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PRESENTATION SKILLS
LESSON OBJECTIVES
LEVEL
MEASURE

A. Demonstrate different types of public speaking
Application
PE/ISDE

B. Format a briefing/presentation
Application
PE/ISDE

C. Interpret briefing considerations
Application
PE/ISDE

D. Demonstrate fundamental elements of public speaking
Application
PE/ISDE

E. Demonstrate topic research
Application
PE/ISDE

F. Deliver an impromptu speech
Application
PE/ISDE

G. Deliver an information briefing
Application
PE/ISDE

H. Deliver an advocacy briefing
Application
PE/ISDE

I. Deliver a decision briefing
Application
PE/ISDE

SUPPORT MATERIAL AND GUIDANCE
Lesson Focus
This lesson covers an introduction to military briefings, and the fundamentals of speaking.  Be able to recall each of the different types of public speaking, understanding how each will be used.  Be able to format each type of briefing/presentation.  Comprehend the importance of timing and setting to the briefing and organizing their materials and thoughts.  Demonstrate fundamental elements of speaking and demonstrate an impromptu briefing.

Student Contribution

Ensure required reading, DEOMI Presentation Skills Handbook, is completed prior to the class.  Take notes and ask questions to clarify material covered in the required reading and lecture.  Demonstrate understanding of the material presented by delivering an impromptu briefing, an information briefing, an advocacy briefing, and a decision briefing.

Student Instructional Material

Notetaking Guide

Required Reading – DEOMI Presentation Skills Handbook

Instructional Method

Lecture (2 Hrs) 

Practical Exercise (20 Hrs)

SUPPORT MATERIAL AND GUIDANCE (Cont.)
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NOTETAKING GUIDE
A.  TYPES OF PUBLIC SPEAKING

1. Presentations 

a. Formal Briefings
Formal briefings tend to be the rule rather than the exception at higher levels of command.  Formats are prescribed, strict time limits are set, and the contents of the briefings are fully coordinated and staffed.

b. Informal Briefings
Informal briefings are given at all levels of command.  Such presentations often involve routine status reports at periodic gatherings.  An example is a staff meeting update.

c. Classroom Instruction
Classroom instruction is similar to an informal briefing.  You will have a basic lesson plan with objectives, but you will present your information in a relaxed atmosphere.  The steps we discuss for briefings are applicable to classroom instruction.

d. Guided Discussions
Guided discussions are leader planned and guided learning experiences in which the sharing of information by a group leads to the achievement of learning objectives.

(1) Use with small groups

(a) Student participation - maximizes student participation because the group interacts in response to the instructor’s questions.  Communication flow becomes a transaction among all students.

(b) Promotes the understanding of concepts and principles and the development of problem-solving skills.

(c) Develops individual and group thinking skills.  Students develop the ability to think critically in appraising the ideas of others.  Students get the opportunity to reason together and to develop group decision skills.

(d) Research in social psychology supports the position that discussion is more effective than the lecture for changing student attitudes and behaviors.  When students make a public commitment in a discussion, they are more apt to follow through with a change in behavior.
(2) Don't use with larger groups

(a) Time-consuming and difficult method to execute  (preparation, knowledge, etc.)

(b) Requires specific skills to conduct a successful guided discussion.

(c) May create friction 

2. Briefings

a. Impromptu Speech
Impromptu speaking is when we respond during a meeting or “take the floor” at some type of gathering.  It’s what we do when we speak publicly without warning or on a few moments notice.

b. Information Briefing
An information briefing is a specialized oral presentation designed to inform the listener.  The information briefing only deals with facts; it has no place for recommendations.  The explanation should be simple and precise.  A good information briefing should include a short introduction indicating the topic to be presented; the body, stating the facts clearly and objectively; and a short summary, depending upon the length of your presentation and the complexity of your subject matter.

c. Advocacy Briefing 

The advocacy or persuasion briefing is used to do just what it sounds like; persuade 

someone to do or not to do something.

d. Decision Briefing
Decision briefings are given where a decision from the commander is needed at the conclusion of the briefing.  It differs from other briefings in that you end it by asking the commander for a decision.  Decision briefings usually contain:

· Statement of the situation (problem).

· Background.

· Several courses of action.

· Your recommendation on a preferred course of action.

· Asking for a decision.

B.  FORMATING A BRIEFING/PRESENTATION

1. Introduction

a. Greeting
(1) Consists of the protocol.

(2) Gaining the audience’s attention.

(3) Introduction of topic.

(4) Giving your credentials.

b. Purpose
Tell the audience why you are giving the briefing and what’s in it for them.

c. Overview
Present a list of the main points to be covered and identify the areas and depth that each main point will be covering.  Additionally, the speaker will explain the procedures for the briefing in general terms.

2. Body

a. Organization
A good briefing will be well organized and easy to follow.  The speaker will present a pattern and strategy of organization that actively contributes to the development of the topic.

b. Support Data
The speaker must provide data for all main points.  Relevant and credible statistics and/or testimony to support the main points must be presented.  The speaker should present ample facts and examples, and relate these to the audience.

c. Transitions/Interim Summary
(1) Transition: The speaker will present transitions, which show logical connections between all main points.  A well-organized briefing will provide a smooth flow from known to new material.

(2) Interim Summary: Summaries after main points are useful tools for maintaining continuity within a briefing.  They are not always necessary, but use them when a point is very lengthy or complex.  With interim summaries, repeat information concisely and reinforce audience understanding before new information is presented.

