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Introduction 
 
Speeches. Talks. Presentations. Keynotes.  
 
There’s no way around it. Whatever you call them, they have a way of making lots of people uncomfortable.  
 
In a way, it’s like having a fear of heights. Some people have no problem with it. Every day, tourists in Dubai embrace the 
opportunity to look out the top-floor windows of the Burj Khalifa, the tallest building in the world, at the streets 160 
stories below. And in every major city, construction workers routinely walk across high-up exposed girders on the 
skyscrapers they’re building.  
 
Others, though, don’t even feel comfortable climbing a ladder or strolling across a bridge, no matter how safe and secure it 
might be. 
 
Public speaking is sort of the same. Take teachers, for example. They spend day after day standing in front of students and 
talking. No sweat. Authors, politicians and television personalities give after-dinner speeches all the time. Just another 
day.  
 
On the other hand, many more people absolutely hate standing before a gathering and speaking. Even Jerry Seinfeld once 
noted in his standup act that, given the choice between dying and delivering a eulogy, most people would opt for the 
former. 
 
It’s pretty well known that public speaking has long been people’s number one fear. Most people—including many highly 
accomplished professionals, believe it or not—would rather do almost anything than deliver a speech.  
 
If you’re one of these people, know that you are not alone. You’re in the majority.  
 
How do I know this? I used to teach public speaking. My students included lots of people with great resumes, important 
titles and professional accomplishments who approached giving presentations with lots of trepidation. So they took the 
class, developed their skills, improved their comfort level and, in many cases, became excellent presenters. 
 
For many people, giving presentations is part of their jobs. 
 



 

 

The fact is, speeches and presentations are given every day for a variety of reasons and with a variety of objectives: to 
inform, educate, persuade, sell, inspire, inform, and more. For many people, they’re part of their jobs. And, let's be honest, 
a number of them are pretty bad. They’re often boring, bland, uninspired, and filled with data and numbers and bullet 
point after bullet point read by the speaker.  
 
For some of these presenters, it would be better if they just skipped their speeches and handed out a printed copy of their 
PowerPoint deck to their audience members. 
 
On the other hand, though, there are lots of really great speakers out there wow-ing audiences all the time. They’re bold, 
vivid, entertaining, and even fun. They know their subjects, speak with confidence and conviction and elicit standing 
ovations from the crowd and audience raves on presentation evaluation sheets. 
 
Want to be part of this group? You can.  
 
I wrote this book to help you become a better, bolder, badder speaker. It includes 60 time-tested secrets to help you plan 
and deliver the kinds of presentations that audiences want to hear. If you apply (and practice) these principles, you will 
benefit from the wisdom they embody. And your next audience will thank you for engaging them and leaving them 
wanting more. 
 
Will this book turn you into Tony Robbins? No. You’re you. If you’re naturally confident, dynamic and dramatic like 
Robbins, those qualities can serve you well and will factor into your delivery. Each individual has his or her own 
personality and personal assets. And we’ll talk about how to leverage your personal uniqueness to become the best speaker 
and presenter you can be. 
 
And even if you don't have to give a presentation anytime soon, you'll still benefit from the lessons in this book. Because 
public speaking and delivering presentations is all about connecting and communicating, this book will also help you 
improve your communication skills overall, even when you’re away from the platform and microphone. 
 



 

 

 
 
Who will benefit from reading this ebook? 
 
The book will help you if you are a: 
 

• Corporate executive who needs to make presentations to boards, investors and other stakeholders 
• Professional who gets called upon to speak at conferences, trade shows, meetings and/or company gatherings  
• Small business owner looking to expand and grow your company, consultancy and practice and pursuing 

opportunities to speak before civic group, fraternal organization or chamber of commerce audiences 
• Businessperson who makes presentations to prospective clients 
• Sales professional who needs to develop his or her presentation skills 
• Candidate for elected office who needs to develop message platforms and deliver persuasive campaign speeches 
• Clergyperson or church lector who speaks to congregations. 
• Person involved in your community, church, school or other organizations and need to give presentations 

 
In today’s world, the ability to effectively communicate about yourself, your organization, your expertise, and your ideas is 
a skill worth developing on an ongoing basis. 
 
YOU CAN be a dynamic, confident and effective speaker. 
 
Whether you’re looking to inform, inspire, influence, entertain, persuade, explain or sell—no matter who you are or why 
you need to speak, the good news is that you can learn to speak and present confidently, dynamically and effectively.   
 
What follows are 60 results-focused, time-tested secrets for planning and delivering a dynamic, effective speech or 
presentation. You’ll learn how to: 
 

• Plan a speech that opens with impact 
• Write a speech that flows smoothly 
• Be yourself 
• Relax, and feel good about what you’re doing 
• Connect with your audience 
• Deliver your points in a compelling and memorable way 
• Use visual aids in a vivid and interesting way 



 

 

• Incorporate humor and storytelling 
• Use the “rule of three” to make your points 
• Leave your audience wanting more 

 
I hope you enjoy this book. More than that, I hope you find it helpful. 
 
