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What is Speaking Skills
Mastering Speaking Skills for Confident Communication

DEFINITION

Speaking skills are the abilities we use to express our thoughts clearly and effectively. They help us share ideas, tell
stories, and engage in conversations.

KEY CONCEPTS

Clarity

Speaking clearly helps others understand your message without
confusion.

Confidence

Being confident while speaking makes your message more
persuasive and engaging.

Tone and Volume

Using the right tone and volume can convey emotions and
emphasize important points.

Body Language

Non-verbal cues like gestures and facial expressions enhance your
spoken words.

Listening Skills

Good speaking also involves listening to others to respond
appropriately.

EXAMPLES

→ Introducing yourself in a group setting.
→ Giving a short presentation on your
favorite book.
→ Participating in a class discussion.

MEMORY TIPS

★ Use the acronym CCTBL: Clarity,
Confidence, Tone, Body Language.
★ Visualize speaking as a performance to
boost confidence.
★ Practice speaking in front of a mirror to
improve body language.

COMMON MISTAKES

✗ Mumbling or speaking too fast.
✗ Ignoring body language cues.
✗ Not making eye contact with the
audience.

QUICK RECAP

Speaking skills are essential for effective communication and include clarity, confidence, and body language. Practicing these
skills helps you express yourself better and engage with others.
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