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Vaughan Evans is an independent consultant in business strategy and author of many business books, including the bestselling The Financial Times Essential Guide to Writing a Business Plan. A Cambridge economics graduate and an Alfred P. Sloan Fellow at London Business School, he worked for many years at management consultants Arthur D. Little and investment bankers Bankers Trust.


Vaughan is also an accomplished speaker. A leading performer on the amateur speaking circuit for twenty-five years, he is well known for the vitality, humour and sheer buzz he injects into every speech.


He has nurtured and mentored dozens of speakers over the years, helping transform hesitant speakers into confident speakers and good speakers into great speakers.


Vaughan hails from West Wales and lives alongside Richmond Park in southwest London. He started his career as a development economist, working for a dozen years in such hardship postings as the British Virgin Islands, Borneo, Fiji, Thailand...! Tales of these travels crop up now and again in his speeches…





 


 


PRAISE FOR VAUGHAN EVANS’S PUBLIC SPEAKING ADVICE


‘If you think public speaking is an unbreakable code, Vaughan Evans has cracked it! This book fizzes with vitality and oozes valuable advice. Ideal for the starter speaker – and some neat tips too for those further along the road.’


Yvonne Jordan, Interior Designer, Britain and Ireland Champion of Public Speaking, 2012


‘This is a zingy, inspiring and practical book . . . It really fired me up – and I learned a lot!’


Cao Jun Cao, PhD researcher, novice speaker


‘As a speaker, Vaughan has tremendous charisma and a sense of fun – but he also possesses rich insight into the art of public speaking. Packed with practical tips, advice and wisdom, this book gives you a short-cut to more than 25 years of his public speaking expertise – and wit! Highly recommended, especially to those new to the art.’


Simon Bucknell, speaker, coach, Britain and Ireland Champion of Public Speaking, 2006 & 2007


‘Hugely entertaining and thoroughly useful. Reading this book is like watching playback of my favourite comedy show – I can skip, fast forward or rewind at will to a punchline that hits – or bombs! This book is a true gift – a lifetime of wisdom and practical help to anyone who gives a damn about effective communication.’


Lo Luong Lo, Investor, experienced speaker


‘This is a smashing read. Vaughan Evans writes as he speaks, with authority, passion and confidence. Read this book and, just as if you were listening to him, you will come away educated, entertained and informed – or you will wake up refreshed!’


Mike Silverman, media executive, former governor of Toastmasters in Britain and Ireland


‘Want to stand on stage, frozen rigid, eyes downcast, speaking to the floor, occasionally glancing up to watch the audience yawn? Then don’t read this book. If you do, and if you act on just 10% of what’s in it, you’ll be able to stand, connect, project and, ultimately, deliver.’


Peter Aleksin, stand-up comedian


‘The prospect of public speaking can be torturous, intimidating, stomach-churning. Want to know how those emotions can be swept aside? Vaughan Evans offers the breakdown, the solution, the experience of how to stand and deliver. He’s a master of the art, and you cannot fail to learn from this brilliant and entertaining breakdown of every potential pitfall. Read and speak!’


Dominic Hart, sports journalist
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To London Corinthians and other Toastmaster friends.


And to three public speaking charities,
Speakers Trust, Speakers for Schools and IzDaBiz,
to whom author proceeds from this book will be donated.





 


 


Speakers Trust (www.speakerstrust.org) is a public speaking training charity which specialises in the education, not-for-profit and community sectors. Its vision is a society where everybody has the skills, confidence and desire to speak in public and its mission is to promote the lifetime benefits of effective public speaking. It has trained over 250,000 people and worked with over 1,000 schools, colleges and charities throughout the UK. Its ‘Speak Out! Challenge’ for Year 10 pupils is the world’s biggest youth speaking event and to date has helped over 100,000 youngsters find their voice.


