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UNIT-I 

1.1 PUBLIC SPEAKING: DEFINITIONS 

Public speaking is the process or act of performing a speech to a live audience. This 

process can include preparation, organization, and the delivery of a message that is clear and 

engaging. It can range from a formal speech at a conference to an informal talk at a social 

gathering. 

Historical Perspective 

Public speaking dates back to ancient civilizations, notably the Greeks and Romans. 

In ancient Greece, public speaking was considered an essential skill for citizens. The great 

orator, Aristotle, even wrote a treatise on rhetoric. The Roman tradition also valued public 

oration, with figures like Cicero and Quintilian making significant contributions to the art of 

public speaking. 

 

1.2 COMPONENTS OF PUBLIC SPEAKING 

 Speaker: The person delivering the speech, responsible for preparing and presenting 

the message. 

 Message: The main content or idea being communicated. 

 Audience: The group of people who receive and interpret the message. 

 Channel: The medium through which the message is delivered, whether in person, 

via video, or another format. 

 Feedback: The reactions and responses from the audience, which can be verbal or 

non-verbal. 

 Context: The situation or environment in which the speech occurs, influencing how 

the message is received. 
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1.3 NEED FOR PUBLIC SPEAKING 

1.3.1. Personal Development 

Public speaking is crucial for personal growth. It helps build self-confidence, improves 

critical thinking, and enhances communication skills. 

a) Confidence Building 

 Regular practice in public speaking situations can significantly increase self-

confidence. Speaking in front of an audience, even a small one, helps individuals 

become more comfortable with expressing their ideas publicly. 

b) Critical Thinking 

 Preparing a speech requires organizing thoughts and structuring them logically. This 

process helps develop critical thinking skills as one must evaluate information, 

formulate arguments, and anticipate audience questions. 

c) Communication Skills 

 Public speaking refines both verbal and non-verbal communication skills. Effective 

speakers learn to articulate their thoughts clearly and use body language to reinforce 

their message. 

1.3.2. Professional Growth 

In the professional realm, public speaking skills are invaluable. They contribute to 

career advancement, networking, and leadership. 

a) Career Advancement 

 Many career opportunities, especially in leadership roles, require the ability to speak 

confidently and effectively. Employers value employees who can present ideas clearly 

and lead discussions. 

b) Networking Opportunities: 

 Public speaking events provide opportunities to meet and connect with peers, 

mentors, and industry leaders. These connections can lead to professional 

collaborations and career opportunities. 

c) Influence and Leadership: 

 Effective public speakers can inspire and motivate others. This ability is crucial for 

leadership, as it involves guiding teams, making persuasive arguments, and driving 

organizational change. 
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1.3.3. Social Impact 

Public speaking plays a significant role in social advocacy, community engagement, 

and education. 

a) Advocacy and Activism: 

 Public speakers can use their platform to advocate for social causes, influencing 

public opinion and policy. Activists and leaders often speak out to bring attention to 

important issues. 

b) Community Engagement 

 Speaking at community events fosters a sense of belonging and encourages civic 

participation. Engaging with community members through speeches can promote 

unity and collective action. 

Education and Awareness: 

 Educators and experts use public speaking to disseminate knowledge and raise 

awareness on various topics. This contributes to an informed and educated society. 

 

1.4 IMPORTANCE OF PUBLIC SPEAKING 

1.4.1 Effective Communication 

Public speaking is a powerful tool for effective communication, enabling clarity, 

engagement, and persuasion. 

a) Clarity and Precision 

 Effective speakers convey their messages clearly and precisely, ensuring the audience 

understands their points. This reduces misunderstandings and enhances the 

effectiveness of communication. 

b) Audience Engagement 

 Keeping the audience engaged is crucial for the success of a speech. Techniques like 

storytelling, humour, and interactive elements help maintain interest and involvement. 

c) Persuasion 

 The ability to persuade is a key aspect of public speaking. Persuasive speeches aim to 

influence the audience’s beliefs, attitudes, or actions, which is essential in many 

professional and social contexts. 

1.4.2 Professional Relevance 

Public speaking is essential in professional settings, particularly for presentations, 

public relations, and crisis management. 
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a) Presentations and Meetings: 

 Many professional roles require presenting information to colleagues, clients, or 

stakeholders. Effective public speaking skills ensure these presentations are clear, 

engaging, and impactful. 

b) Public Relations: 

 Managing a company’s or individual’s public image often involves public speaking. 

Delivering statements, handling media inquiries, and speaking at public events are all 

critical PR activities. 

 

c) Crisis Management 

 During a crisis, clear and calm communication is vital. Public speakers must provide 

accurate information, reassure the public, and guide actions to manage the situation 

effectively. 

1.4.3 Societal Contributions 

Public speaking contributes to societal development through civic participation, education, 

and cultural preservation. 

a) Civic Participation 

 Public speaking encourages active participation in democratic processes. By speaking 

at town halls, debates, and public forums, individuals can influence policy and 

contribute to community development. 

b) Education and Teaching 

 Teachers and educators use public speaking to enhance learning experiences. 

Effective teaching involves clear communication, engaging presentations, and the 

ability to inspire students. 

c) Cultural Preservation 

 Public speaking plays a role in preserving and promoting cultural heritage. 

Storytellers, historians, and cultural leaders use speeches to share traditions, history, 

and values. 
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1.5 ADVANTAGES OF PUBLIC SPEAKING 

1.5.1 Personal Benefits 

Public speaking offers numerous personal advantages, including increased self-

esteem, networking opportunities, and improved problem-solving skills. 

a) Self-Esteem 

 Successfully delivering a speech can boost self-esteem and provide a sense of 

accomplishment. Overcoming the fear of public speaking leads to greater self-

confidence. 

b) Networking 

 Speaking at events allows individuals to meet new people and expand their 

professional and personal networks. These connections can lead to collaborations and 

new opportunities. 

 

c) Problem-Solving 

 Public speaking often involves addressing questions and concerns from the audience. 

This helps develop problem-solving skills as speakers learn to think on their feet and 

provide clear, thoughtful responses. 

