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		[image: ] Introduction

		Shyness—the bane of your existence—rears its ugly head yet once again! Perhaps it is when a friend at work says, “We’re having a party next weekend. Would you like to come?” Or maybe your stomach fills with knots when your boss chooses you to make a stand-up presentation at a meeting. Or a sudden case of “dry mouth” twists your tongue into a pretzel during a job interview and then you miss a golden networking opportunity

		If you consider yourself shy, you are not alone. Studies show that more than 75 percent of adults characterize themselves as “shy” in one or more social and business situations. In fact, many people are not just shy about public speaking, but are terrified to enter a roomful of strangers, meet new people, and start conversations.

		How This Book Can Help You

		Talking with Confidence for the Painfully Shy is a book about “speaking in public.” It presents proven techniques that I have taught to thousands of shy people—professionals, students, singles, and couples—who have attended my conversation workshops since 1980. I know these communication skills work because I personally use them in every social and business conversation I encounter. Based on the hundreds of letters I have received from past students and readers, I know these “tried and true” skills can help even the most reluctant communicator become more open and talkative.

		As you master the skills in this book, you will conquer the butterflies you feel in your stomach every time you meet and talk to others in social and business situations. This hands-on guide provides the communication tools for getting past your shyness and building the confidence you need to talk with poise and power. Each chapter shows you how to overcome nervousness, fear of rejection, and even potential hostility when talking in small and large groups. Easy-to-follow examples and exercises demonstrate dozens of surefire communication skills, tips, and techniques. The primary objective of this book is to help you conquer shyness and talk confidently in every social and business situation.

		How to Use This Book

		I have divided Talking with Confidence for the Painfully Shy into three parts: “Kicking the Shyness Habit,” “Speaking in Social Situations,” and “Speaking in Business Situations.” You can start at the beginning and read all the way through to the end or choose a specific chapter that addresses your particular need. Part One, “Kicking the Shyness Habit,” focuses on getting over what has probably been a lifelong problem—chronic shyness. In three short chapters you’ll learn how to break the shyness habit by changing the way you talk to yourself, sharing your expertise and interests, and showing your sense of humor.

		Part Two, “Speaking in Social Situations,” focuses on informal social situations in which you can interact and express yourself more effectively. In six concise chapters you’ll learn how to master small talk, mingle at parties, host a get-together, extricate yourself from uncomfortable conversations, present toasts, and even build relationships on the telephone.

		Part Three, “Speaking in Business Situations,” concentrates on communicating with clarity and assurance in more formal business environments. In these ten jam-packed chapters you’ll learn how to interview for a new job, conduct a meeting, present a speech, soft-sell, negotiate, deal with difficult clients, facilitate a training session, talk business over meals, network at conventions, and even make business contacts on airplanes!

		Getting Started

		Some shy people have told me that they feel less inhibited in business situations than in social situations because in business everyone knows what to expect from one another. It’s the small talk and mingling at parties that drives them to distraction. Others say that social situations are easier to cope with because of more relaxed rules of etiquette. Whether you are nervous and inhibited in social or business situations, remember that you can learn to relax and be more outgoing. If you are ready to change your life, then just turn the page and start learning how to break the shyness habit. It will surprise you how easily you can master these skills and get what you want out of life simply by Talking with Confidence!
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			“The tongue is the rudder of our ship.”

			—PROVERB

		

		
			In this chapter you’ll learn how to:

			
					
					Break a pattern of shy behavior.

					

					
					Transform inhibiting “self-talk” into confidence-building statements.

					

					
					Practice constructive self-talk.

					

					
					Be more approachable.

					

			

		

		Mark Twain was considered one of America’s wittiest writers and lecturers, but when it came to talking, even he didn’t always know what to say. During a long-awaited meeting with General Ulysses S. Grant, Twain found himself at a loss for words. Grant, who was known for his unemotional demeanor, simply sat with an unsmiling face and waited for the country’s most popular author to say something—funny or otherwise. As the silent seconds passed, Mark Twain’s discomfort grew. Then inspiration struck and the comic genius said, “General, I seem to be a little embarrassed. Are you?”

