Tips for Managing Public Speaking Anxiety
· Realize that you will not be perfectly calm, and accept a certain level of anxiety as normal.

· Be prepared.  Know your subject, and remind yourself that you are the “class expert” on this topic.

· Speak from notes rather than a full manuscript.  Use the same notes to both rehearse and deliver your presentation.  Do not rewrite your notes unless you have plenty of time to practice with the new version.

· Practice, practice, practice.  If at all possible, practice standing up, in a place where you will not be interrupted while you give the full presentation.  Make your practice sessions as much like “the real thing” as possible.

· Check out the room ahead of time and make sure that you have everything you need to give your presentation, such as a projector or blackboard.
· Bring a bottle of water.  It’s okay to pause in your presentation for a small sip of water to relieve “cotton mouth.”

· If there is a chance that you will play with your jewelry, etc., don’t wear it, if possible.

· Arrive on time.  Feeling rushed is not a good way to feel as you begin a presentation.

· Try to retain your sense of humor.

· Remember that your audience is on your side.  They will be in your shoes soon, or they were recently, and they empathize with you and want you to succeed.

· Breathe.  Let your body relax.  

Adapted from Tamara Burke, “Tips for Managing Public Speaking Anxiety.”
Tips for Improving Delivery Style
· Feel free to gesture and move around the room.  Bodies don’t naturally hold perfectly still, so don’t try to “freeze.”  Let your gestures and movement be natural, not stagey.  Allow them to release some of the tension you may be feeling. 

· At the same time, don’t pace constantly.  Try to remain standing in one place for a couple of minutes before you move on again.

· Make eye contact with members of your audience, for a few seconds at a time.  Don’t bore into their eyes, and don’t constantly “pan” the room.

· Speak at a volume just slightly louder than your usual conversational voice.  If the room is very large, or your listeners are gathered in the last few rows of seats, politely ask them to come forward so that everyone will be able to hear you.

· Vary your intonation.  It’s difficult for people to pay attention to information delivered in a constant monotone.

· Speak at a rate that is neither fast nor too slow.  If you know that you are usually a fast talker, you may need to make an effort to slow down.

· If you use visual aids, be sure that you are not blocking your listeners’ view.  Try to speak to the audience, rather than to the screen or the overhead projector, even when you are changing slides or projections.  Face your listeners.
· If you use a podium, let your hands rest naturally on the top.  Try to avoid gripping the sides of the podium or table. 
· Adapt to your audience.  If you make a joke and they respond well, make another one later on.