3. Conclusion

a. Summary
A good summary will foster retention.  The speaker will review and reemphasize the essential ideas presented.

b. Closure
The speaker will present a simple closure statement and open the question and answer period.  He or she will leave the audience with a sense of completion.

C.  BRIEFING CONSIDERATIONS

The following four items are important considerations in all briefings, but since the advocacy is the most difficult, these are especially important for the advocacy briefing:

1. Credibility

This is the fluid composite of personality, appearance, knowledge of subject, sensitivity, integrity, organization, preparation, approach, and at least a dozen other things. 

2. Setting

If you control the location of your briefing or discussion, arrange things to your advantage.

3. Timing

If you want your audience full of spark, brief in mid-morning.  If you want them impatient and anxious, time your brief just before lunch; agreeable, brief immediately after lunch; asleep, try mid-afternoon.  Finally, if you like pressure politics and quick decisions, try just before quitting time.

4. Organize the Information

Organize your information to achieve your objective.  The type of briefing you do will dictate how you organize your information.  When you attempt to persuade (advocacy briefing), you can organize the material into one of four common patterns:

a. Reason pattern (discuss the logic).

b. General to specific pattern (support the statements).

c. Problem-Solution pattern (describe the problem and possible solutions).

d. Psychological pattern (show cause and effect).

D.  FUNDAMENTAL ELEMENTS OF PUBLIC SPEAKING

1. Elements

a. Overcome nervousness
(1) Preparation

Your mastery of the subject and a plan for your presentation is the best step to overcome nervousness.  Ask yourself, “What is the purpose of my speech?  Which type of speech is it?”

(2) Confidence

Your most reliable weapon.  If the speaker has mastered the subject and made a thorough preparation, he or she has eliminated the real problem.

b. Establish contact
(1) Initial remarks

Have the initial remarks well in mind.  The first few moments are the most difficult; get past these and the rest of the speech will go well.

(2) Eye contact

Establish good eye contact.  Look for feedback (nods, puzzled looks).  This search for feedback will take your mind off yourself and help you focus on the audience and the information you need to provide to them.

(3) Be deliberate

When a person is nervous, body activities tend to speed up.  Watch your audience and go with a pace that is comfortable for them.

c. Speaker presence
(1) Proper appearance

Good appearance builds confidence and reduces stage fright.  Initial impressions also add to credibility.

(2) Good posture and movement

Your posture also creates a general impression of you as a speaker.  Stand erect and alert, but don’t look artificial, lean on the lectern, rock back and forth or side to side, or slouch on one leg and then the other.  Make your movements natural.  Hands in your pants can send the wrong message.

(3) Facial expressions

Use them as if you’re engaged in a casual conversation.

(4) Gestures 

Gestures are another form of nonverbal communication.  Make them add meaning to your speech.  Practice in front of your mirror.

2. Delivery Techniques

a. Voice quality
The average speaker can make his or her voice quality more pleasant by developing proper emphasis, making the presentation more intelligible, and providing a pleasing variation that will hold the listener’s attention.

(1) Pitch

Pitch of the voice should be natural.  Use the pitch level at which you can speak with greatest ease and clarity and then vary this pitch to produce emphasis where needed.

(2) Volume

You must speak loud enough for all listeners to hear without difficulty.  On the other hand, too loud a voice is deafening and the hearing attention soon dulls in self-defense.

(3) Rate of speech

Complex material should be presented slowly.  If you speak too fast, your speech will be unintelligible; and if you speak too slowly, your meaning will suffer.

b. Speech delivery
(1) Choice of words 

Choose your words carefully.  The right word in the right place is the keynote of effective speech.  Use terms that are common to the vocabulary of your listeners.  If certain complex terms are essential, use them, but define each one.

(2) Formation of sentences

Use short sentences.  Signal the end of your sentences by voice inflection.  Do not pad sentences and clutter delivery with trite expressions.

(3) Pauses

Pauses provide the punctuation of speech.  The proper use of pauses accomplishes four things:

(a) Listeners are able to absorb ideas more easily

(b) You get an opportunity to concentrate on your next point

(c) You give emphasis, meaning, and interpretation to your ideas

(d) You get a chance to breathe 

(4) Enunciation and pronunciation

Briefers must speak clearly and distinctly.  Strive for clarity of expression.  Pronounce or accent each syllable distinctly and clearly.  Be particularly careful to enunciate each syllable of new terms that may not be common to the vocabulary of your listeners.

(5) Length

The length of your presentation is crucial.  Be brief and concise.  Know what you want to say and say it.

3. Visual Aids

a. Benefits - “A picture is worth a thousand words” is an old cliché that might be an understatement.  Research tells us that a week after we hear a presentation without visual aids, we have only retained about 5 percent of the data.  When visual aids are used, our retention is about 65 percent. 

b. Relevance – Must clearly and logically support the topic.

c. DEOMI requirements – Two, different types (see Presentation Skills Handbook for examples).  They must be used effectively to enhance the brief/presentation: this includes such details as using correct spelling and proper grammar.

E.  TOPIC RESEARCH

1. DEOMI briefing topics will coincide with writing assignment topics.

2. Available Sources and References

a. DEOMI Library

b. Public Library

c. Internet

d. Any other facility or means to conduct research
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