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English Level 2 – Delivering a Speech
1 of 14 – Welcome
Welcome to this session on delivering a speech.

In this session we will be covering:
· Delivering your speech
· Preparing to start your speech
· Opening your speech
· Throughout your speech
· Closing your speech
· Delivery style
· Prompt cards
2 of 14 – Delivering your speech
In this session we will be focusing on how to deliver your speech.

We will be focussing on the following points:
· Before you start
· Opening your speech
· Throughout your speech
· Closing your speech
· Delivery of your speech, including prompt cards
3 of 14 – Preparing to start your speech
Before you start your speech think about:
· Your appearance
· Where you are going to stand
· Where you want your audience
· Where to position any visual aids you are using

Make sure you know how to use any equipment you are planning to use.
4 of 14 – Opening and closing your speech
The way you open and close your speech is really important - it is what your audience will remember.
Watch the video linked below to learn about effective ways to open and close a speech. You may wish to take notes.

Watch the following video:
How to open and close presentations? Presentation lesson from Mark Powell
5 of 14 – Opening your speech
You should wait for your audience to be settled before you open your speech. An effective way to do this is to take your position, and then pause. Watch the video linked below to see why a pause can be so effective.

Watch the following video:
Presentation Skills Training: How to Start Your Presentation - Pause
6 of 14 – Opening your speech
Make your opening is as interesting as possible and remember it is only an introduction so don’t go on for too long. Here are some possible ways to start:
1. Statement of subject and title. This is a safe way to start but not very interesting for your audience.
2. Statement of your objective and plan. This is a good safe way to start as it helps your audience to know what to expect.
3. Ask a question. Start by asking a question to get your audience thinking.
4. Mind reading. You could try to anticipate your audiences preconceived ideas and suggest what these might be. For example, “What do you think of when you hear the word x? Do you think of y or z? Well in this speech I am going to…” (Ellipsis at the end).
5. Anecdote or case study. If you are going to use an anecdote or case study it must be well told and must not go on too long. Remember, the anecdote or case study is simple a tool to support your message.
6. Joke. Starting your speech with a joke can be a great way to get your audience’s attention, but make sure it is relevant and inoffensive.
7. Facts and statistics. Facts and statistics should be used sparingly but can make a good opening.
8. Quotations. Starting your speech with a quote can be effective, but it should be relevant and you must say whose quote it is.
9. Shock. You could start your speech with a controversial statement to grab your audience’s attention. This needs good timing, and you need to think about how this will link into your main section.
10. Topical story. You could start your speech with a reference to current news piece that is relevant to your topic.
7 of 14 – Throughout your speech
During your speech you need to do the following:
· Ensure that you keep eye contact with your audience
· If you find it difficult to keep eye contact, try focusing your eyes on a point above the heads of those at back
· Let your eyes wander around your audience - rest for a minute on someone, then move on. If you only look at one person, it will exclude the rest of your audience
· Watch your audience’s body language for cues – are you going too fast, too slow or boring them?

Watch the following video for more useful advice on making eye contact during your speech.
Eye Contact When Giving a Presentation
8 of 14 – Closing your speech
When closing your speech make sure you do the following:
· Avoid wandering to an end with no definite conclusion
· Try to end on an high note
· Don’t make a second speech, avoid repetition and don’t keep summing up

Below are some possible ways to close your speech:
· Summary. Giving a summary of your speech is a standard way to finish but can still be effective.  
· Questions. You could leave your audience with a question to think about.
· Story or anecdote. You could finish with a story or anecdote to illustrate your points briefly. When used effectively, this can be a memorable ending to your speech.
· Alternatives. If the issue you have been looking is not clear-cut or if you do not have a clear conclusion you could offer a choice of solutions to your audience.
· Dramatic. A dramatic ending can be effective and memorable - if you can carry it off!
· Action. You could ask for an action from your audience (such as a show of hands)
· Incentive. You could suggest ways in which your audience can benefit from the information you have imparted.
9 of 14 – Closing your speech
Do you read your paper, or do you speak from notes?

From the audience’s point of view, it is far more stimulating to listen to someone speaking semi-spontaneously. That is, someone who knows what they are going to say, has practised saying it, and yet is talking TO people rather than AT them.

Ideally you should not read from a script, though you may wish to refer to prompt cards.

Watch the following video for more useful advice on making eye contact during your speech.
How to open and close presentations? - Presentation lesson from Mark Powell
10 of 14 – Delivery style
The words you use and the way you speak in your speech are important.

The following key terms will give you some more information about this:
· Volume. Make sure that your audience can hear you throughout, but don’t shout.
· Pace. Try to speak at a steady pace. People tend to speak more quickly when they are nervous, and it can be hard for the audience to follow. You should speak at a pace where your audience can follow what you are saying and make notes if they wish to.
· Clichés. Try to avoid overly familiar phrases and clichés. Your audience wants to hear your words and explanations.
· Diction. Make sure you pronounce and enunciate your words clearly. If you mumble your audience will quickly lose interest and stop following what you are saying.
· Slang. You should never use slang in a formal speech.
· Humour. Humour can be very effective, but it must be carefully used. Make sure your humour will not offend anyone. If you’re not sure, leave it out.
· Acronyms. Acronyms can be useful if they are familiar to your audience, but if you are not sure if your audience will know what the acronym stands for, always say it in full.
11 of 14 – Question 1
The following list is a list of advice of things that you should either do or not do when giving a speech. Categorise each piece of advice into do or do not:
A. Use open gestures
B. Clench your jaws or fists
C. Face your audience
D. Have a stern or sullen expression
E. Keep your head up
F. Jingle things in your pockets
G. Adopt a relaxed posture
H. Swing your limbs
I. Give eye contact across whole audience
J. Use jabbing or pointing gestures
K. Show enthusiasm
L. Stand with your hands on your hips
M. Smile
N. Cover your face with your hands

The following table contains the correct answers:
	Do
	Do not

	Use open gestures
	Clench your jaws or fists

	Face your audience
	Have a stern or sullen expression

	Keep your head up
	Jingle things in your pockets

	Adopt a relaxed posture
	Swing your limbs

	Give eye contact across whole audience
	Use jabbing or pointing gestures

	Show enthusiasm
	Stand with your hands on your hips

	Smile
	Cover your face with your hands


12 of 14 – Prompt cards
Prompt cards are small cards on which you write the following:
· The questions and headings used in your plan
· Any quotations, figures, names or tricky facts that may otherwise slip your mind in the heat of the moment

Each card should have as little on it as possible, just enough to remind you of the point you wish to make.
When you are writing prompt cards you should keep the writing large, keep to a maximum of four lines per card and you should number each prompt card.
13 of 14 – Bringing it all together
Now we are going to complete this activity using all the knowledge you have gained in this session.
Step 1: Download the accompanying PDF file Delivering a speech task. Read the questions. 

Step 2: Watch the following video of an example speech:
How to sound smart in your TedX Talk

Step 3: Now complete the questions on the accompanying PDF document Delivering a speech task.
14 of 14 – End
Well done. You have completed this session on delivering a speech.

In this session we have covered:
· Delivering your speech
· Preparing to start your speech
· Opening your speech
· Throughout your speech
· Closing your speech
· Delivery style
· Prompt cards

If you are unsure or have any questions about any of these topics, make a note and speak to your tutor for more help.