		Stop Reinforcing Your Shy Behavior

		Everyone has embarrassing moments at one time or another. Think of how you feel when you meet a new person in a social or business situation. Do you get uncomfortable, tongue-tied, and nervous? Do your palms sweat and do you blush, giggle, or say ridiculous things? Is it pure agony to make small talk and carry on a conversation? Are you afraid of sounding foolish or offending the other person? Do you want to escape from the situation as quickly as possible? If responses such as these occur on a regular basis when you meet people, then you probably describe yourself as “shy.”

		Although you have been reserved for most of your life, there is a way to kick the shyness habit. You may not realize it, but how you talk to yourself plays a significant role in your level of shyness. When that little voice inside your head starts planting those old seeds of doubt, your nervous reactions are not far behind. This deflating “self-talk” depletes your confidence and reinforces shy behavior.

		Replace Inhibiting “Self-Talk” with Confidence-Building Statements

		The first step in breaking your pattern of shy behavior is to change how you talk to yourself. By replacing shy and often detrimental self-talk with confidence-building statements, you can initiate the process of changing how you feel. Whenever you hear that destructive voice in your head start to undermine your confidence, say to yourself, “Stop!” Then decide to replace subverting self-talk with constructive statements that build your self-esteem. The following chart shows typical shy self-talk and the words you can say instead to elevate your confidence.

		
			
					STOP saying to yourself:
					START saying to yourself:
			

			
					“I never know what to say.”
					“I’ll show interest in others.”
			

			
					“I hate meeting new people.”
					“I want to make some new friends.”
			

			
					“I can’t do it.”
					“I’ll try it and see what happens.”
			

			
					“I don’t want to go to the party.”
					“I might meet someone interesting.”
			

			
					“I probably won’t have any fun.”
					“I can be amusing when I want to.”
			

			
					“I’m boring.”
					“I’ll discuss some of my interests.”
			

			
					“No one will want to talk to me.”
					“I’ll be the first to say hello.”
			

			
					“I wish I were better looking.”
					“I may not be ideal, but who is?”
			

			
					“This is an absolute waste of time.”
					“What do I have to lose?”
			

			
					“I always say the dumbest things.”
					“It’s how I say it that counts.”
			

		

		Three Steps to Rehearse Constructive Self-Talk

		You can do three things to make constructive self-talk easier.

		Step 1: Find a Quiet Time and Location Where Others Won’t Interrupt You

		First, establish a daily routine in which you can practice how you talk to yourself. Find a few quiet times and places during the day where you can spend a few tranquil minutes alone. Good times to rehearse are before breakfast, while you exercise, on breaks, after work, on walks, while you relax in the evening, or just before you go to sleep. The more you practice constructive self-talk, the faster you can change your shy behavior.

		Step 2: Visualize a Specific Situation

		Second, consider an upcoming situation in which you probably will feel inhibited. For example, perhaps you always get tongue-tied at your department s weekly meeting. Now use your imagination to visualize the situation as clearly as possible. See your coworkers making small talk while they wait for your supervisor to start the meeting. Notice where people sit and imagine what they say to each other. See how the meeting progresses and imagine what everyone says and does. The secret to effective visualizations is to fill in as many minute details as possible, including the time, room temperature, what people are wearing, and even their facial expressions.

		Step 3: Picture and Describe Your Constructive Actions, Attitudes, and Feelings in the Situation

		Imagine yourself interacting in a more outgoing manner with your coworkers and supervisor under these circumstances. Meticulously describe your actions, attitudes, and feelings in constructive terms and in the present tense. If a negative thought creeps in, acknowledge it as a confidence-buster and swiftly substitute it with positive self-talk. While visualizing a staff meeting, you might say to yourself:

		
			“I want to ask an important question during the meeting.”

