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Part 0 Introductionl Overview of Presentation Skills1.1 Definition of Presentation Skills1.2 Importance of
Presentation Skills1.3 Essential Qualities of a Good Public Speakerl.4 Types of Presentations1.5 Overall Structure
of a PresentationPart [1 Speech Preparation[] Getting Started2 Initial Considerations2.1 Analyzing the
Audience2.2 Selecting a Topic2.3 Selecting a Purpose2.4 Composing a Thesis Statement3 Gathering Supporting
Materials3.1 Sources of Materials3.2 Types of Supporting Materials3.3 Tips for Selecting Materials3.4 Avoiding
PlagiarismPart 1 Speech Preparation: Outlining and Organizing4 Outlining4.1 Preparation Outlines4.2 Speaking
Outlines4.3 Sentence, Phrase, and Key-word Outlines5 Developing an Attention-getting Introduction5.1 Major
Types ot7 Attention Gettersb.2 Establishing Credibility5.3 Providing a Purpose5.4 Stating Your Thesis5.5
Previewing Main Points5.6 Putting the Introduction Together6 Organizing the Body of the Presentation6.1
Guidelines for Determining Main Points6.2 Organizing the Main Points6.3 Organizing Supporting Materials7
Developing the Conclusion7.1 Signaling Your Conclusion7.2 Repeating the Topic, Purpose and Thesis7.3
Reviewing the Main Points7.4 Closing Your Presentation7.5 Transitioning to Questions7.6 Putting the Conclusion
Together8 Connectives8.1 Transitions8.2 Internal Previews8.3 Internal Summaries8.4 SignpostsPart [J Presenting
the Speech9 Presenting with Effective Language9.1 Style of the Presentation Language9.2 Tips for Using Language
Effectively10 Using Visual Aids Effectively10.1 Advantages of Visual Aids10.2 Types of Visual Aids10.3 Tips for
Designing PowerPoint Slides10.4 Tips for Using PowerPoint Slides11 Delivering a Speech Effectively11.1 Qualities
of Effective Delivery11.2 Methods of Delivery11.3 Vocal Elements in Delivery——Making Effective Use of Your
Voicell.4 Physical Elements in Delivery——Making Effective Use of Your Body11.5 Practicing Delivery11.6
Overcoming Speech Anxiety12 Handling Audiences Questions Effectively12.1 Tips for Handling Questions
Effectively12.2 Summary of the ChapterPart (I Major Types of Presentations13 InformativePresentations13.1
Types of Informative Presentations13.2 Tips for Informative Presentations13.3 Sample Informative Speech with
Commentary14 Persuasive Presentations14.1 Types of Persuasive Presentations14.2 Organizational Patterns for
Persuasive Presentations14.3 Methods of Persuasion14.4 Sample Persuasive Speech with Commentary15
Presentations on Special Occasions15.1 Speeches of Introduction15.2 Speeches of Presentation15.3 Speeches of
Acceptancel5.4 Commemorative Speeches15.5 After-dinner SpeechesAnswers to ExercisesAppendix [ Sample
Complete Presentations and Famous SpeechesAppendix [I Famous Sayings and QuotationsAppendix (I A List of
Mispronounced Words by Chinese StudentsAppendix [ Detailed ContentsAppendix [ Bibliography
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[0 O Reading from Manuscript] [ As the name suggests, reading from manuscript means reading from
fullyprepared written text, word by word. This method is often used in situationswhere absolute accuracy is
essential. Politicians and business leaders find thismethod more helpful because it can help them avoid being
misquoted or misinterpreted. They want to communicate exact information.[J [0 However, it can be boring to
listen to a speaker who reads word by wordfrom a manuscript. Reading restricts eye contact and body movement,
and maylimit expressiveness in vocal variety, too. Consequently, the quality and effectivenessof the speech delivery
can also be limited.OO O To overcome the disadvantages and increase your expressiveness, you shouldpractice
reading the manuscript often and become familiar with it before the delivery.Reciting from Memory[l [I By this
method, the speech is delivered entirely from memory. Since itsneither customary nor necessary to memorize an
entire speech in real life, thismethod is rarely used except for some special or brief speeches such as speechcontests,
short toasts, congratulatory remarks, introductions, etc.[J Besides,reciting from memory can be boring if the
speaker keeps gazing at the ceiling,trying to recall what he/she has memorized,[] rather than concentrates
oncommunicating with the audience and conveying enthusiasm and directness.
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