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United Nations Headquarters, New York 

Conference Room E 

  Monday, 12 May 2008   

9:00 a.m. Registration 
 
9:30 a.m. Welcome  
  Dr. Colleen Thouez, Head, UNITAR New York Office  
 
9:45 a.m. Introduction to the workshop and introduc tion of participants (Exercise) 

Dr. Minh A. Luong, Director, Ivy Scholars Program; Assistant Director, 
International Security Studies; and Faculty Fellow, Yale School of 
Management Yale University, New Haven / Connecticut 

 
10:15 a.m. The elements of effective communication 

·  Sender-receiver model 
·  Differences between one-on-one, small group, committee, and 

audience public speaking settings 
·  Importance of taking meeting notes, recording, and use of 

rapporteurs 
 
10:45 a.m. Coffee / Tea Break 

 
11:00 a.m. The elements of argumentation 

·  Examining the differences between facts, values, and policies 
·  What are the advocate’s burdens? 
·  What is the key to effective and ethical persuasion? 
·  Using Aristotle’s Ethos-Pathos-Logos model 
·  Avoiding logical fallacies 

 
11:45 a.m. Developing an effective presentation 

a) Preparation 
- Audience analysis 
- What is the setting? 
- How much time do you have to deliver your presentation? 
- Will there be question-and-answer? 
- What are your goals and objectives? 

b) Elements of an effective persuasive presentation 
·  Introduction 
·  Purpose 
·  Main points 
·  Review 
·  Call for action (if necessary) 
·  Conclusion 

c) Use of visual aids 
·  Handouts 
·  Whiteboards 
·  Electronic visual aids (e.g. PowerPoint) 

 
1:00 p.m. Lunch 



 
 

 3

 
3:00 p.m. Preparing for and mastering question-and- answer 

·  Anticipating potential questions 
·  The “Murder Board” approach 
·  Practicing answers to potential questions 
·  Preparing answer slides using PowerPoint 
·  Repeating or re-phrasing questions before answering 
 

3:30 p.m. Use of speaking notes and practicing your  presentation 
·  Script vs. outline vs. memorization: advantages vs. disadvantages 
·  Preparing presentation notes you can actually use while speaking 
·  PowerPoint notes feature 
·  Practicing by yourself and in front of others 
·  Audio and video recording your presentations for review 

 
4:00 p.m. You as an advocate and representative of your organization  

·  What are your strengths? 
·  Which areas need improvement? 
·  How to develop your own path to improvement 

 
4:30 p.m. Coffee / Tea Break 
 
4:45 p.m. Non-verbal communication  

·  You cannot not communicate – even when you are silent 
·  Posture and demeanor 
·  Facial expressions 
·  Use of hand gestures 
·  Ensuring that your verbal and non-verbal messages are consistent 

 
5:15 p.m. Overcoming public speaking stress and anx iety 

·  The physiological responses to public speaking stress and anxiety 
·  Managing the stress and anxiety of public speaking 
·  Can diet and drink help overcome public speaking stress and 

anxiety? 
·  Turning an obstacle to success into a success factor: adrenalin as 

fuel for a dynamic speaking style 
 
6:00 p.m. Adjournment of the Day 
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  Tuesday, 13 May 2008      
 
9:30 a.m. Communicating in an international environ ment 

·  Speaking in situations where English or French is not your primary 
language 

·  Speaking while using simultaneous translation 
·  Speaking to a multicultural/multilingual audience 
·  Managing time constraints  
·  Strategies for success in these environments 

 
10:15 a.m. Workshop participant speeches – video-ta ped 

·  First group of five presentations on a global issue 
·  5-minute time limit 
·  Speech must include the elements of an effective persuasive 

presentation including a Call for Action. 
·  Feedback by instructor and peers 

 
11:30 a.m. Coffee Break 
 
11:45 a.m. Workshop participant speeches (cont) 

·  Second group of five presentations 
 
1:00 p.m. Lunch 
 
3:00 p.m. Workshop participant speeches (cont) 

·  Third group of five presentations 
 
4:00 p.m. Workshop participant speeches (cont) 

·  Fourth group of five presentations 
 
5:00 p.m. Advanced skills module:  
 Developing a confident and effective speaking styl e 

·  Once the basics are mastered, how can you further refine your 
effectiveness and develop your own “style” of persuasive 
communication? 

·  Benchmarking other effective speakers 
·  Gaining confidence without losing competence: keeping your 

message clear, accessible, and on-point. 
 
5:45 p.m. Evaluation and Wrap-up 
 
6:00 p.m. End of the Workshop 