			“I can help other people in my department be more efficient.”

			“These weekly meetings are much more interesting when I share my ideas.”

			“My confidence shows when I actively participate and help solve problems.”

			“I feel like part of our team when I cooperate and contribute during the meeting.”

		

		Changing the Way You Talk to Yourself Creates a More Positive Self-Image

		In the past, your shy self-talk resulted in shy behavior, but now you are starting to learn how to use constructive self-talk to create a more confident and outgoing manner. To overcome your shyness, you can write a new self-talk script and then practice it before each situation in which you expect to feel uncomfortable. By describing the positive actions, attitudes, and feelings you want to experience before they occur, you will gain confidence and poise.

		You might be surprised at how quickly you can shatter that old pattern of shyness and become a more outspoken individual. You’ll know that your constructive self-talk is working when in social and business situations you sit tall, walk tall, and seem self-assured. You will feel your confidence grow as your conversation becomes more creative and spontaneous. It all starts with the way you talk to yourself. Constructive self-talk changes the way you feel about yourself and sets the stage for kicking the shyness habit.

		
			FIFTEEN WAYS TO OVERCOME SHYNESS

			
					
					Stop depending on others to communicate for you in social or business situations.

					

					
					Expand your social life outside the family.

					

					
					Visualize yourself as an active, interested, and interesting conversationalist.

					

					
					Find and emulate good conversationalists.

					

					
					Use relaxation techniques before you go into social and business situations.

					

					
					Gain conversational momentum by always practicing your communication skills.

					

					
					Identify your conversational successes and pat yourself on the back.

					

					
					Create a socializing schedule for yourself and stick to it.

					

					
					Avoid judging yourself too harshly if you make a mistake or say the wrong thing.

					

					
					Identify how others respond to you and keep doing what gets positive results.

					

					
					Validate others by acknowledging their achievements and self-worth.

					

					
					Graciously accept compliments by saying, “Thanks for saying so. I appreciate hearing that.”

					

					
					Talk to people who make you feel good about yourself.

					

					
					Focus more on the other person than on yourself.

					

					
					Give others the benefit of the doubt and they will do the same for you.

					

			

		

	
		2

		[image: ] Turning Your Shyness into an Asset

		
			“Though modesties be a virtue, bashfulness is a vice.”

			—PROVERB

		

		
			In this chapter you’ll learn how to:

			
					
					Capitalize on your strengths and interests to overcome shyness.

					

					
					Talk about topics that interest you.

					

					
					Share your expertise with others.

					

					
					“Blow your own horn” without sounding egotistical.

					

					
					Deliver a viewpoint without sounding opinionated.

					

			

		

		Although Benjamin Franklin was one of America’s prominent inventors, diplomats, and public leaders, his abrupt manner with other people sometimes caused him unnecessary difficulties. According to one biography, Franklin came up with a unique self-improvement plan to correct the problem. He first listed his shortcomings, including being ill-tempered, impatient, and rude. Then he decided to focus on correcting them one at a time. Franklin’s plan worked because he managed to overcome most of his bad habits within a year of the time that he made note of them.

		Share Your Strengths, Interests, and Passions

		You can use Benjamin Franklins self-improvement plan—with a twist. List your strengths instead of your weaknesses and use them to become a more confident communicator. As a shy person, you may spend more time alone than you probably prefer, but it does give you opportunities to develop several interests and abilities. In the past you may have pursued these endeavors alone, but now you can break that pattern and share them with others.