 

1.5.2 Professional Benefits 

In the workplace, public speaking skills can enhance leadership, create career 

opportunities, and lead to professional recognition. 

a) Leadership 

 Effective communication is a key leadership quality. Public speaking skills enable 

leaders to articulate their vision, motivate teams, and navigate challenges. 

b) Career Opportunities 

 Many job roles, especially in management and leadership, require public speaking 

skills. Being a confident speaker can open doors to promotions and new career paths. 

c) Professional Recognition 

 Individuals who excel in public speaking often gain recognition and respect in their 

field. This can lead to invitations to speak at conferences, awards, and other 

professional accolades. 
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1.5.3 Social Benefits 

Public speaking can foster community building, amplify advocacy efforts, and promote 

cultural exchange. 

a) Community Building 

 Public speaking events bring people together, fostering a sense of community and 

shared purpose. Speakers can address community issues, inspire collective action, and 

promote social cohesion. 

b) Advocacy 

 Speakers can use their platform to advocate for social justice, environmental 

protection, and other important causes. This helps raise awareness and mobilize 

support for these issues. 

c) Cultural Exchange 

 Public speaking events can promote cultural exchange and understanding. Speakers 

from diverse backgrounds share their experiences and perspectives, enriching the 

audience’s knowledge and appreciation of different cultures. 

 

1. 6 SKILLS REQUIRED FOR PUBLIC SPEAKING 

1.6.1 Content Preparation 

Effective public speaking begins with thorough content preparation. This involves 

research, organization, and writing. 

a) Research 

 Conducting comprehensive research is essential to gather accurate and relevant 

information. This ensures the speech is informative and credible. 

b) Organization 

 Structuring the speech logically helps convey the message clearly. A well-organized 

speech typically includes an introduction, main body, and conclusion. 

c) Writing 

 Crafting the speech with attention to language, tone, and style enhances its 

effectiveness. The writing should be clear, concise, and tailored to the audience. 
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1.6.2 Delivery Techniques 

The way a speech is delivered is just as important as its content. Key delivery 

techniques include vocal variety, body language, and eye contact. 

a) Vocal Variety 

 Using different pitches, tones, and volumes can make the speech more engaging and 

emphasize key points. 

b) Body Language 

 Gestures, facial expressions, and posture can reinforce the message and convey 

confidence. 

c) Eye Contact 

 Maintaining eye contact with the audience helps build a connection and shows 

sincerity. 

 

1.6.3 Audience Engagement 

Engaging the audience is crucial for an effective speech. Techniques like storytelling, 

interactive elements, and adaptability can help. 

a) Storytelling 

 Using stories and anecdotes can illustrate points and make the speech more relatable 

and memorable. 

b) Interactive Techniques 

 Involving the audience through questions, discussions, and activities keeps them 

engaged and interested. 

c) Adaptability 

 Being able to adjust the speech based on audience feedback and reactions is 

important. This may involve altering the delivery or content on the fly to better suit 

the audience. 

 

1.6.4 Overcoming Anxiety 

Public speaking anxiety is common but can be managed through preparation, practice, 

and mindfulness techniques. 

a) Preparation 

 Thoroughly preparing the speech helps boost confidence and reduce anxiety. 
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b) Practice 

 Regularly practicing the speech, including in front of a mirror or a small audience, can 

make the speaker more comfortable and familiar with the content. 

c) Mindfulness Techniques 

 Techniques like deep breathing, visualization, and mindfulness can help manage 

anxiety and maintain composure during the speech. 

 

1.6.5 Technical Proficiency 

Technical proficiency involves using visual aids, handling microphones, and 

managing time effectively. 

a) Use of Visual Aids 

 Incorporating visual aids like slides, videos, and props can enhance the speech and 

make complex information more understandable. 

b) Microphone Handling 

 Properly using microphones and other audio equipment ensures the audience can hear 

the speaker clearly. 

c) Time Management 

 Managing time effectively is important to cover all points within the allotted time. 

This involves practicing the speech to ensure it fits within the time limit and being 

able to adjust on the fly if needed. 

 

1.7. CONCLUSION 

In conclusion, public speaking is a multifaceted skill that encompasses various 

aspects, from preparation to delivery. It is an essential tool for personal and professional 

development, offering numerous benefits and opportunities. By developing and refining 

public speaking skills, individuals can enhance their confidence, influence, and impact on 

society. 
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UNIT-II 

2.1 Elements of Public Speaking 

Public speaking is composed of several critical elements that contribute to the effectiveness 

and success of a speech. Understanding these elements is essential for mastering the art of 

public speaking. 

a) Speaker 

The speaker is the individual delivering the message. Their role is crucial as they are 

responsible for preparing and presenting the speech. A speaker's credibility, confidence, and 

delivery style greatly influence how the message is received. 

b) Message 

The message is the content or main idea conveyed in the speech. It includes the information, 

arguments, and emotions the speaker intends to communicate. Clarity, organization, and 

relevance of the message are key to effective public speaking. 

c) Audience 

The audience is the group of people who receive and interpret the message. Understanding 

the audience's demographics, interests, and expectations helps tailor the speech to engage and 

resonate with them. 

d) Channel 

The channel is the medium through which the message is delivered. This can be face-to-face 

communication, a video presentation, a webinar, or other formats. The choice of channel can 

affect how the message is perceived and received. 

e) Feedback 

Feedback consists of the responses and reactions from the audience, which can be verbal or 

non-verbal. Effective public speakers pay attention to feedback to adjust their delivery and 

ensure their message is being understood. 

f) Context 

Context refers to the environment and circumstances in which the speech is delivered. This 

includes the physical setting, the occasion, and the cultural background. Context can 

influence the tone and content of the speech. 

g) Purpose 

The purpose of the speech is the speaker's goal, whether it is to inform, persuade, entertain, or 

fulfill a specific occasion. Clearly defining the purpose helps in crafting a focused and 

effective message. 
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h) Encoding and Decoding 

 Encoding: The process of the speaker translating thoughts and ideas into words and 

gestures. 

