 SEQ CHAPTER \h \r 1Public Speaking Tips
One of the keys to success in any field of endeavor is the ability to speak in public. This is especially so for acupuncturists in early 21st century America. Although acupuncture and Oriental medicine are steadily gaining popularity in the North America, there are still many people, practitioners and laypersons alike, who know little to nothing about Oriental medicine and who need to be educated on the history and benefits of this system of medicine. That means that, to a large extent, it is incumbent on each and every practitioner of acupuncture and Oriental medicine to also be an ambassador at large for this ancient art. Whether it be giving a presentation to other health care professionals or to a room full of curious laypersons, the ability to stand up in front of a room full of strangers and present your art clearly, concisely, and convincingly is priceless.

Unfortunately, few of us are born public speakers. Public speaking is a skill which requires study and practice. While we cannot teach all of public speaking in this short book, below are some key pieces of advice. They have been adapted from Toastmasters, the famous public speaking organization, and my own reading on and experience as a public speaker.

1. Know the room. 
It is extremely important that you be familiar with the place in which you will speak. If possible, arrive early, walk around the speaking area, and practice using the microphone and any visual aids. 

2. Know the audience. 
Knowing the audience is twofold. First, it means knowing who the audience is and what they want. Every public speech is a sales pitch, and for a sales pitch to be effective, you have to know what the audience wants and needs. If you speak about something the audience simply has no interest in or is above or below them, the speech will be a failure. This means that you cannot give the same talk to a group of MDs as you would to a group of prospective patients.

Secondly, knowing the audience means making friends with at least a few of the audience before the speech begins. These friends will then act as allies and anchors during any nervous minutes. You can look and smile at them and they will probably smile back. This return of good will will typically help relax any tension you may be feeling. If you do not already know anyone in the audience, you can greet some of the audience as they arrive. It's easier to speak to a group of friends, even just made friends, than to a group of complete strangers. 

3. Know your material. 
There is simply no substitute to knowing your material. It is best to neither read nor recite your speech. Instead, you should aim to give your speech more or less extemporaneously after having completely internalized the material. If you're not familiar with your material or are uncomfortable with it, your nervousness will increase. So be sure to practice your speech beforehand and revise it if necessary. Not only should you know the material very well, you should also know that the amount of material is neither too short nor too long for the time allotted. 

4. Relax. 
Ease tension by doing exercises before you go on stage. These can be jumping jacks, push-ups, or deep knee bends. If you’re up in a hotel room before your speech, you can scream into a towel or pillow in your bathroom, say tongue twisters as quickly as possible, or do other voice and diction exercises. 

5. Visualize yourself giving your speech. 
Make use of the same techniques world class athletes use before their matches. Imagine yourself speaking, your voice loud, clear, and assured. When you visualize yourself as successful, you will be successful. 

6. Realize that people want you to succeed. 
Audiences want you to be interesting, stimulating, informative, and entertaining. They don't want you to fail. 

7. Don’t apologize. 
If you mention your nervousness or apologize for any problems you think you have with your speech, you may be calling the audience’s attention to something they hadn’t noticed. Keep silent and let the audience make up its own mind.

8. Concentrate on the message, not the medium.
Focus your attention away from your own anxieties and outwardly toward your message and your audience. As you warm to your topic, your nervousness will dissipate. The more you get into your topic, the less time you will have to think about being nervous.

9. Turn nervousness into positive energy.
Harness your nervous energy and transform it into vitality and enthusiasm.

10.   Gain experience. 
Experience builds confidence which is the key to effective speaking. Public speaking is a skill, and we all know that practice is what hones a skill. The more you speak in public, the better you will become. So take every opportunity to speak in public about acupuncture and Oriental medicine. This will be good for your practice and will be good for Oriental medicine as a whole.

Preparing Your Speech
Some people are so well versed in their subject and have spoken in public so frequently that they can get up in front of an audience and give a speech on a host of topic without any preparation. However, for most of us, this skill is some ways in the future. For those who have yet to reach this high level of public speaking, preparation is one of the keys to a successful presentation. There are several steps in preparing an effective speech:

1. Determining your purpose
So you think you want to give a speech. Why? How come? What do you think you have to gain by making a speech? Are you trying to convince a group of MDs that they should be more open and accepting of Chinese medicine? Are you trying to convince a group of legislators that they should legalize a new modality? Are you trying to attract more patients to your practice? What you are trying to accomplish by giving your speech affects almost everything else about it. The clearer you are about your goals, the better you will be able to craft a speech to meet those goals.

