The [ase
of Fvaluations

love doing evaluations! But I haven’t always. And I've
Inoticed that some fellow Toastmasters seem to worry

about giving good evaluations. You probably fall into -
or have been included in - that category, if:

m You've ever sat down after giving your evaluation and
suddenly remembered an important point that you
wished you’d said.

®m You've been so caught up in scribbling notes before
and after a speaker’s presentation that you missed half
of the speech and the meeting.

® You've felt as if you were clutching at any comments
that came to mind randomly, but were not quite get-
ting the whole picture.

I've come up with a technique that takes the stress out
of giving evaluations and helps me feel I'm providing the
most rounded and helpful feedback I'm capable of. And
it allows me to enjoy the remainder of the meeting.

My system: a simple skeleton to hang my comments
on, in a logical and concise order. It works for me; I need
simplicity. If you're interested, read on!

First, I focus on three generic aspects of a speech that I
consider important: structure, content and delivery. I cre-
ate a “skeleton” before the speech begins. On a sheet of
paper, 1 draw three boxes equidistant from each other
and title them Structure, Content and Delivery (see dia-
grams). These form the evaluation’s backbone.

As the speech is given, I focus on its quality, based on
those three aspects. As soon as a comment occurs to me,
I jot it down in the appropriate box - fleshing out the
skeleton. It helps to divide each box into two sections,
with one area for commendable aspects and one area for
aspects to work on.
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Focusing on structure,
content and delivery makes
evaluations as easyas 1, 2, 3.

By the end of the speech, I have a logical list of com-
ments that are easy to read and help me to instantly pri-
oritize the key issues.

So, how does this system work in practice? Let’s con-
sider one box at a time:

STRUCTURE

Say the speech has shown excellent structure in terms of

a clear beginning, middle and end. Write down some- _
thing like “Beg, Mid, End” as a point in the commendJ
able side of the box.

If, however, the middle section was confused, with a
meandering story that was hard to follow, write some-
thing like “Mid - confused” in the suggestion side.

When it comes to delivering your evaluation later, you
need only a couple of key words to jog your memory. Your
page’s layout will help remind you what you are aiming to
get across, so that with a quick glance you've got it.

CONTENT

The same principle works for the other boxes. For exam-
ple, if the speaker’s topic was about how to control
nerves when giving a speech, write “Relevant to audi-
ence” in the commendable side of the content box.

If, on the other hand, you felt that the speech didn’t
go into enough detail about dealing with butterflies in
the stomach, write “More on butterflies” on the sugges-
tion side. That’s it!

Remember, the positioning on either side of the box
will remind you whether the issue was done well or
needs improvement; you don’t need to write a whole
sentence and lose valuable listening or scribbling time.

DELIVERY

If the speaker used a wide range of voice volume, from
whispering to shouting, write: “vocal variety” in the
commendable side of the Delivery box.

If the speaker stood stone-still throughout the entire
speech, a comment like “body gestures” under the




v

Oimprovement side of the box will do.

As you're presenting your evaluation,
flesh out your note, explaining that the
vocal variety was excellent, showing an
interesting range of volume that kept
the audience interested and involved.
You can mention that using more body
gestures, such as flapping the arms
when discussing the “butterflies,”
would have enhanced the speech.

You can work outside the box as well.
Think about these additional ways you
might strengthen your evaluation:

® Quotes are a useful way of illustrat-
ing points to a speaker, so draw a line
outward from a specific entry in a
box and write down the gist of the
quote there.

Write — in another box or out to the
side — any particular objectives that
the Toastmaster mentioned as the
speaker was introduced. Keep an ear
to determine whether the speaker ful-
filled — or didn’t fulfill - these objec-

CON

tives and jot a brief reminder down in
this category.

A handy mnemonic I learned from a
club in New Zealand was: “Com-
mend, Recommend, Commend.” Try
to cover the most positive aspects at
the beginning of your evaluation,
discuss suggestions in the middle
and end with more praise, leaving
the speaker on a high.

® At the top and bottom of your sheet
of paper, write a word or two for
your introductory and ending sen-
tence. Just as in a speech, beginnings
and endings greatly enhance delivery.
It’s always a good idea to prepare
these before you give your evaluation.
One more thing - don’t forget how
valuable it is to go up to speakers
after a meeting and give personal
feedback — whether or not you were
an evaluator.

Sophie Waghorn, CTM, is a freelance writer
living in Fort Collins, Colorado.

“Let me give you the secrets of

Don't you hate it?

Walking into a room that’s packed with
strangers, approaching someone you've never
met, and striking up a conversation.

It's natural to feel uncomfortable. Are you
making a positive first impression? Are you
saying the right things?

Conversation Confidence™ is the answer.
Just by listening, you'll master the proven
interpersonal skills you need to deal with
every individual, every group, every occasion.

Here’s just a sampling of the many secrets
you'll discover in Conversation Confidence:
v/The two most powerful techniques to

create “instant rapport.”

v'Magic phrases that never fail to win a
new acquaintance’s trust and goodwill.

v/Are you hearing the truth—or a lie?
Watch for these critical tip-offs.

/Is she (or he) romantically attracted to
you? How to know for sure.

v/'The ten most often-heard expressions—

FEARLESS CONVERSATION!”

“I promise you the ability to walk into a room full of strangers—and
talk to anyone with total confidence, authority and flair.”

that you should never say.
v'The four rules of effective “small talk”—
and the one huge error many people commit.
v/And much more!

The result? New doors will open to you.
You won't hesitate to accept an invitation, to
approach someone important, to seize an
opportunity. You'll never again feel like an
outsider. Success will naturally flow your
way—and with less effort than you ever
imagined possible.

NO-RISK trial offer.

Test this terrific program, put it to work—
and watch what happens. I guarantee that with
Conversation Confidence, you'll be a winner on
every occasion, or it costs you nothing!

You'll receive the program (available on

Leil Lowndes

The King of Conversation
Raves about Leil Lowndes!
“You’ll not only break the ice, you'll
melt it away with your new conver-

sation skills.”-Larry King

CD’s or audio cassette tapes) to audition
for 30 days. Listen to them as many times
as you wish. You may keep the program, or
if you are not 100% satisfied, return it
within 30 days for a prompt, full, no-hassles
refund of the purchase price. Fair enough?

Now you can possess the conversational
skills and self-assurance to meet and talk
with anyone, anywhere, anytime. Order
today!

TEST THIS LIFE-CHANGING PROGRAM WITHOUT RISK! |
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