 Decoding: The audience's interpretation and understanding of the speaker's message. 

Effective communication occurs when the audience accurately decodes the speaker's 

message. 

 

2.2 TYPES OF PUBLIC SPEAKING 

Public speaking can be categorized into different types based on the purpose and context of 

the speech. Here are the main types: 

a. Ceremonial Public Speaking 

Ceremonial public speaking, also known as special occasion speaking, involves delivering 

speeches at formal events and ceremonies. These speeches are often emotive and personal, 

designed to celebrate, honor, or commemorate. 

Examples: 

 Wedding Speeches: Best man or maid of honor speeches, father of the bride speech. 

 Funeral Eulogies: Tributes to the deceased, reflecting on their life and legacy. 

 Award Acceptance Speeches: Recipients expressing gratitude and acknowledging 

contributions. 

Key Elements: 

 Emotional Connection: Establishing a heartfelt connection with the audience. 

 Appropriate Tone: Matching the tone to the occasion, whether joyous, solemn, or 

celebratory. 

 Brevity: Keeping the speech concise and to the point, respecting the event's flow. 

b. Demonstrative Public Speaking 

Demonstrative public speaking involves showing the audience how to do something. These 

speeches are educational and often include visual aids or live demonstrations to enhance 

understanding. 

Examples: 

 Cooking Demonstrations: Showcasing how to prepare a specific dish. 

 Technical Tutorials: Explaining how to use a software program or gadget. 

 Craft Workshops: Demonstrating steps to create a craft project. 
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Key Elements: 

 Clarity: Clearly explaining each step in a logical order. 

 Visual Aids: Using tools, props, or multimedia to illustrate points. 

 Engagement: Encouraging audience participation or questions to ensure 

comprehension. 

c. Informative Public Speaking 

Informative public speaking aims to educate the audience about a particular topic. The goal is 

to increase understanding and awareness without persuading the audience to adopt a specific 

viewpoint. 

Examples: 

 Lectures: Academic presentations on a specific subject. 

 Seminars: Professional development sessions on industry-related topics. 

 Briefings: Providing updates or reports on specific issues or projects. 

Key Elements: 

 Research: Conducting thorough research to provide accurate and detailed 

information. 

 Organization: Structuring the speech with a clear introduction, body, and conclusion. 

 Neutrality: Presenting facts objectively without expressing personal opinions. 

d. Persuasive Public Speaking 

Persuasive public speaking aims to convince the audience to accept a particular viewpoint or 

take specific actions. This type of speech involves presenting arguments, evidence, and 

emotional appeals to influence the audience. 

Examples: 

 Political Speeches: Campaign speeches advocating for policies or candidates. 

 Sales Presentations: Pitching products or services to potential customers. 

 Advocacy Speeches: Promoting social causes or public policies. 

Key Elements: 

 Thesis Statement: Clearly stating the main argument or position. 

 Evidence: Providing credible evidence and examples to support the argument. 

 Emotional Appeals: Connecting with the audience's emotions to strengthen the 

persuasive impact. 

 Call to Action: Encouraging the audience to take specific actions based on the 

speech. 
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2.3 CONCLUSION 

Public speaking encompasses various elements and types, each with unique 

characteristics and requirements. Understanding the fundamental elements—such as the 

speaker, message, audience, and context—forms the foundation for effective communication. 

Additionally, recognizing the different types of public speaking—ceremonial, demonstrative, 

informative, and persuasive—enables speakers to tailor their approach to suit the purpose and 

context of their speech. By mastering these aspects, individuals can enhance their public 

speaking skills and achieve their communication goals. 
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UNIT-III 

3.1 TECHNIQUES FOR EFFECTIVE PUBLIC SPEAKING 

Effective public speaking is a vital skill in both personal and professional contexts. 

Mastering this art involves various techniques that enhance clarity, engagement, and impact. 

This material covers essential techniques to help you become a more effective and confident 

public speaker. 

 

3.1.1 Understanding Your Audience 

Audience Analysis 

 Demographics: Consider age, gender, education level, cultural background, and 

profession. Understanding these factors helps tailor your message to resonate with the 

audience. 

 Interests: Identify what the audience cares about and tailor your content to match 

their interests. This helps in making the content relevant and engaging. 

 Knowledge Level: Gauge their familiarity with the topic to avoid oversimplification 

or unnecessary complexity. Knowing their knowledge level ensures that you neither 

underestimate nor overestimate their understanding. 

 Expectations: Understand what the audience expects to gain from your speech. 

Meeting or exceeding these expectations can significantly enhance the impact of your 

presentation. 

Techniques 

 Surveys and Questionnaires: Collect information about the audience before the 

event. This can include questions about their interests, preferences, and knowledge 

level. 

 Observation: Pay attention to the audience's reactions and body language. This real-

time feedback can help you adjust your delivery. 

 Direct Interaction: Engage with the audience through questions and discussions 

before the speech. This builds rapport and provides valuable insights into their 

expectations. 

Practical Tips 

 Adapt Your Language: Use language that is appropriate for the audience’s level of 

understanding. Avoid jargon or technical terms unless the audience is familiar with 

them. 
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 Relate to the Audience: Share stories or examples that are relevant to the audience's 

experiences. This makes the content more relatable and engaging. 

 

3.1.2 Preparation and Organization 

Research 

 Thorough Investigation: Gather accurate and up-to-date information on your topic. 

This ensures the credibility and relevance of your content. 

 Credible Sources: Use reliable and reputable sources for your content. This adds 

authority to your speech and builds trust with the audience. 

 Diverse Perspectives: Incorporate multiple viewpoints to enrich your speech. This 

demonstrates a well-rounded understanding of the topic and engages a broader 

audience. 

Structuring Your Speech 

 Introduction: Capture attention with a strong opening statement, quote, or story. The 

introduction sets the tone and provides a roadmap for your speech. 

 Body: Organize main points logically, using clear and concise language. Each point 

should build on the previous one, leading the audience through a coherent argument. 

 Conclusion: Summarize key points and end with a powerful closing statement. The 

conclusion should reinforce your message and leave a lasting impression. 

