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Tips for Effective Speaking Tips for Effective Listening
Know your material Concentrate
Know the audience Send the nonverbal message that you dfe
Know the room listening (eye contact, questions, reitera
Start with a bang! key points)
Do NOT read a speech word for word!!| Avoid Presumptions and avoid getting
Tone, Inflection, Volume and Pace defensive
Avoid fillers Encourage
Use visual aids to add to your Apply Emotional Intelligence (dealing wit
presentation emotional responses to conflict)
Use personal examples where Practice Paraphrasing
appropriate Ask Questions!
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