Speakers for Schools (www.speakers4schools.org) is a charity which provides state secondary schools and colleges with talks from a range of industry leading professionals, public figures and academics, free of charge. Its network consists of 950 speakers who donate their time to go into schools to share their insights and experience through high-profile assembly talks with students. The charity has worked with over 2,000 schools in England, Scotland and Wales.


IzDaBiz is to be a charity which will aim to stimulate interest in business amongst secondary school students. It will use crafted materials to stimulate the students to think for themselves about what makes for a successful business. It will encourage them to consider launching a business as a viable career option and guide them on how to pitch a winning business proposition. It will aim to leave a positive, exciting, can-do impression of business on young minds: business iz da biz…!




PREFACE: ON THE ORIGINS OF THIS BOOK


I am not a professional speaker, nor a salesman, lecturer or lawyer. I am a consultant in business strategy. With a speaking hobby.


This hobby originated when I stood for Parliament in 1990-92. I figured I knew my party policies well enough, but communicating them in front of an audience of five, twenty, even five hundred was a daunting, even alarming, prospect.


I asked the party. They suggested a course at a college of further education. I went along and sat in a circle around a chap who showed us how to exercise the voice by pulling ridiculous faces and making obscene sounds – which he suggested we practise on the Tube on the way home. I didn’t. Nor did I return.


I was despondent, but that very evening my wife came across an advert in the classified pages of a journal which said simply: ‘Want to learn how to speak in public? Call now!’. I did. The woman was astonished to hear from me. Mine was the first response to the ad, which had been placed a year beforehand!


Nevertheless, she told me of a public speaking club that had recently opened at a boathouse in Chiswick, West London. Was that anywhere near me, she asked? Near? It was just the other side of the river from me! Was this fate?


I went along to the very next club meeting – and have been going ever since.


As for my political career, the electorate had other ideas. But my hobby had been born. Over the next two and a half decades I spoke frequently at the club, won the major speech contests as often as not and mentored many a member on their speaking journey.


Each year I was asked if I would join the committee and take on the presidency, but I always replied I would do so only when I had enough time to do it justice – once my family had grown up.


Twenty-three years later I took on the role. It requires the delivery of a short, introductory, warm-up talk at the opening of each meeting. I decided to use these mini-speeches to convey, especially to novice speakers, all I had learned along the way about public speaking. Each speech dealt with one facet of speaking. Each speech focused solely on the three or so most important tips about that facet. And, above all, each speech was designed as much to entertain as inform.


Club members enjoyed them – and said they benefited from them – especially the starter speakers.


Some speeches were filmed. You might find them fun and useful too – just punch my name into Google, click on the ‘Videos’ tab and take a look!


I transcribed the speeches onto the club blog. Members enjoyed reading those too, especially those who were absent at the time.


The blog became this book.


STAND, SPEAK, DELIVER! shares those mini-speeches with you. They are here for your entertainment as much as for your learning. Read this book and you will survive as a speaker. Follow it and you’ll thrive!


Enjoy!




INTRODUCTION


ON PUBLIC SPEAKING, PRESENTING AND CONVERSING


What is it about public speaking?


Whether that refers to informing or entertaining a hall full of people or just presenting on your feet to half a dozen colleagues or clients, it ranks in the top ten of people’s greatest phobias.


There is even a name for it – glossophobia!


It lurks right up there in many such surveys with the likes of claustrophobia (enclosed spaces), ophidiophobia (snakes) and, as my younger daughter would testify, arachnophobia (spiders).


Behavioural scientists also come up with lists of common human fears, such as pain, loneliness, ridicule, rejection or death. But top of such lists often comes failure.


There may be a connection here. Is glossophobia linked to the fear of failure?


If so, this is an irrational fear. There is no reason why you should fail as a public speaker or presenter. Public speaking is a skill, like driving a car. It can be taught. And it is taught, every day, in books, videos and thousands of public speaking clubs around the world.


Public speaking is essential to progressing our careers, to living our lives fully. If your image of public speaking is one of David Lloyd George on a soapbox, with resplendent wing collar, flowing white locks and impassioned, mellifluous, Celtic oratory, then think again.