And now, on to the tips. 
 
 

Get Ready 
 

1. Observe and learn from others when they present. 
Have you been in the audience when a really good keynote speaker or presenter was on stage? Have you watched 
TED talks on YouTube that completely captivated you? What was it about those speeches that motivated, 
entertained, persuaded, or inspired you?  
 
Next time you watch and listen to a presentation that impresses you, think about what it is that makes it so 
compelling. This could include: 
 

• How the presenter stands or moves 
• The eye contact they make with the audience 
• The stories they tell 
• The clarity and pace of their speech 
• Their vocal tone and inflections 
• Their phrasing and pauses 
• The clear understanding of their subjects 
• How they convey confidence 
• How they use occasional humor 
• The words they use 
• How they connect with their audience 

 
2. Take stock of your personal assets. 

You’ll learn from watching others, but you have to be yourself. Take stock of your personal assets and consider how 



 

 

you can use them to bring your speech to life when you're delivering it. Are you a naturally upbeat person or do you 
tend to be more quiet and reserved? Are you naturally funny or more on the serious side? Do you have a propensity 
for speaking loudly and clearly or are you more of a whisperer? While planning your presentation, you’ll want to 
play to your strengths.  
 

3. Know as much as possible about your subject.  
Many professional speakers, like doctors, lawyers and bankers, are experts in their fields and authorities on the 
topics they speak about. When speaking, their passion for sharing their knowledge about their subject of interest 
overrides any fear they might feel. It’s exciting to talk about a topic for which you have great enthusiasm. Also, by 
knowing as much as you can about your speech topic, the more innate credibility you’ll embody and communicate. 
The fact that you know a great deal about the topic you’re presenting will give you confidence in a way that doing 
light research or reading a script written by someone else won’t. And, you never know when someone will interrupt 
your presentation or simply raise his hand to ask a question. It’s wise to be prepared. 
 

4. Know your audience.  
Who’s going to be there? Just as you should know your topic inside and out, so should you know who’s going to be 
in your audience so you can speak directly to their needs and interests. This means connecting with them, a crucial 
thing to do in many business communications situations. When you do that, they’ll be more open to you and what 
you have to say. 
 

5. Keep it simple.  
For all the time and preparation you’ll put into preparing your speech, the reality is that your audience is only going 
to remember one, two or maybe three things you said. So, decide which one or two ideas you want your audience to 
remember and focus on them when you write your speech. 

 
 

Putting Pen to Paper 
 
 

6. Jot some notes.  
This is where you put pen to paper. Literally. Find a quiet spot, grab a cup of coffee and start writing notes. Focus 
on the two or three most important points you want your audience to take away. Jot your thoughts on a legal pad or 
in a notebook. At this point, it’s a bit of a brain dump, so it’s okay to have a stream-of-consciousness or mind-



 

 

mapping approach. Once you have your thoughts scribbled in note form in front of you, you can begin organizing 
and refining them. Some questions to consider at this stage are: What do you want to tell your audience? What 
points do you want them to remember? What stories can you tell to provide concrete examples to illustrate or 
support your points? How do you want audience members to respond—do you want them to feel a certain way, 
implement a new process, support a cause, take a specific action, or something else? 
 

7. Create an outline. 
Once you have your notes in place, along with a good idea of the scope of your presentation from a content 
perspective, it’s time to start organizing your thoughts and ideas into a logical outline. At its most basic, a speech 
has a beginning, a middle and an end.  
 
One way to think of your presentation is in terms of a movie or a play. For example, a film presented in three acts 
includes an Act One, an Act Two and an Act Three. In Act One, you’ll make your entrance, set the stage, state the 
objectives of your speech and prepare your audience for the key points that will follow. During Act Two, you’ll make 
your points and support them with stories and examples. In Act Three, you’ll sum up your messages and, possibly, 
direct your audience toward further action. 
 

8. Begin writing your first draft.  
Writing your speech is probably the most time-consuming part of the process. Do you have to write out your entire 
speech word-for-word? That’s up to you, but I will say that it’s helpful. And many speeches, especially by 
politicians, are placed on a TelePrompTer and delivered word-for-word. It’s up to you to craft your speech—figuring 
out not only what to say and how to say it, but also how to make your speech interesting, especially if the topic isn’t 
exciting.  
 
Once you have a good outline, use it as a framework on which to hang the substance of your talk. Act One really 
does set the stage, so you want to engage your audience from the word go. This is also where you establish your 
authority and credibility, especially if the audience doesn’t know you well. Grab their attention and get them 
listening. Moving forward, flesh out your key points—the real substance of your speech—including how you want to 
introduce them, how you can support them with real-life stories, and consider how much you want to say about 
each. These will form most of Act Two of your speech. Don’t be afraid to write long; during the editing process you’ll 
find things to shorten and tighten up. Right now, it’s important to get your unabridged messages into the format of 
your speech. For your Third Act, sum up your points and add your call-to-action or closing comments. 
 