Outlining 

 Simple Outline: Main headings and subheadings. This provides a basic structure for 

your speech. 

 Detailed Outline: Includes full sentences and transitional phrases. This helps in 

fleshing out your ideas and ensuring smooth transitions between points. 

Practical Tips 

 Time Management: Allocate time for each section of your speech. Practice 

delivering within this timeframe to avoid running over. 

 Rehearse: Practice delivering your speech multiple times. This helps in internalizing 

the content and improving delivery. 

 

3.1.3 Developing a Strong Opening 

Techniques 

 Anecdotes: Start with a relevant story that sets the stage for your message. Anecdotes 

can be personal or about someone else, but they should be relatable to the audience. 
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 Questions: Pose a thought-provoking question to engage the audience. This 

encourages active thinking and participation. 

 Quotes: Use a powerful quote that relates to your topic. A well-chosen quote can set 

the tone and add credibility. 

 Statistics: Present a surprising statistic to grab attention. Statistics can highlight the 

importance of your topic and provoke interest. 

Importance 

 First Impressions: Establish credibility and set the tone for your speech. A strong 

opening makes a positive first impression. 

 Audience Engagement: Captivate the audience from the beginning. An engaging 

opening keeps the audience interested and attentive. 

Practical Tips 

 Relevance: Ensure your opening is relevant to the main topic. A disconnected 

opening can confuse the audience. 

 Brevity: Keep the opening concise. An overly long opening can lose the audience's 

attention. 

 

3.1.4 Effective Body Language 

Components 

 Gestures: Use hand movements to emphasize points and convey enthusiasm. 

Gestures should be natural and aligned with your words. 

 Facial Expressions: Match expressions with the content to convey emotions. 

Smiling, frowning, or showing surprise can reinforce your message. 

 Posture: Stand confidently, avoid slouching or leaning on the podium. Good posture 

projects confidence and authority. 

 Eye Contact: Maintain eye contact to build a connection with the audience. This 

makes your speech feel more personal and engaging. 

Techniques 

 Practice in Front of a Mirror: Observe and adjust your body language. This helps in 

becoming aware of and improving your gestures and expressions. 

 Record and Review: Record your practice sessions to identify areas for 

improvement. Watching yourself can reveal habits you might not be aware of. 

 Feedback: Seek feedback from peers or mentors. Constructive criticism can provide 

valuable insights for improvement. 
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Practical Tips 

 Avoid Distracting Movements: Be mindful of habits like fidgeting or pacing. These 

can distract the audience from your message. 

 Consistent Gestures: Use gestures consistently to avoid confusion. Random or 

inconsistent gestures can be distracting. 

 

3.1.5 Vocal Variety 

Elements 

 Pitch: Vary your pitch to avoid monotony and maintain interest. A monotone voice 

can be dull and disengaging. 

 Volume: Adjust your volume to suit the venue and emphasize key points. Speaking 

too softly can make it hard for the audience to hear, while speaking too loudly can be 

overwhelming. 

 Rate: Vary your speaking rate to highlight important information and maintain 

engagement. Speaking too fast can confuse the audience, while speaking too slowly 

can bore them. 

 Pauses: Use pauses effectively to let key points sink in and to create dramatic effect. 

Pauses can also give you a moment to collect your thoughts. 

Techniques 

 Breathing Exercises: Practice deep breathing to control your voice. Proper breathing 

supports vocal strength and clarity. 

 Voice Modulation Exercises: Work on pitch, tone, and volume variations. Exercises 

like humming, lip trills, and tongue twisters can improve your vocal range and 

flexibility. 

 Reading Aloud: Practice reading aloud to improve vocal variety and articulation. 

This helps in developing a more dynamic and engaging speaking style. 

Practical Tips 

 Record Yourself: Record your practice sessions to analyze your vocal variety. 

Listening to yourself can help you identify areas for improvement. 

 Seek Feedback: Get feedback from others on your vocal delivery. Constructive 

criticism can help you refine your vocal technique. 

 

3.1.6 Engaging the Audience 
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Techniques 

 Interactive Elements: Use polls, Q&A sessions, and discussions. Interaction keeps 

the audience involved and attentive. 

 Stories and Examples: Share relevant anecdotes and case studies to illustrate points. 

Stories make abstract concepts more relatable and memorable. 

 Humor: Incorporate appropriate humor to make the speech enjoyable and relatable. 

Humor can lighten the mood and make your speech more engaging. 

 Visual Aids: Use slides, charts, and videos to support your message and keep the 

audience engaged. Visual aids can clarify complex information and maintain interest. 

Importance 

 Attention Retention: Keeps the audience focused and interested. Engaged audiences 

are more likely to absorb and retain information. 

 Enhanced Understanding: Helps the audience grasp complex concepts. Interaction 

and visual aids can make your message clearer and more accessible. 

Practical Tips 

 Relevance: Ensure that your engagement techniques are relevant to your content. 

Irrelevant interaction can be distracting. 

 Balance: Balance interactive elements with your main content. Too much interaction 

can detract from your core message. 

 

3.17 Overcoming Anxiety 

Techniques 

 Preparation: The more prepared you are, the more confident you will feel. Thorough 

preparation reduces uncertainty and boosts confidence. 

 Practice: Regular practice reduces anxiety and increases familiarity with the content. 

The more you practice, the more comfortable you become. 

 Visualization: Visualize a successful speech to build confidence. Imagine yourself 

delivering the speech successfully and receiving positive feedback. 

 Relaxation Techniques: Use deep breathing, meditation, and positive affirmations. 

These techniques can help calm your mind and reduce physical symptoms of anxiety. 

Managing Nervous Energy 

 Physical Activity: Light exercise before speaking can reduce tension. Activities like 

stretching or a short walk can help calm nerves. 



19 
 

 Hydration: Drink water to stay hydrated and prevent a dry mouth. Avoid caffeine, 

which can increase anxiety. 

 Positive Thinking: Focus on positive outcomes and remind yourself of past 

successes. Positive affirmations can boost your confidence. 