		The best way to begin is to ask yourself specific questions. What do you do well? What are you passionate about? Do you have a “green thumb”? Can you identify a valuable antique at a garage sale? Are you an American Civil War buff? Is music, art, or sports your passion? As you list your interests, always remember that what you do in life and your level of expertise in a chosen field is not as important as your willingness to share your enthusiasm and knowledge with the people you meet. On a sheet of paper, list some of your skills, passions, hobbies, and interests. Then write various ways you might use your abilities to help someone or expand your contacts with others. For example:

		Now implement Ben Franklin s principle by tackling one issue at a time. Choose just one way you can share your avocations or expertise with a person or a group. For example, showing a new employee the “ropes” or joining a bowling league is an easy, low-risk way to chip away at your shyness. As you feel more confident, offer to conduct a team activity at work or volunteer to teach a course or workshop in your area of expertise at a local recreation center. When you demonstrate that you are willing to share your interests and strengths with others, people will admire and appreciate you. Your self-esteem will sky-rocket along with your confidence, and you’ll naturally feel less shy and more talkative because you’re involved in something that you feel enthusiastic about.

		“Blow Your Own Horn” Without Sounding Egotistical

		You may feel reluctant to tell others about your abilities out of fear of sounding like a show-off. Perhaps you are reluctant to reveal your accomplishments because you think that others might perceive you as conceited. Actually, if you blow your own horn gently, the opposite usually happens. Most people want to know something interesting and unique about you. This helps them understand what you are willing to talk about and if you have anything in common with them. Remember, many other people are just as shy as you, so letting them in on your passions, or “hot buttons,” helps them feel more comfortable talking to you. For example, at a party when someone asks me what I like to do, I reply with something like:

		
			I LIKE AND AM GOOD AT:

			
					
					Using a computer art program.

					

					
					Planning and completing long-term projects at work.

					

					
					Plumbing, electrical, and other home repairs.

					

					
					Playing volleyball and table tennis.

					

					
					Playing the guitar.

					

					
					Identifying valuable coins and stamps.

					

					
					Cooking an inexpensive gourmet meal.

					

			

		

		
			I CAN SHARE THESE INTERESTS AND STRENGTHS WITH OTHERS BY:

			
					
					Helping a new person at work learn a computer program.

					

					
					Discussing with a coworker the possibility of working together on future projects.

					

					
					Teaching an adult-education course on easy home repairs.

					

					
					Organizing a local volleyball or table tennis tournament.

					

					
					Offering to teach a new friend a few guitar lessons.

					

					
					Inviting an interested acquaintance to attend a coin and stamp show.

					

					
					Asking a new friend to take a cooking class.

					

			

		

		
			“I’m a book person. I write books. I love to read books. I sell books. Books are my life!”

		

		This answer usually evokes a question or two about the kinds of books I write and enjoy reading. After a few more thoughts about books and publishing, I make sure that the other person is also interested in this topic by inquiring, “What kinds of books do you enjoy reading?” or “Are you interested in writing and publishing, too?”

		To let others know that you are willing to share your expertise, follow these examples:

		
			“Oh, you want to learn how to play backgammon? I play with friends every weekend. If you want, I can show you the basic moves and strategies.”

			“If you’d like a few guitar lessons, just let me know. I used to play in a band.”

			“I heard you mention that you want to buy a used car, but you’re afraid it might be a lemon. I’m pretty good when it comes to fixing cars. I’d be happy to look at the car for you and tell you what I think of its condition.”

			“I’m not a restaurant critic or anything like that, but I pride myself on knowing some great places to eat that don’t cost an arm and a leg. If you’d like, I can give you some great restaurant recommendations for your upcoming visit.”

		

		A Few Words of Caution About Sharing Your Expertise

		Avoid talking too much about a particular esoteric subject, offering too much unsolicited advice, discussing obscure concepts, using complicated terms and jargon, or exaggerating your abilities or achievements.

		Playing the Expert Helps You Kick the Shyness Habit

		When you talk about your passions and pursuits, your shyness takes a backseat. Those old butterflies may still crop up on occasion, but letting others in on your interests can do wonders to boost your confidence. New friends and old acquaintances will see you as a friendly person who enjoys sharing your expertise and enthusiasm with others.

