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Part [J General Introduction to Public SpeakingChapter 1Introduction to Public SpeakingA.Definition of Public
SpeakingB.Reasons for Studying Public SpeakingC.Public Speaking Is a Learned SkillD.Public Speaking and
ConversationE.Tips for YouChapter 2Coping Effectively with Public Speaking AnxietyA.Public Speaking
ApprehensionB.Public Speaking Apprehension Is Not Exclusive to Certain PeopleC.Tips for YouPart (I Preparing
for Your SpeechChapter 3Selecting and Focusing on Your TopicA.Generating Potential TopicsB.Choosing a
TopicC.Focusing on Your TopicD.Tips for YouChapter 4Determining a PurposeA.General PurposeB.Specific
PurposesC.Tips for YouChapter 5Considering Your AudieneeA.Becoming an Audience-Centric
SpeakerB.Analyzing Your Audience Before You SpeakC.Analyzing Your Audience as You SpeakD.Analyzing
Your Audience After You SpeakE. Tips for YouChapter 6Supporting Your
SpeechA.ExamplesB.AnecdotesC.StatisticsD.QuotationsE.DescriptionsE Comparisons and ContrastsG.Tips for
YouPart [ Organizing Your SpeechChapter 70rganizing the Body of the SpeechA.Preparing Main
PointsB.Supporting MaterialsC.TransitionsD.Tips for YouChapter 8Beginning of the SpeechA.Goals of the
IntroductionB.Developing an Effective IntroductionC.Avoiding Some Common Faults of IntroductionD.Criteria
for an Effective IntroductionE.Tips for YouChapter 9Conclusion of the SpeechA.The Purpose of
ConclusionB.Techniques for Designing a ConclusionC.Some Dos and Donts of ConclusionD.Tips for
YouChapter 100utlining the SpeechA.The Preparation OutlineB.The Speaking OutlineC.Tips for YouChapter
11Using Words EffectivelyA.Choosing WordsB.Phrasing SentencesC.Tips for YouPart [ Ways and Aids for
Presenting Your SpeechChapter 12Presenting the SpeechA.Good DeliveryB.The Skills Involved in Public
SpeakingC.Methods of DeliveryD.The Speakers VVoiceE.Nonverbal CommunicationE Tips for
YouChapter13Visual AidsA.Functions of Visual AidsB.Types of Visual AidsC.Visual Aids Design
PrinciplesD.Presenting Visual AidsE.Tips for YouPart [ Types of Public SpeakingChapter 14Public Speaking to
InformA. Definition of Informative SpeechB.Goals of Informative SpeechC.Types of Informative
SpeechD.Guidelines for Informative SpeechE.Tips for YouChapter 15Public Speaking to PersuadeA.Definition of
PersuasionB.Analyzing Audience for PersuasionC.Organizing Reasons to Meet Audiences AttitudesD.Developing
Your PurposeE.Modes of AppealE Tips for YouChapter 16Speeches for Specially Defined SituationsA.Speeches of
IntroductionB.Speeches of PresentationC.Acceptance SpeechesD.Welcome SpeechesE. Tribute SpeechesE Tips for
YouChapter 17Impromptu SpeechA.The Situations When We Deliver Impromptu SpeechB.Techniques for
Delivering a Better Impromptu SpeechC.Speech StructureD.Five Effective Principles of Impromptu
SpeechE.90-Second Impromptu Speech OutlineF.Suggestions to Deliver Successful Impromptu SpeechesG.Tips
for YouPart [J Sample SpeechesChapter 18Sample Speeches for AnalysisA.Contest Speeches AnalysisB.Great
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00 O Communication ability is recognized as the most valued ability in todays business and academic world.It is the
key to success.Much of your communication ability is actually the ability to speak coherently and effectively on
various businessl] non-private[] occasions.In the universities in other parts of the world such as America and
Europeld public speaking is a required course for students of all majors. Though this is not the case now in China
[ educators have already realized that public speaking skills are among the personal skills necessary for optimal
career development.Learning to speak in public is not just about learning the art of speakingl1 it is much more
about training the person that you are bringing out your best potentials as a positive player in todays world.[J [J If
public speaking is ranked number one on most peoples fear list[] giving a speech in a foreign language can be
considered an incredible stunt[]

The point is that very few people in this world can ever do public speaking in a foreign language. As a Chinese
student learning tO speak in public in English(J you need to know the following to begin with[
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