Practical Tips 

 Arrive Early: Arrive early to familiarize yourself with the venue. This reduces 

uncertainty and helps you feel more comfortable. 

 Connect with the Audience: Engage with audience members before the speech. 

Building rapport can make you feel more at ease. 

 

3.1.8 Effective Use of Visual Aids 

Types of Visual Aids 

 Slides: PowerPoint or Keynote presentations. Slides should be clear, concise, and 

visually appealing. 

 Charts and Graphs: Illustrate data and trends. Charts and graphs can make complex 

data more understandable. 

 Videos: Short clips to support or highlight points. Videos can add variety and 

illustrate points more vividly. 

 Props: Physical objects that enhance understanding. Props can make abstract 

concepts more concrete and engaging. 

Techniques 

 Simplicity: Keep slides and visuals simple and uncluttered. Avoid overwhelming the 

audience with too much information. 

 Relevance: Ensure visual aids are directly related to your content. Irrelevant visuals 

can distract and confuse the audience. 

 Practice: Familiarize yourself with the visual aids and integrate them smoothly into 

your speech. Practicing with your visual aids ensures a seamless presentation. 

Common Pitfalls 

 Overreliance: Don't let visual aids overshadow your speech. Visual aids should 

support, not replace, your message. 

 Technical Issues: Be prepared for potential technical difficulties. Have a backup plan 

in case of technical failures. 
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Practical Tips 

 Backup Copies: Have backup copies of your visual aids. This ensures you can 

continue your presentation even if technical issues arise. 

 Engage with Visuals: Interact with your visual aids to maintain audience 

engagement. Pointing out specific details or elaborating on visuals can enhance 

understanding. 

 

3.1.9 Handling Questions and Interactions 

Techniques 

 Anticipate Questions: Predict potential questions and prepare answers. This helps 

you feel more confident and prepared. 

 Active Listening: Listen carefully to questions and respond thoughtfully. Active 

listening shows respect and helps you provide accurate answers. 

 Clarification: Ask for clarification if a question is unclear. This ensures you 

understand the question and can provide a relevant response. 

 Confidence: Maintain composure and confidence when answering questions. 

Confidence reassures the audience of your knowledge and credibility. 

Strategies 

 Repetition: Restate the question to ensure understanding and give yourself time to 

think. Repeating the question also ensures everyone in the audience heard it. 

 Bridging: Connect your answer to your main points or message. This keeps your 

response relevant and reinforces your key messages. 

 Acknowledgment: Acknowledge challenging questions and provide honest, 

thoughtful responses. Honesty builds trust and credibility. 

Practical Tips 

 Stay Calm: Stay calm and composed, even if faced with difficult questions. Keeping 

your cool shows professionalism. 

 Admit When You Don’t Know: It’s okay to admit when you don’t know an answer. 

Offer to follow up later with more information. 

 

3.1.10 Continuous Improvement 

Techniques 

 Self-Reflection: After each speech, reflect on what went well and what could be 

improved. Self-reflection helps you identify strengths and areas for growth. 
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 Feedback: Seek feedback from peers, mentors, and the audience. Constructive 

feedback provides valuable insights for improvement. 

 Training and Courses: Enroll in public speaking courses or workshops. Formal 

training can provide new techniques and enhance your skills. 

 Practice: Regularly practice public speaking in various settings. Practice helps you 

refine your skills and gain confidence. 

Setting Goals 

 Specific Goals: Set specific, measurable goals for improvement. Clear goals provide 

direction and motivation. 

 Track Progress: Keep a record of your speeches and progress. Tracking progress 

helps you see improvements and stay motivated. 

 Celebrate Achievements: Recognize and celebrate milestones and improvements. 

Celebrating successes reinforces positive behavior and boosts confidence. 

Practical Tips 

 Join Speaking Groups: Join groups like Toastmasters to practice and receive 

feedback. Regular practice and feedback from peers can significantly improve your 

skills. 

 Record Your Speeches: Record your speeches to analyze and improve your delivery. 

Watching recordings helps you identify areas for improvement. 

 

3.2 Conclusion 

Effective public speaking involves mastering various techniques that enhance clarity, 

engagement, and impact. By understanding your audience, preparing thoroughly, using strong 

openings, employing effective body language and vocal variety, engaging the audience, 

overcoming anxiety, utilizing visual aids effectively, handling questions with confidence, and 

committing to continuous improvement, you can become a more effective and confident 

public speaker. 
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UNIT-IV 

4.1 METHODS OF PUBLIC SPEAKING 

Public speaking is a critical skill that can be used in various contexts, ranging from 

casual conversations to formal presentations. Different methods of public speaking are suited 

for different scenarios, and mastering these methods can significantly enhance your ability to 

communicate effectively. This material covers key methods of public speaking, providing 

detailed insights and practical tips for each. 

4.1.1 Impromptu  

Definition 

Impromptu speaking involves delivering a speech without prior preparation. This method is 

often required in spontaneous situations where quick thinking and adaptability are essential. 

Techniques 

 Think Quickly: Organize your thoughts rapidly and structure them logically. 

 Stay Calm: Maintain composure to think clearly and speak confidently. 

 Use Personal Experiences: Draw from your own experiences and knowledge to 

support your points. 

 Practice Regularly: Engage in impromptu speaking exercises to improve your skills. 

Advantages 

 Flexibility: Allows you to adapt to the topic and audience on the spot. 

 Authenticity: Speeches often sound more genuine and spontaneous. 

Disadvantages 

 Lack of Structure: Can lead to disorganized thoughts and unclear messages. 

 Increased Anxiety: Higher pressure due to lack of preparation. 

Practical Tips 

 Practice Thinking on Your Feet: Engage in activities like debate clubs or 

improvisational theater. 

 Stay Updated: Keep yourself informed about various topics to have a broad 

knowledge base to draw from. 

 

4.1.2 Manuscript Speaking 
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Definition 

Manuscript speaking involves reading a fully written speech. This method is commonly used 

in formal settings where accuracy and precise wording are crucial, such as political speeches 

or legal presentations. 