Addressing a large audience is but one extreme of public speaking. A much more common situation is the seminar or meeting room, when you are presenting to colleagues or clients. The skills you learn in public speaking are the very same as those you need for presenting.


Learn the skills of public speaking and you will stand out as a presenter.


And what about when you are in a meeting with three, six or a dozen colleagues and your boss turns to you and asks: ‘What’s your take on this?’ If you follow the skills of public speaking, you will answer with a structured ‘speech’ – with an opening, body and conclusion – and you will deliver your content clearly, coherently and animatedly.


And your answer will be so structured whether you deliver it in three minutes or thirty seconds.


Less obviously, but equally emphatically, the skills of public speaking can be applied to conversing on a one-to-one basis, whether with a friend, acquaintance or colleague. Skills such as varying the voice, using your hands appropriately and keeping the listener entertained will make you an engaging conversationalist.


The best way to improve your public speaking, of course, is to actually do it – to practise, whenever you can, to whatever size of audience.


Or you can observe how others do it – in speeches, whether live or on video.


Here is a new way. Uniquely, this book delivers the essentials of public speaking and presenting in the form of short speeches, thirty-seven of them. Most of these have already been delivered – and videoed – to a live audience by the author, a speaker with a quarter century of experience in speaking – and entertaining.


This is not an in-depth treatise on the subject. It gives you the tips that matter, the ones that make the difference. And it delivers them jovially, wittily and vividly.


Read the book and you will survive as a speaker or presenter.


Follow it and you’ll thrive.


ON TOASTMASTERS INTERNATIONAL


I learnt my public speaking skills from an organisation called Toastmasters International. It is a worldwide public speaking club of extraordinary power to enhance people’s lives.


It makes hesitant, reticent, even fearful speakers competent. It makes ordinary speakers eloquent, confident and engaging. It makes promising speakers good – and good speakers great.


There are around 15,000 Toastmasters clubs with over 300,000 members in 120+ countries. Of every ten members, five are female, six are in the United States, seven are aged from thirty-five to fifty and eight have a college degree. You can find Toastmasters clubs from Alaska to Alabama, Barbados to Brussels, Costa Rica to China.


I’ve been a member since 1990, a founder member of London’s second oldest club, London Corinthians Toastmasters. Over the years, I’ve seen scores of people transformed. I’ve seen petrified speakers learn to control their nerves and ultimately, incredibly, enjoy performing. I’ve seen dull speakers come alive, good speakers become national champions.


Presentational and public speaking skills are little different from cycling or typing skills. They’re not inherited, they can be learned. They’re difficult at first to grasp, easy once mastered.


But, unlike cycling skills, which return as soon as you climb back on a bike, public speaking skills are best kept tuned up through regular practice. They are more akin to golfing skills. Stay away from the game for a while and the golf swing develops idiosyncrasies – and your short game goes to pot.


So too in public speaking. The more you do, the more regularly you do it, the sharper you become. Stay away and the rust sets in.


Toastmasters is the ideal forum for such practice. It is a highly structured and mutually supportive environment, with the best learning materials to be found anywhere. Speaker progression is planned, monitored and invariably achieved.


All clubs follow more or less the same format, but most have different nuances, even a distinctive culture (like in my club, where the emphasis has from its creation been one of learning through fun and merriment!).


Find one that suits you, show up every other week and your communication skills will improve, steadily and surely. Irreversibly.


For those readers who aren’t members of Toastmasters, let me leave you with this thought. You’re reading a book on public speaking. There’s no more effective programme for public speaking worldwide than Toastmasters International. Type the word Toastmasters and the name of your town or county into Google, find the nearest club, and go along as a guest. You have nothing to lose.


You’ll come across a bunch of like-minded souls. At worst, you’ll have a good evening’s entertainment. For free.


At best, it’ll transform your life.