		
			EXPRESS YOUR VIEWS WITHOUT SOUNDING OPINIONATED

			Do you sometimes get into disagreements while sharing your views? Or do you conceal your beliefs because you do not want to sound opinionated? Use the chart below to adjust your conversational style when expressing your opinions.

			
				
						
						ENCOURAGES CONSTRUCTIVE EXCHANGE

					
						
						SOUNDS CLOSED AND OPINIONATED

					
				

				
						
						Discuss many sides of an issue before forming a conclusion.

					
						
						Present a narrow viewpoint without seeing other possibilities.

					
				

				
						
						Acknowledge another viewpoint even if it is different from yours.

					
						
						Deny the validity of other viewpoints and feelings.

					
				

				
						
						Accept that others may disagree.

					
						
						Interrupt and do not listen.

					
				

				
						
						Encourage others to express their opposing views.

					
						
						Make personal attacks.

					
				

				
						
						Support your views with facts.

					
						
						Make emotional generalizations.

					
				

				
						
						Find areas of agreement with others.

					
						
						Argue over minor details and turn the conversation into a debate.
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			“I wish I had a sense of humor, but I can never think of the right thing to say until everybody’s gone home.”

			—CAROLE LOMBARD TALKING TO WILLIAM POWELL IN THE MOVIE MY MAN GODFREY

		

		
			In this chapter you’ll learn how to:

			
					
					Show your sense of humor to the people you meet.

					

					
					Use humor to overcome shyness and build your confidence.

					

					
					Be funny without telling jokes.

					

					
					Avoid the three biggest mistakes when using humor.

					

			

		

		Comedian George Burns must have nearly swallowed his cigar when he found out that Ed Sullivan had revealed in his newspaper column that George wore a toupee. When Burns confronted him about mentioning this embarrassing personal information, Sullivan protested, “But George, I didn’t think you’d mind.” Burns responded with his sly smile and a puff of cigar smoke, “If I didn’t mind, Ed, why would I wear a toupee?”

		Humor Is Where You Find It

		For a shy person, there’s nothing funny about being uncomfortable in social situations, but using your sense of humor can help you become more outgoing and gregarious. Making a pun or a quip, or telling a short lighthearted story, adds zest to your conversations and encourages others to chime in with a joke of their own. Researchers have shown that humor really works to lower anxiety in social and business situations alike because laughter makes people more relaxed and receptive.

		If you are like many shy people, you’ve got a good sense of humor, but you may be reluctant to show it. However, sharing a laugh with someone you’ve just met will make both of you feel more comfortable in the first few minutes of conversation. This easygoing attitude decreases your shyness and makes you appear more appealing and attractive.

		Listen for the Humor Around You

		You don’t have to be the first one to crack a joke to show your sense of humor. There are many easy ways to share what tickles your funny bone. One way is to react to a clever or amusing remark. You need to be honest with your reactions, though, so don’t fake a laugh if you don’t think what you heard is funny. However, a sincere smile and laugh at a quip or amusing story sends a powerful signal of approval and makes the speaker feel good about talking to you. Listen carefully for droll remarks, dry wit, whimsical stories, puns, plays on words, or anything else that you can respond to with a chuckle or chortle. Your smile and laugh at someone’s jest compliments him or her and shows you are listening.

		You can also reveal that you appreciate someone else’s sense of humor by stating the obvious—“You’re funny!” or “You’ve got a great sense of humor.” This friendly comment encourages that person to open up to you. When you respond to humor in a conversation, you send this message to the speaker:

		
			“I like you and I enjoy your perspective. Thanks for sharing it with me.”

		

		Reveal Your Sense of Humor by Telling an Amusing Story

		Can you remember some of the most amusing moments you’ve observed at a party, a wedding, or in another situation where something happened that made everyone laugh? For example, during my backyard wedding reception, my best man tossed a piece of wheat toast into the air as he wished my bride and me a happy life together. Unexpectedly, the airborne “toast” sailed into the hot tub. The guests howled!