Techniques 

 Write Clearly: Ensure the manuscript is well-written and easy to read. 

 Practice Reading: Rehearse reading the manuscript to maintain eye contact and 

natural delivery. 

 Use Visual Aids: Supplement the manuscript with visual aids to enhance engagement. 

 Control Your Pace: Read at a moderate pace to ensure clarity and comprehension. 

Advantages 

 Precision: Ensures accurate delivery of complex information. 

 Consistency: Provides a consistent message every time. 

Disadvantages 

 Less Engagement: Can sound monotonous and disengage the audience. 

 Limited Flexibility: Difficult to adapt to audience reactions or questions. 

Practical Tips 

 Highlight Key Points: Use highlights or underlines to emphasize important sections 

in your manuscript. 

 Practice with a Timer: Ensure your speech fits within the allotted time by practicing 

with a timer. 

 

4.1.3 Memorized Speaking 

Definition 

Memorized speaking involves delivering a speech from memory without any notes or 

manuscripts. This method is often used for speeches that require exact wording, such as toasts 

or keynote addresses. 

Techniques 

 Break It Down: Divide the speech into smaller sections for easier memorization. 

 Use Mnemonics: Employ mnemonic devices to aid memory. 

 Rehearse Frequently: Practice regularly to reinforce memory. 

 Visualize Success: Visualize delivering the speech confidently to build memory and 

reduce anxiety. 
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Advantages 

 Engagement: Allows for direct eye contact and connection with the audience. 

 Freedom of Movement: Enables more natural gestures and movement. 

Disadvantages 

 Risk of Forgetting: High risk of forgetting parts of the speech. 

 Inflexibility: Difficult to adapt on the fly if something goes wrong. 

Practical Tips 

 Daily Practice: Set aside time each day to rehearse your speech. 

 Use Visual Cues: Associate parts of your speech with specific visual cues to aid 

memory. 

 

4.1.4 Extemporaneous Speaking 

Definition 

Extemporaneous speaking involves delivering a speech from brief notes or an outline. This 

method balances preparation and spontaneity, allowing for a structured yet natural delivery. 

Techniques 

 Prepare Thoroughly: Create a detailed outline with key points. 

 Practice Extensively: Rehearse using the outline to become familiar with the content. 

 Stay Flexible: Be ready to adapt to audience reactions and questions. 

 Use Conversational Tone: Aim for a conversational tone to maintain natural delivery. 

Advantages 

 Balance: Combines the benefits of preparation and spontaneity. 

 Engagement: Allows for eye contact and audience interaction. 

Disadvantages 

 Requires Skill: Demands good organization and speaking skills. 

 Potential for Gaps: Risk of missing key points if not well-prepared. 

Practical Tips 

 Note Cards: Use small note cards with key points to guide you. 

 Engage with the Audience: Incorporate audience feedback and questions into your 

speech. 

 

4.1.5 Persuasive Speaking 
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Definition 

Persuasive speaking aims to convince the audience to accept a particular viewpoint or take a 

specific action. This method is commonly used in sales pitches, political speeches, and 

advocacy campaigns. 

Techniques 

 Clear Argument: Present a clear and logical argument. 

 Evidence and Examples: Use evidence and examples to support your points. 

 Emotional Appeal: Appeal to the audience's emotions to strengthen your argument. 

 Call to Action: End with a clear call to action, urging the audience to act on your 

message. 

Advantages 

 Influence: Can effectively change opinions or behaviors. 

 Engagement: Often highly engaging and impactful. 

Disadvantages 

 Resistance: Audience may resist if they feel manipulated. 

 Complexity: Requires strong argumentative and rhetorical skills. 

Practical Tips 

 Understand Your Audience: Tailor your message to the audience's values and 

beliefs. 

 Practice Persuasion: Engage in debates and discussions to hone your persuasive 

skills. 

 

4.1.6 Informative Speaking 

Definition 

Informative speaking aims to educate the audience about a specific topic. This method is 

commonly used in lectures, presentations, and training sessions. 

Techniques 

 Clear Structure: Organize your speech with a clear introduction, body, and 

conclusion. 

 Use Visual Aids: Enhance understanding with visual aids like slides, charts, and 

videos. 

 Simplify Complex Information: Break down complex information into easily 

understandable parts. 
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 Engage the Audience: Use questions and interactive elements to maintain 

engagement. 

Advantages 

 Educational Value: Provides valuable information to the audience. 

 Clarity: Focuses on clear and concise communication. 

Disadvantages 

 Potential for Boredom: Can be dry and unengaging if not delivered well. 

 Overload: Risk of overwhelming the audience with too much information. 

Practical Tips 

 Focus on Key Points: Highlight the most important information. 

 Check for Understanding: Ask questions to ensure the audience understands the 

material. 

 

4.1.7 Demonstrative Speaking 

Definition 

Demonstrative speaking involves showing the audience how to do something. This method is 

commonly used in tutorials, workshops, and cooking shows. 

Techniques 

 Step-by-Step Instructions: Provide clear and detailed instructions. 

 Use Props and Visual Aids: Demonstrate each step using props and visual aids. 

 Engage the Audience: Invite audience participation to enhance understanding. 

 Rehearse the Demonstration: Practice the demonstration to ensure smooth 

execution. 

Advantages 

 Practical Knowledge: Provides hands-on learning experiences. 

 Engagement: Interactive and engaging for the audience. 

Disadvantages 

 Preparation Time: Requires significant preparation and practice. 

 Potential for Mistakes: Live demonstrations can go wrong. 

Practical Tips 

 Prepare Thoroughly: Ensure all materials and equipment are ready. 

 Practice Multiple Times: Rehearse the demonstration several times to avoid 

mistakes. 
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4.1.8 Ceremonial Speaking 

Definition 

Ceremonial speaking involves delivering speeches for special occasions, such as weddings, 

funerals, graduations, and award ceremonies. 

Techniques 

 Understand the Occasion: Tailor your speech to the specific occasion and audience. 

 Use Appropriate Tone: Match the tone of your speech to the occasion, whether it's 

celebratory, solemn, or formal. 

