How to Prepare a Classification Talk


When a lawyer, a coal dealer, a mining engineer, and a merchant tailor first met in 1905, they gave birth  to Rotary and,  by  the nature of  their diverse  occupations,  to the associations’ most   distinctive  feature  ---  the  classification  principle.    Today,  this  classification  system remains a cornerstone of  Rotary,  promoting fellowship  that  is based on diversity  rather  than a similarity of interest.


By recruiting membership from all avenues of business and professional life, and limiting the number of classification types, each club becomes a cross-section of the business and professional life of the community it is committed to serve.  Also, the classification principle makes sure that no one profession or business becomes the dominant force within the club.


Another benefit of the classification system is that representatives of many fields are brought together, providing the opportunity for Rotarians to share vocational information that broadens their knowledge of the contemporary workplace.  This, in turn, enables Rotarians to fulfill worthiness to society of all useful occupations.


One way to share information about your vocation is to give a classification talk at a club meeting.  By following the guidelines outlined below, you should be able to give a lively and informative presentation.

Preparing the Talk


Keeping the audience interested begins with the preparation of the speech.  Obviously, the more inexperienced you are as a speaker, the more preparation you should put into your presentation.


Start by writing a comprehensive outline of all the points you want to cover in the order of importance.  Work your way from the general overall characteristics and activities of your career field to the specific duties involved in your particular job.  Consider touching on the following topics:

· A brief history of your career, including why you chose your particular business or profession

· The parts of your job you find most rewarding and most difficult.  (Don’t be afraid to express personal feelings; sincere emotion always increases audience responsiveness.)

· Standards of practice within your field---the ethical issues you face in your work and how Rotary helps you deal with them.

· The characteristics most needed for success in your business or profession.

· The changes that technology, government regulations, environmental factors, and other outside forces have generated in your field and how these changes may in turn be affecting other fields.

· A forecast of employment opportunities in your field for the coming decade.

· Educational requirements for entry-level jobs in your vocation.

· The advice you would give to young people thinking of entering your career field.

Using your outline, write out a complete draft of your speech.  Include examples and antidotes to help explain complicated information and make your talk livelier.  Avoid using professional jargon. Your listeners will lose interest if they are puzzled about what you are saying.


Read your finished draft aloud and time yourself.  Your Program Chairman/Club Mentor will tell you how long your talk should run, and remember to leave some time for question-and-answer period.


Continue practicing and refining your speech until you feel comfortable with it.  Then try it out on a colleague who would easily recognize points you have missed.  Also, present the speech to a family member or someone else outside of your field who could point out details that are not clear and who will help you with your delivery.

Giving the Talk


The following guidelines can help you give a lively preparation and keep your audience engrossed.

· Speak clearly and in an audible tone.

· Stick to your prepared text.  People who are unaccustomed to speaking extemporaneously tend to ramble if they try to adlib and lose the thread of the talk.

· Avoid nervous habits, such as shifting from one foot to another, coughing or toying with a pen or pencil.  

· Use hand movements sparingly.  Gestures can help you be more expressive, but will only be distracting if they are continuous or jerky.

· Maintain eye contact with your audience.  Even if you are speaking from a prepared text, look up every few sentences, directing your gaze to various parts of the audience.

· Avoid the urge to rush through your talk to “get it over with.”

· Avoid the use of “umm” or “aahhh” as fillers in your speech.

· Relax!  Many books on public speaking provide information on breathing exercises or other relaxation techniques.  *Remember, the audience is your friend and a fellow-Rotarian.  Everyone seated before you has delivered a classification talk and understands your position.

· Putting genuine emotion into your voice will help you to establish a rapport with your audience.  On the other hand, your audience will easily see through any attempts to affect or exaggerate emotions.

· Consider using visuals to enliven your presentation.  For example, if your workplace is visually interesting, you might consider taking slides to show with your speech.  Or you might want to use an overhead projector for drawing flow charts and diagrams.  Drawing or writing on a blackboard or flipchart can provide simple visuals and add a note of interest to your talk.  Remember to do a test run a day or two before your talk on any audiovisual equipment you use.  Nothing is more distracting than waiting while a speaker rearranges slides or struggles with inadequate or faulty equipment.

· To repeat, solid preparation is the key.

Other Programs on Classifications


The classification talk is only one method of sharing vocational information.  Conducting a tour of your workplace is also an excellent way to show club members what you do.  The panel discussion offers another approach.  For example, you might team up with two other Rotarians and discuss how specific issues, such as pollution or factor automation, are affecting the practice of your vocation.


How you share information about your field with other Rotarians is up to you.  The important thing is that you do so.  After all, as a representative of your vocation, you will be the best-qualified member in your club for the job.


                                                                                     Good luck!  Have fun!