INITIATION


I was late, of course. I poked my head through the door and this tall, fine-looking, elegant woman standing at the front of a group of twenty or so people spotted me and instantly let loose a warm, Southern US, sing-song greeting: ‘Hiiiii, you must be Vaaaaan?’ ‘That’s me,’ I responded. ‘Waaaeeell, welcome to Toastmasters!’, she enthused – and the whole room burst into applause! Just for walking through the door! I almost did an about-turn. Had I stumbled upon an undercover branch of Alcoholics Anonymous?


Fifteen minutes later I was on my feet, asked to deliver a one-and-a-half minute impromptu speech. I had been given a peach of a topic, ‘a holiday misadventure’. I spoke about how I had been robbed at knife-point in a Colombian hostel in the 1970s. I can talk for an hour or more on that story, riddled with embellishment, of course. But I dried up completely after forty-five seconds and could think of no more to say. I returned to my seat, head bowed, in abject shame.


Yet the whole room applauded – again! Wow, I thought, that feels better. I felt the warmth, I felt the support, the empathy.


I wanted to get back up there, to show them I could do better next time. I wanted to justify their faith in me.


This clap-clap approach seemed to work!


—Vaughan Evans (extract from a 10th anniversary speech to London Corinthians Toastmasters, 2000)





HOW TO USE THIS BOOK


This book serves three purposes. It gives key tips on how to construct and deliver a speech or presentation. It demonstrates how a speech should be structured and balanced. And it seeks to entertain.


This is no academic treatise or tome on public speaking. There are plenty of them around. This book gives you the essentials of public speaking, the most important tips the author has picked up from years of experience and has passed on to members of his public speaking club.


All you need to know on how to survive as a speaker or presenter is in here. The book is in five parts:


•  Preparing to speak or present – find out who’s going to be in the audience, dress for the part, choose the right topic, decide which speaking aids to use, if any


•  Structuring the speech or presentation – give it an opening, body and conclusion, stick up signposts throughout, build in some light relief, bring in some of yourself, deploy words out of the common and perhaps illustrate with props


•  Delivering the speech or presentation – make sure you get the basics right (stand and deliver, look us in the eye, come alive!), conquer the fear, vary the voice, move the body and interact with the audience


•  Speaking with purpose – for instance for purposes of information, humour, entertainment, inspiration, motivation, persuasion, Best Man . . .


•  Presenting – use the above tips from public speaking, plus a few special to presenting, and you will stand head and shoulders above your fellow presenters at work


Each speech restricts its tips to just a few, often with a three-letter acronym for ease of memory retention. I hope these are not overdone, but the whole purpose of the book is to get you up and running as a public speaker – and you don’t want to have to memorise an encyclopaedia to get there.


You can dip in and out of these parts or chapters as you see fit. The book can be read straight through or as needed.




ON ACRONYMS


At the end of my term as president of my Toastmasters club, I was subject to the customary, if cumulatively brutal, presidential roasting over dinner at a pub in London’s Pimlico. One such roaster, Lo, mocked my perhaps obsessive use of acronyms for my speaking tips, like how one should try and BED the audience in a persuasive speech (see Speech 29).


On the plus side, she sandwiched her roast by saying that my presidency had also contained plenty of energy, vitality and banter. In short, it had been scintillating, obsessive and buzzy: SOB. Neat!





The second purpose is to demonstrate how a speech should be structured and balanced. This is done very simply, by wrapping all the essential tips into thirty-seven speeches. Observe how each speech is structured by using the template of opening, body and conclusion, and that structure should be well and truly ingrained in your psyche by the end of the book!


But the book also shows you how to balance your speech. There is a fine line between a speech and a lecture (see Speech 8). It is best to assume that the audience has a limited time span for taking in information. Many lecturers ignore this. Better lecturers build in a break every so often. The best lecturers, and all speakers, should look for an element of light relief in every paragraph – or, at the outside, every other paragraph – unless, it goes without saying, the speech is of a very serious or sad nature.
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