 Personal Touch: Include personal stories or anecdotes to make the speech more 

meaningful. 

 Express Emotions: Convey appropriate emotions to connect with the audience. 

Advantages 

 Memorability: Creates lasting memories for special occasions. 

 Emotional Impact: Can be highly emotional and impactful. 

Disadvantages 

 Pressure: High expectations for memorable and impactful speeches. 

 Emotional Difficulty: Can be challenging to deliver in emotionally charged 

situations. 

Practical Tips 

 Practice Emotion Management: Practice delivering your speech to manage 

emotions. 

 Get Feedback: Seek feedback from close friends or family to refine your speech. 

 

4.1.9 Motivational Speaking 

Definition 

Motivational speaking aims to inspire and uplift the audience. This method is commonly used 

by motivational speakers, coaches, and leaders. 

Techniques 

 Personal Stories: Share personal experiences that illustrate your message. 

 Positive Language: Use positive and uplifting language to inspire the audience. 

 Call to Action: Encourage the audience to take positive actions. 

 Engage Emotions: Appeal to the audience's emotions to create a lasting impact. 

Advantages 

 Inspiration: Can significantly motivate and inspire the audience. 
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 Positive Impact: Promotes positive change and action. 

Disadvantages 

 Skepticism: Some audience members may be skeptical of motivational speeches. 

 High Expectations: Audiences often have high expectations for impactful messages. 

Practical Tips 

 Be Authentic: Speak from the heart to connect with the audience genuinely. 

 Use Powerful Quotes: Incorporate powerful quotes to reinforce your message. 

 

Public speaking encompasses a variety of methods, each suited to different contexts and 

purposes. Understanding and mastering these methods can significantly enhance your ability 

to communicate effectively. Whether delivering an impromptu speech, reading from 

 

4.2 ADVANTAGES AND DISADVANTAGES OF PUBLIC SPEAKING 

Public speaking is a powerful tool that can have significant personal, professional, and 

social impacts. While it offers numerous advantages, it also presents certain challenges. 

Understanding both the benefits and the potential drawbacks of public speaking can help you 

navigate and leverage this skill more effectively. 

 

4.2.1 Personal Advantages 

Confidence Boost 

Public speaking can significantly enhance your self-confidence. Successfully delivering a 

speech in front of an audience can make you feel more capable and self-assured in various 

aspects of life. 

 Self-Esteem: Regular public speaking engagements can improve your self-esteem as 

you become more comfortable with expressing your ideas. 

 Overcoming Fear: Conquering the fear of public speaking, known as glossophobia, 

can have a positive ripple effect on other areas where anxiety might be present. 

Communication Skills 

Engaging in public speaking helps develop your verbal and non-verbal communication skills. 

 Articulation: Improves your ability to express thoughts clearly and concisely. 

 Body Language: Enhances your understanding and use of effective body language to 

complement your message. 

Critical Thinking 

Preparing and delivering speeches enhances critical thinking skills. 
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 Organization: Requires you to structure your thoughts logically and coherently. 

 Analysis: Encourages deep analysis of topics and consideration of different 

perspectives. 

 

4.2.2 Professional Advantages 

Career Advancement 

Public speaking can open doors to career advancement opportunities. 

 Leadership Roles: Effective communication is a key leadership skill, often leading to 

promotions and leadership positions. 

 Visibility: Increases your visibility within your organization and industry, making you 

a more attractive candidate for advancement. 

Networking Opportunities 

Public speaking events provide opportunities to network and build professional relationships. 

 Industry Connections: Engage with peers, mentors, and potential clients or 

collaborators. 

 Reputation Building: Establish yourself as an expert or thought leader in your field. 

Skill Development 

Public speaking hones various skills that are valuable in the workplace. 

 Persuasion: Develops your ability to persuade and influence others, crucial for sales, 

marketing, and leadership roles. 

 Time Management: Enhances your ability to manage time effectively during 

presentations and meetings. 

 

4.2.3 Social Advantages 

Influence and Persuasion 

Public speaking enables you to influence and persuade others effectively. 

 Advocacy: Use your voice to advocate for causes and inspire change. 

 Community Impact: Engage with your community and contribute positively by 

sharing valuable insights and information. 

Enhanced Relationships 

Improves interpersonal relationships through better communication. 

 Listening Skills: Encourages active listening, which is essential for effective 

communication in personal relationships. 

 Empathy: Develops empathy by considering the audience's perspective and needs. 
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Community Engagement 

Public speaking fosters active participation in community and social causes. 

 Volunteering: Speak at community events or local organizations to support various 

causes. 

 Awareness: Raise awareness about important issues and encourage collective action. 

 

4.2.4 Personal Disadvantages 

Anxiety and Fear 

Public speaking anxiety, or glossophobia, is a common and often debilitating fear. 

 Physical Symptoms: Can cause physical symptoms such as sweating, shaking, and a 

racing heart. 

 Mental Strain: Leads to stress and mental strain before and during speaking 

engagements. 

Time-Consuming Preparation 

Preparing a well-crafted speech can be time-consuming. 

 Research: Requires extensive research to gather relevant information. 

 Rehearsal: Involves significant time spent rehearsing to ensure a smooth delivery. 

Risk of Criticism 

Exposure to public scrutiny and potential criticism is a constant risk. 

 Negative Feedback: Speakers must be prepared to handle negative feedback and 

criticism. 

 Self-Doubt: Criticism can lead to self-doubt and decreased confidence. 

 

4.2.5 Professional Disadvantages 

Reputation Damage 

A poor public speaking performance can negatively impact your professional reputation. 

 Perception: Can lead to negative perceptions about your competence and expertise. 

 Career Impact: May affect career progression and opportunities for advancement. 

Miscommunication 

There is a risk of miscommunicating information or being misunderstood. 

 Clarity: Ensuring your message is clear and understood by all audience members can 

be challenging. 

 Consistency: Maintaining consistency in your message across different audiences and 

settings is crucial. 
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High Stakes 

High-stakes speaking engagements can add pressure and stress. 

