The Competent communicator in 10 easy Steps
1.  ICE BREAKER

· Begin speaking before an audience

· First evaluation
2.  Organize your speech

· Organize your thoughts in a logical sequence with a clearly defined goal

· Build an outline with an opening, body, & conclusion

3.  Get to the Point

· Determine the purpose of your speech

· Organize your speech to achieve the purpose

· Project sincerity & conviction to control nervousness
4.  How to Say It

· Select precise words – avoid “$6” words & jargon

· Keep sentences simple

· Bonus: use rhetorical devices such as similes & metaphors
5.  Your Body Speaks

· Use gestures & body movements

· Eye contact & facial expressions

6.  Vocal variety

· Experiment with volume, pitch, rate, & quality

· Use pauses

· Pleasing to listener
7.  Research Your Topic

· Collect information about your topic

· Support your points with specific facts, examples, & illustrations
8.  GET COMFORTABLE WITH VISUAL AIDS

· Use visual aids & props effectively 

9.  Persuade with power

· Appeal to audience’s self-interest 

· Build logical foundation for agreement

· Arouse emotional commitment to your cause

· Avoid using notes

10.  Inspire your audience

· Incorporate skills one through nine

· Use stories, anecdotes, & quotes 

· Appeal to noble motives to Inspire your audience