2. Analyzing your audience
After you have clarified in your own mind why you are giving your speech, the next thing to analyze and clarify is your audience. Who are the people who are going to be listening to your speech? How much do they already know about acupuncture and Oriental medicine? What is their level of education in general? What do you think they most want to know about? What are their prejudices and preconceptions?  How old are they and what sex will they mostly be? All these things have a bearing on what kind of speech you will give and the specifics of how you present your topic. You don’t want to talk over peoples’ heads and you also don’t want to preach to the choir. Everyone is driven by self-interest. Everyone wants to know what’s in it for me. So you want to make sure that your speech is meeting the needs and interests of your audience, not just your own needs and interests. 

3. Selecting your topic
Once you know what you hope to get out of your speech and what your audience typically is hoping to go away with, then you can select your topic. This topic should meet both you and your audience’s needs and wants. When both sets of needs and expectations are met, there’s a happy congruence, and the whole experience will be a positive one for everyone.

4. Researching your topic
As stated above, it is important to know your material thoroughly. This means that you may have to do some research prior to writing your speech. You should also  think ahead about the types of questions that might be asked or the objections that might be raised. Then work out answers to these questions bolstered by facts, quotes, and citations. However, don’t inundate your audience with long lists of boring facts. Use facts to support your themes or thesis, and be sure that your facts are up-to-date and authentic, but don’t put your audience to sleep by talking way over their heads.

5. Determine the three key things you would like your audience to remember. 
If you ask your audience to remember more than three key things, they are not likely to clearly remember anything.

6. Write and memorize your opening and ending. 
Both the opening and ending of a speech needs to have real punch. One common gambit is to begin with a quote. Whether or not you use such a device, your beginning and ending should be the most eloquent parts of your speech. Therefore you should spend time crafting and then memorizing these two parts of your speech.

In addition, you ending should include a call to action. Every speech is an attempt to get your audience to do something. That something may be to try acupuncture. It may be to be more open-minded about acupuncture. It may be to support legislation or give a donation to a charity or acupuncture organization. Don’t leave it up to your audience to figure out what they should do next having listened to your presentation. Tell them what to do. For instance, “I hope you have enjoyed tonight’s talk on Chinese medicine and the common cold, and I hope you found the information interesting. More than that, I hope you will consider calling me the next time you feel yourself coming down with a sore throat and chills. Remember, Chinese medicine works. There’s no reason to suffer needlessly.” 

7. Write an outline for the rest of your speech. 
While some authorities on public speaking suggest writing the entire speech and then memorizing, this can result in a stiff and obviously contrived presentation. If you know your material well, you should be able to simply write out an outline and then give your speech more like having a conversation with your audience, more spontaneously. In terms of an outline, it’s hard to improve on the old adage, “Tell them what you’re going to tell them; tell them what you have to tell them, and then tell them what you’ve just told them.” In other words, there should be an introduction, a main body of the talk, and then a closing summation.  

8. Preparing visual aids
My favorite visual aid remains overhead projections. On more than one occasion, I have seen Power Point presentations malfunction in the middle causing complete chaos to the presentation. Overhead projection technology is, by comparison, simple and user friendly. That is why I recommend novice public speakers to use overheads for their speeches. You can use the overheads as both your outline and your prompt. In addition, the overheads help convey your information visually, and the more ways you can present your information, the more likely your audience will absorb it.

However, many novice speakers make a fundamental error when preparing overheads: They make the type face too small and they put too much on an overhead. There should rarely be whole sentences on an overhead. Each overhead should only contain several words and phrases. The speaker then turns these words and phrases into sentences and paragraphs for the audience. These words and phrases should be written in bold face, sans serif type and at a size which is readable by the furthest person in the audience. That typically means 18 point or large type. Twenty-eight and 32 point type is even better. Overheads should look like outlines. They should rarely consist of blocks of type which need to be read. It is far better to make dozens of overheads than to have a few overheads which cannot be read by your audience.

In addition to prepared overheads, you should also always have some blank transparencies and some thick black and colored markers. That way you can create handwritten overheads in answer to questions or if you find you need to add something you forgot to prepare ahead of time. Writing some things in the middle of a speech enlivens the speech. The audience sits on the edge of their seats as you write on the overhead. It provides some drama to the presentation. It also engages you in some physical activity which can enliven an otherwise static speech. However, if you write several overheads “extemporaneously” during a speech, be sure that you write clearly and large enough so that your audience can easily read your writing.

9. Preparing your costume
Every speech includes an element of theater. If you use that element of theater to your advantage you will be ahead of the game. In terms of this, you should think of what you wear during your speech as a costume. What you wear should be very deliberately chosen to help convey your message to your intended audience. It should njot be left to chance. In terms of the too extremes, you do not want to either underdress or overdress for your presentation. A general rule of thumb is that you want to dress one degree or step better than your audience. If your audience is in jeans and tee-shirts, then that means nice slacks and a clean, pressed sport shirt. If your audience is in suits, then you also need to be in a suit. If your audience is in sports jackets and ties, then you should consider a suit and tie. If you either overdress or underdress, you loose your connection, your credibility, and your likability with your audience.  

