Books to Improve Your Presentations Skills

By Herbert Lee, ATM-S

One of the best basic guides to presentation you can get is written by a Toastmasters veteran, Michael Aun. I had the chance to learn from Michael back in 1981. He was a former World Champion of Public Speaking and a generally nice guy.

The Toastmasters International Guide to Successful Speaking by Michael Aun and Jeff Slutsky (Chicago: Dearborn Financial Publishing, 1997). This is an excellent basic guide written by two veteran professionals. Besides the basics, there are sections on audience participation and special event speeches (eulogies, introductions, invocations, etc.), visual aids and more. You can’t beat the voice of experience.

If you’re looking to improve your content and writing, I suggest three books.

I was introduced to Rudolph Flesch’s books when I was in junior high. His books helped me hone my writing skills delivery. He started a movement in the 1950’s called the “plain English movement.” Although Mr Flesch is now in the next world, his volumes of books and guides are still available. His influence on book editors, journalists and writers cannot be overstated. He is even immortalized in the Microsoft Word program. When you do a grammar check you will notice there is a score called Flesch-Kincaid. That’s one of Flesch’s contributions to clearer English!

How to Write, Speak and Think More Effectively by Rudolph Flesch (New York: HarperCollins Publishers). If you want just one book on clear writing, this is it. Any of his other books including The Art of Plain Talk, The Art of Readable Writing are worth the space in your library. Mr Flesch advocates clarity and brevity. I refer to his works constantly and all of his books are dog-eared on my shelf.

Next is a general guide on English usage (not a “grammar” book)

The Elements of Style by William Strunk and E.B.White (New York: Macmillan Publishing Co.). The definitive book on style. This book should be on every writer’s desk.

And a more specialized version for public speaking:

The Elements of Speechwriting and Public Speaking by Jeff Scott Cook (New York: Collier Books, 1989). In almost every writer’s library is the indispensable reference called The Elements of Style by Strunk and White. You should have a copy in your library too. But for speechwriting, this one is the best reference available. Clear and succinct, it follows the “original” very well.
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