
Chapter 1
What are we so afraid of?

What are we so afraid of?
Let’s get personal
Be willing to do things differently
Answer the big questions
What’s the worst thing that could happen?
A student’s fainting experience
Let’s control what we can control
Words of wisdom

Chapter 2
Say goodbye to fear and anxiety

Starting from square one
Self-sabotage
The powerful work of Speaking Circles
Full presence with the Three-Step Process
The invisible barrier
Be audience focused

Chapter 3
It all starts with the voice

Developing vocal awareness
Filler words

Overcome Your Fear of Public Speaking
Table of Contents

Vocal qualities; volume, rate, pitch, tone,
accent, enunciation, pronunciation, pauses
Keep your voice healthy

Chapter 4
What is your body saying?

Gestures and body language
Exercises - Try this!
Why use gestures?
Exercise - Imaginary line and box
Posture and movement
Facial expressions
Use eye contact to connect
Words of wisdom

Chapter 5
Prepare a presentation

Why are you giving a presentation?
Three types of presentations
Start planning your presentation
The magic of vulnerability
Presentation structure
Develop your own presentation

Chapter 6
The hidden role of the presenter

What’s the “pre” in presentation?
The pros practice
Let go of perfectionism
Practice strategies
Who is your audience?
Audience analysis tools and techniques
Details, details, details
Room setup styles
Should you use a microphone?

Chapter 7
 Deliver a presentation

The seven steps for successful presentations
1. Have everything you need
2. Arrive early
3. Meet and greet your audience
4. Supply an agenda
5. Remember you are the expert
6. Give your audience a break
7. Keep your cool if things get hot

Chapter 8
Keep your audience involved

How adults learn
Learning styles
The importance of interactivity
Strategies to involve your listeners
Training activities

Chapter 9
Visual aids and technology

Working with AV equipment
AV options
Equipment overview
Using a flip chart
Using an overhead projector
Using an LCD projector and computer
The latest technologies
Five tips for technical presentations

Appendix
Tools, assessment, resources,
checklists, bibliography