Guidelines for Effective Delivery 
The following are four general guidelines for effective delivery of a speech or talk. 

1. Be natural.  

While it’s natural to be nervous and, therefore, somewhat stiff at the beginning of a speech, try to be as natural and unpretentious as possible. Do not use excessively formal or complicated speech. It is very irritating to listeners when a speaker uses a lot of words they do not understand. Do not be either too pompous or falsely humble.

2. Be lively.  
It is important not to speak in a monotonous voice. Modulate your voice, switching from faster to slower, from louder to softer, and from higher to lower. Also, do not be afraid to use pauses for dramatic effect. Sometimes what you don’t say is more important than what you do say. In addition, allow your body and your facial expressions to move and change as you present. You should not stand stiffly like a deer in the headlights, nor should you plaster a deadpan stare on your face. Smile and use your hands to emphasize your points. Make eye contact, and be sure to add some humor to your speech, even if the humor is self-deprecating. You want to be perceived as alive and vibrant as well as human and likable.

3. Be appropriate.  
Be sure to tailor your speech to the needs and expectations of your audience. Use language that your audience will understand and talk on a level which is appropriate for them. This does not mean that listeners have to like or agree with everything you say. But it does mean not giving a talk on Chinese herbal medicine to people who only do acupuncture or a talk designed for professional practitioner to lay people and vice versa.

4. Pair delivery and message.

Try to match your clothes, the way you hold yourself, and the words and phrases you use with the content and intent of your speech. Communications specialists teach that only 20% of a speaker’s message is conveyed by the words and phrases they use. The other 70-80% of communication is based on the speaker’s appearance or, in other words, their facial expression, body language, and clothes. If this is true, which I think it is, you want to make maximum use of this “other” 70-80% of your speech. 

How to Deal with a Hostile Audience
Sooner or later, every public speaker meets with a problem person or persons in the audience. This can be a very nerve-wracking experience. However, it is extremely important that you do not let this person or persons “get your goat.” It is imperative in this kind of situation to remain calm, confident, poised, and friendly. You have everything to lose and nothing to gain if you blow your cool and lash back at a heckler or problem-making. Below are some hints on dealing with a hostile audience or audience member:

1. Listen carefully to the question and repeat it aloud. 

Make sure you understood the question correctly and that your audience knows the question to which you are responding.

2. Answer directly. 

This means two things, First, look directly at the person asking the question. Second, give simple answers to simple questions. If the question demands a lengthy reply, agree to discuss it later with anyone                 interested, and then keep that commitment.

3. Refer to your speech.  
Whenever possible, tie your answer to a point in your speech. Look upon these questions as a way to

reinforce and clarify your presentation.

4. Anticipate areas of questioning.  

Prepare factual support material in three or four areas in which you anticipate questions.

5. Be friendly; always keep your temper.  
A cool presentation creates an aura of confidence. When the questioner is hostile respond as if he or she were a friend. Any attempt to "put down" your questioner with sarcasm will immediately draw the audience's sympathy to the questioner.

6. Always tell the truth.  
If you try to bend the truth, you almost always will be caught. Play it straight, even if your position is

momentarily weakened.

7. Treat two questions from the same person as two separate questions.
In other words, keep a “beginner’s mind.” Although a particular listener may have irked you with a previous question, try to start fresh with that listener if they ask you a subsequent question. 

8. Don't place your hands on your hips or point at the audience.
These are scolding poses and give you the appearance of preaching. Also don’t roll your eyes or make sarcastic faces to the audience. If the person is being a jerk, the audience will get this without any histrionic from you.

9. Keep things moving  
There is a rhythm to a good question-and-answer exchange. They volley back and forth in a brisk manner. Keep your answers brief and to the point with many members of the audience participating.

10. Use the audience to deal with problem questioners.

If someone refuses to understand a point or let go of an issue, one can use the positive participants in the audience to help you out of a tight spot. For instance, you can acknowledge that the discussion has bogged down and ask for a vote from the listeners whether to move on or not. Then, if the group votes to move on, you are not the bad guy. You are merely responding to group will. Or you can acknowledge that you are having trouble answering a certain questioner to their satisfaction and ask if everyone else in the room gets what you are trying to get across. If everyone else in the room gets what you are saying, then the onus for the misunderstanding is shifted onto the listener. Yet another option is to ask someone else in the room if they can explain the point to the problem person since you don’t seem to know how to answer the question effectively. Then you let this other person handle the questioner more straightforwardly and perhaps more heatedly than you can do in your position. In other words, let them argue it out. 

11. Conclude smartly.  
Be prepared with some appropriate closing remarks. End with a summary statement that wraps up the

essential message you want them to remember. 