		Perhaps you have witnessed a “blooper” during an important event that left people laughing hysterically. To add humor to a conversation, tell funny real-life situations like these. Everyone has amusing stories to tell. The point is, you can share your sense of humor without being a stand-up comedian or clown. A few mildly amusing anecdotes, or short stories, that are real and easily related can get people laughing. The closer the story relates to the topic of conversation, the funnier it will be. For example, if you are at a fund-raising event, you could tell a variation of this story:

		
			“Being at this charity event reminds me of a story I once heard about the comedian Jack Benny. You know, of course, that while his Hollywood image was that of a miser, in real life he was quite generous. It seems that Benny had just refused to accept a check for performing at a charity event, but asked, ‘But just in case I was accepting the money, how much was I refusing?’”

		

		For a list of possible amusing situations, see the chart at the end of this chapter.

		Use Self-Effacing Humor

		Another way you can show your sense of humor is to recount a funny episode that happened to you. Telling a story about how you handled an embarrassing or an awkward situation is a powerful communication tool, both in social and business situations. When you laugh at yourself, you convey confidence and poise. Maybe this is why so many successful speakers, entertainers, and business leaders use this form of humor to build rapport with their audiences. A modest amount of self-effacing humor shows you are not oversensitive about your weaknesses or past mistakes. When you can poke fun at yourself, you are telling everyone that you feel comfortable and confident.

		The following are good examples of how some famous people poke fun at themselves:

		A story attributed to Albert Einstein:

		
			“I was at a young friend’s home and he proudly showed me his eighteen-month-old son. I held the boy and gave him a big warm smile. The infant looked up at me and suddenly broke into a howl that shook the walls. I patted the little guy on the head and said fondly, ‘You’re the first person for years who has told me what you really think of me.’”

		

		Ava Gardner is rumored to have said this about herself:

		
			“Deep down I’m pretty superficial.”

		

		A telegram from Groucho Marx to the exclusive Friars Club in Hollywood:

		
			“Please accept my resignation. I don’t want to belong to any club that would accept me as a member.”

		

		In a humorous moment Dolly Parton remarked:

		
			“You’d be surprised how much it costs to look this cheap.”

		

		The Three Biggest Mistakes to Avoid When Using Humor

		
				
				Sexual and ethnic jokes and jokes about the disabled are inappropriate and can offend.

				

				
				Sarcastic humor, if unchecked, alienates and offends because people take it personally.

				

				
				Practical jokes can lead to accidents and be the kiss of death for a budding career.

				

		

		Kicking the Shyness Habit Pays Off Fast

		You might think that “old habits die hard,” but with practice you can quickly change how you react and feel in social and business situations. Writing your own script of constructive “self-talk,” sharing your expertise with others, and using your sense of humor can do wonders to boost your confidence. While in the past you often felt uncomfortable meeting new people, now you will know how to overcome shyness and make every conversation an enjoyable and rewarding experience.

		
			AMUSING SITUATIONS THAT LEAD TO LAUGHS

			Everyone has embarrassing or amusing moments that they can share with others. To help you remember a few funny stories, consider this list of common situations that may lend themselves to humorous retelling.

			
					
					[image: ] A case of mistaken identity

						

					
					[image: ] A mistaken telephone call

						

					
					[image: ] A mix-up in gifts

						

					
					[image: ] A family get-together

						

					
					[image: ] An event at work or at school

						

					
					[image: ] An event at the beach or in a pool

						

					
					[image: ] An important meeting

						

					
					[image: ] An unusual birthday party celebration

						

					
					[image: ] What happened with an article of clothing

						

					
					[image: ] A first day on the job

						

					
					[image: ] An event in a fitness class

						

					
					[image: ] A faux pas at a hotel or restaurant
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