatura part of speech.
Mood is infectious and you asthe speaker can generateit.

Us ng anecdotes and persona experiences builds rapport with your audience and
enhances your credibility. A good story can illugrate apoint and will sick in people’s
minds|ong after the presentation.

Findly, beyourse f and spesk from the heart. Whether you are speaking to five hundred
peopleor five, let the audience seethereal you. The audience will respect you for
speaking with conviction rather than them giving ahollow, wooden speech. Good luck!
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. Good afternoon, ladies and gentlemen. Today, | would
Introducton like to give you a presentation about ...
Overview There are three important parts ... Maki Sugawara
< I-I / James English School
wll By
i \
First, | will tell you about ...
Body | | have told you about... Now, | will tell you about...
I_I | have told you about... Now, let's look at... ( )
\. = = http:// ny-tsushi n.cocol og-nifty.com/part1/2005/05/
(i : : : post_dOa7.html
Let's go over the main points again. US
Summary That concludes my presentation. Thank you for listening. MBA
Closing If you have any questions, | will be happy to answer them at
this time. Thank you very much.
.
5 James Christmas Party
(1) 20
( 20 percent / we / of / account / market share / for / the )
2)
( questions / me / feel / please / free / any / to / ask )
o) - 1 http:/Aww.james.co.jp/event/index.htm
( twelve years / established / company / ago / our / was ) With contributions by
- Maki Sugawara, Joanne Marcer, Robert Swan
(4) best-selling = 0120-30-4911
http://r-net.main.jp/blog/archives/06pre/index.html