 Performance Anxiety: The importance of certain speeches can increase anxiety and 

pressure. 

 Consequences: Mistakes in high-stakes situations can have significant consequences. 

 

4.2.6 Social Disadvantages 

Exhaustion 

Frequent public speaking can be physically and mentally exhausting. 

 Energy Drain: Continuous speaking engagements can lead to burnout and fatigue. 

 Stress: Managing multiple speaking commitments can be stressful. 

Privacy Concerns 

Public exposure can lead to a loss of privacy. 

 Public Scrutiny: Increased visibility can attract unwanted attention and scrutiny. 

 Personal Boundaries: Balancing public life and personal privacy can be challenging. 

Misinterpretation 

There is a risk of being misinterpreted or taken out of context. 

 Media: Statements can be misrepresented by the media or others. 

 Audience: Different audience members may interpret the same message in various 

ways. 

 

4.2.7 Overcoming Disadvantages 

Managing Anxiety 

Several strategies can help manage public speaking anxiety. 

 Preparation: Thorough preparation reduces anxiety by increasing familiarity with the 

material. 

 Practice: Regular practice builds confidence and reduces fear. 

 Relaxation Techniques: Use deep breathing, meditation, and positive affirmations to 

calm nerves. 

Efficient Preparation 

Efficient preparation can mitigate the time-consuming nature of public speaking. 

 Time Management: Allocate specific times for research, writing, and rehearsing. 

 Use of Technology: Leverage technology for efficient research and rehearsal. 

 Seek Feedback: Obtain feedback from peers to refine and improve the speech. 
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Handling Criticism 

Effective ways to handle criticism include: 

 Constructive Feedback: View criticism as an opportunity for growth. 

 Stay Professional: Maintain professionalism and composure in response to criticism. 

 Learn and Improve: Use feedback to improve future performances. 

 

4.2.8 Enhancing the Advantages 

Building Confidence 

Strategies to build confidence include: 

 Small Steps: Start with smaller, less intimidating speaking opportunities. 

 Positive Visualization: Visualize successful speaking engagements to build 

confidence. 

 Incremental Challenges: Gradually increase the complexity and size of speaking 

engagements. 

Career Advancement 

Maximize career advancement opportunities through: 

 Seek Opportunities: Actively seek out speaking opportunities in your field. 

 Professional Development: Attend workshops and courses to improve public 

speaking skills. 

 Networking: Use public speaking events to network and build professional 

relationships. 

Community Engagement 

Enhance community engagement by: 

 Get Involved: Participate in community events and causes that matter to you. 

 Volunteer: Volunteer to speak at community gatherings or local organizations. 

 Advocate: Use public speaking to advocate for social issues and causes. 

 

4.2.9 Practical Tips for Effective Public Speaking 

Know Your Audience 

 Research: Understand the audience's interests, knowledge level, and expectations. 

 Tailor Your Message: Adapt your content to resonate with the audience. 

Structure Your Speech 

 Clear Outline: Create a clear and logical outline. 

 Engaging Introduction: Start with a strong opening to capture attention. 
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 Coherent Body: Develop your main points logically and clearly. 

 Powerful Conclusion: End with a memorable closing statement. 

Practice and Rehearse 

 Regular Practice: Rehearse multiple times to build confidence and familiarity. 

 Feedback: Seek feedback from peers or mentors to refine your speech. 

Engage with the Audience 

 Eye Contact: Maintain eye contact to build a connection. 

 Interactive Elements: Use questions, polls, and discussions to engage the audience. 

 Body Language: Use effective body language to enhance your message. 

 

4.3 Conclusion 

Public speaking offers numerous advantages, including personal growth, professional 

advancement, and positive social impact. However, it also presents challenges such as 

anxiety, time-consuming preparation, and potential criticism. By understanding these 

advantages and disadvantages, speakers can better prepare and deliver effective speeches. 

Overcoming the disadvantages and enhancing the advantages requires continuous practice, 

preparation, and a willingness to learn and grow. Effective public speaking can lead to 

significant personal and professional development, making it a valuable skill to master. 
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Unit- V 

5.1 FIVE ACTIVITIES TO IMPROVE PUBLIC SPEAKING SKILLS: 

1. Toastmasters International: Joining a Toastmasters club is an excellent way to 

practice public speaking in a supportive environment. Members give speeches, 

receive feedback, and participate in impromptu speaking exercises. 

2. Debate Clubs: Participating in debate clubs helps develop argumentative and 

persuasive speaking skills. Debates require participants to think on their feet and 

present coherent arguments. 

3. Storytelling Workshops: Storytelling is a powerful communication tool. Workshops 

focusing on storytelling techniques can help speakers engage their audience and 

deliver memorable speeches. 

4. Mock Presentations: Organize mock presentations with friends or colleagues. 

Practice delivering your speech in front of an audience and solicit feedback for 

improvement. 

5. Public Speaking Classes: Enroll in public speaking classes or workshops. These 

courses often  
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5.2 Twenty Public Speaking Topics 

Instruction: Prepare a five minutes speech on any of the following topics: 

1. Child Abuse 

2. Racism 

3. Right to privacy 

4. Common sense 

5. Team Building 

6. Freedom  

7. Physical fitness 

8. Feminism 

9. True friendship 

10. Emotional Intelligence 

11. Personality Development 

12. Human rights 

13. Sophistication 

14. Festivals in India  

15. A good (or bad) boss 

16. Positive attitude 

17. If I were the Prime Minister 

18. Cell phones and Health 

19. Lessons from Nature 

20. Life without internet 
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5.3 Public Speaking Record 

Topic: …………………………………………………….          Date: …………………. 

Blue Print of the Presentation 

Introduction 

 

 

Main Idea 1 

 

 

Main idea 2 

 

 

Main Idea 3 

 

 

 

 

Conclusion 

 

 

      

Observation by the Faculty: 

Details Remarks 

Eye Contact  

Body Language  

Language  

Content  

Presentation Skills  

Marks Awarded  

 10 

         (Signature of the Faculty) 

 


