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AGENDA

 TABLE TOPICS FACTS

 THE WAY TO APPROACH

 FOUR STRATEGIES

 BEHAVIORAL TRAITS



TABLE TOPICS FACTS

1 - Prepared topics of 
different styles
2 - Training for better 
impromptu speaking 
skills

Vorführender
Präsentationsnotizen
Different Styles: 
Try to sell an item / present a picture
Continue a story that the TTM started
Answer a question like: What would you do if you would be…?
Explain your opinion: What do you think about this or that?

Unprepared, spontainous, free of the cuff but it shall still be a complete speech,
Following the basic rules of a speech (openig – body – closing) 
Used to train sorting thoughts quickly

In contrast to a prepared mini speech like a toast at the dinner table you have to react right on the spot




TABLE TOPICS FACTS

1 - Prepared topics of 
different styles
2 - Training for better 
impromptu speaking 
skills
3 - Mini speeches to get 
you started

Vorführender
Präsentationsnotizen
In contrast to a prepared mini speech like a toast at the dinner table you have to react right on the spot
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 THE WAY TO APPROACH

 STRATEGIES & METHODS

 BEHAVIORAL TRAITS



DO IT IN FIVE STEPS

1 – Listen

Vorführender
Präsentationsnotizen
Listen
A good response is dependent on an attentive attitude and careful listening can provide part
of your response. If you agree, your reply will reflect your attention by reinforcing the other
person’s words. If you disagree, you can tactfully amend or correct the original statement.
Sharpen your powers of concentration to become an effective speaker.
Don’t interject your own ideas before the other person has finished. Instead, focus on what is
being said. The advantages are:
■■ People are more likely to respect and listen to your ideas when you listen to them.
■■ You’ll be able to incorporate some of what you’ve heard into your reply.
■■ You’ll improve your chances of commenting directly on what you’ve heard so you can give
on-target responses.



DO IT IN FIVE STEPS

1 – Listen
2 – Pause

Vorführender
Präsentationsnotizen
Pause
Pausing before you speak allows you to refresh your thoughts and formulate an answer.
A pause can add drama, allow the audience to absorb your message, or give them the opportunity
to respond to humor. A silent pause is preferable to using verbal place holders.



DO IT IN FIVE STEPS

1 – Listen
2 – Pause
3 – Confirm

Vorführender
Präsentationsnotizen
Confirm
Repeating or confirming the question out loud provides you with a clearer idea of how to
respond and will help verify the topic in case you misunderstood the question.



DO IT IN FIVE STEPS

1 – Listen
2 – Pause
3 – Confirm
4 – Tell

Vorführender
Präsentationsnotizen
Tell
Be enthusiastic but stay focused and stick to the essentials. Don’t give in to the urge to analyze
every aspect of the topic.



DO IT IN FIVE STEPS

1 – Listen
2 – Pause
3 – Confirm
4 – Tell
5 – End

Vorführender
Präsentationsnotizen
End
Once you have said what you want to say, don’t belabor the point. Bring your comments to a
close; emphasize your main point, smile, and make eye contact with your listener if possible.



DO IT IN FIVE STEPS

1 – Listen
2 – Pause
3 – Confirm
4 – Tell
5 – End
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FOUR STRATEGIES

1 – Express an opinion

Vorführender
Präsentationsnotizen
1. Make a Decision
When you’re asked a question, pause for a moment and ask yourself – do you agree or disagree with the question? Deciding to agree or disagree makes answering the question easier as it gives you a clear direction for your answer. Once you’ve decided, declare it to the audience i.e:“ I agree wholeheartedly”, this will make you look strong and decisive. All you need to do now is explain why you made this decision which is what we will deal with next.




FOUR STRATEGIES

1 – Express an opinion
2 – Be a specialist

Vorführender
Präsentationsnotizen
2. Sound Like You Know What You’re Talking About
Once you’ve declared your direction, continue by stating “And there are three reason why”. You probably won’t have 3 reasons when you say this but doing this gives you an automatic structure to your response. It makes you appear knowledgeable and gives you a little bit of time to get your ideas in order. All you really need to do now is come up with one reason to start with, it doesn’t have to be a strong reason, just something to get you talking. Then as you start to talk, you’ll relax and another reason will come to mind and then another, all the while the audience will think you know what you’re talking about…




FOUR STRATEGIES

1 – Express an opinion
2 – Be a specialist
3 – Talk about both

sides

Vorführender
Präsentationsnotizen
3. Answer Both Sides of the Question
As an alternative to making an instant decision to agree or disagree, you can adopt a measured approach to your response i.e. “This is not a simple question and to really answer it properly we need to look at both viewpoints”. The advantage of this approach is that it doubles the amount of things that you can say by allowing you state both the pros and the cons underlying the question asked. For this tactic, it is important that you wrap up well so based on the evidence that you gave for both sides, make a decision for one side or the other and use it as your conclusion, this way you end with a strong declaration and again sound like you know what you’re talking about.




FOUR STRATEGIES

1 – Express an opinion
2 – Be a specialist
3 – Talk about both

sides
4 – Avoid the question

Vorführender
Präsentationsnotizen
4. Avoid the Question
There will be times when you can’t think of anything to say and you go blank, and that’s okay, this will happen from time to time but you still have an opportunity to stand up and practice speaking so use it by using a very simple political tactic: avoiding the question. Think of something else to talk about, something that you do feel comfortable talking about and then switch to that topic i.e. “We could talk for hours about the intricacies of tax law but lets not torture ourselves, instead let’s talk about bubbles – did you know that bubbles…..”




FOUR STRATEGIES

1 – Express an opinion
2 – Be a specialist
3 – Talk about both

sides
4 – Avoid the question
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IF THE STAGE IS YOURS

1 – Be confident

Vorführender
Präsentationsnotizen
1. Be confident. Remind yourself that pausing is okay and restating the question will help you
steady your response.



IF THE STAGE IS YOURS

1 – Be confident
2 – Be brief

Vorführender
Präsentationsnotizen
2. Be brief. It is easy to stray off topic and begin repeating statements, adding new points, or
backtracking. Stick to your main points.




IF THE STAGE IS YOURS

1 – Be confident
2 – Be brief
3 – Be sincere

Vorführender
Präsentationsnotizen
3. Be sincere. Trying to be inventive when you don’t know the answer to a question can be risky.
It is better that you admit if you don’t know how to respond.




SUMMARY

 REMEMBER THE FIVE
STEPS

 CHOOSE A STRATEGY

 BE SMART AND YOURSELF



AND PRACTICE!

Vorführender
Präsentationsnotizen
WK, Satya, Lei, Piyali, Harald, Taimur



RESOURCES

Five Steps
Content based on material of  The Better 
Speaker Series (see also file 
273A_Impromptu Speaking)

Strategies: 
https://cogitotoastmasters.com/2017/03/06/
7-techniques-to-tackle-table-topics/

Behavioral traits
Content based on material of  The Better 
Speaker Series

https://www.toastmasters.org/resources/the-better-speaker-series-set
https://cogitotoastmasters.com/2017/03/06/7-techniques-to-tackle-table-topics/
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