After completing the first draft of your speech, walk away from it. Give it time to breathe and give yourself some 



 

 

time to clear your mind. Then, when your mind is sufficiently clear, read through your speech again with fresh eyes. 
Edit things that need to be edited. Add more detail where more detail is needed. Most of all, ask yourself. “Would 
this speech interest me as a listener?” If your answer is no, then you’ll need to edit some more. Use language that is 
vibrant and interesting. Smooth out the transitions between points.  
 

9. Write for your voice. 
Remember what I said about using your assets and personality? Write for how you talk. Use short sentences that 
appeal to the ear. When we read long sentences, in a newspaper or magazine for example, we have the opportunity 
to go back and read it again if necessary. Since that’s not the case with a speech, it’s important to write for your 
voice, not your audience members’ eyes.  
 
Writing for the voice also means creating emphasis where emphasis is needed, and using powerful words that evoke 
a response. This also includes using such techniques as repetition, making points emphatically, dramatic pauses 
and even occasional interactions with your audience to draw them in. In the case of the latter, it might be asking a 
question like, “Show of hands—how many of you have encountered this problem?” All are effective speech devices 
when used appropriately. 
 

10. Use numbers judiciously. 
In speaking situations, numbers can be both a blessing and a curse. On the positive side, they’re necessary to 
quantify things and report specific data. On the not-so-positive side, they’re often really, really boring—especially 
when a lot of numbers are being used. And don’t get me started on statistic-packed PowerPoint slides. 
 
The reality is that data and statistics are often important to the messages you’re communicating. So, make them 
part of the story you’re telling. In other words, use numbers like words in your presentation. Ten minutes (or 
more!) of hearing statistics is not fun. Using numbers in the context of a story can be interesting. 
 

11. Use PowerPoint wisely. 
Apple’s Steve Jobs was an incredible presenter—without PowerPoint. Well, he used Apple’s presentation app, 
Keynote, but only sparingly. When he was on stage, his minimalist way of speaking and his ability to create drama 
with words and a few gestures, but with very little in the way of words on a screen, enchanted his audiences. Sure, 
PowerPoint can be our friend when used effectively. However, it’s best used in a way that enhances a presentation—
not drags it down in a maze of numbers, charts and bar graphs. Things you should avoid include: 
 

• Reading your slides. 



 

 

• Too many charts, graphs and—yuck—spreadsheets 
• Too many words.  
• Not enough pictures. 
• Type that’s unreadable. 
• Visuals that are boring. 

 
Some notes on using your presentation software: 

 
• Keep your slides simple. Again, use photos to tell your story. And not stock photos that show executive 

models shaking hands or seated at conference tables. Way overdone, and a cliche. Here, you want to be 
authentic. Find actual, real-life photos and use them. Or cartoons. Or other images that are interesting and 
memorable and help you not only make your point, but possibly even entertain the audience. 
 

• Use only a few, well-selected words per slide. Set them in type that’s large enough and bold enough to 
easily be read by anyone in the room. The more bullets you have per slide, the smaller they’ll be on the 
screen. So, avoid bullet points when possible. If you have to use them, include only a very few per slide. 
 

• Create interesting charts. Charts and graphs are super-boring. And columns of numbers are often pretty 
unreadable. Yes, you may be speaking to an audience that wants to see numbers, but that doesn’t mean your 
numbers have to actually be numbers. Find creative ways to depict your numbers to make them visually 
appealing. A million dollar profit? You could show the number $1,000,000—or, show a photo of a stack of 
hundred dollar bills. The latter example will provide an immediate, tangible, relatable impression. 
 

• Show a brief movie. Use your phone or camera and shoot a brief movie to illustrate one of your points. 
Use Windows Movie Maker or Macintosh iMovie to make any quick edits needed. Then, embed that into one 
of your slides. It doesn’t have to look professionally produced. Just the fact you have it in there will enliven 
your presentation. 
 

• Remove your company logo except at the beginning and end. It’s tempting to place your company’s 
logo at the bottom of every slide, but you don’t need to do that. It will take up valuable screen real estate that 
you can use instead to show something more interesting. 

 
12. Rehearse.  

Rehearsal is key. The more you rehearse your speech, saying it out loud again and again, the more it becomes part 



 

 

of you and the easier it feels to say the words and deliver the messages. Your confidence grows each time you 
rehearse your speech. You fine-tune what you say and how you say it, add or delete emphasis and figure out 
appropriate places for dramatic pauses or gestures.  
 

13. Refine your notes.  
During your rehearsal phase, as you refine your speech and become more and more comfortable with it, begin 
paring your “script” down to notes, and eventually, the notes down to bullet points—key words and phrases. Use the 
note format that’s most comfortable for you. By the time you get to the podium, lectern or platform, you’ll be well 
prepared with your material and your messages.  
 

14. Work on your voice.  
During the rehearsal period, force yourself to breathe and speak from your diaphragm. This is a natural way to 
breathe, and if you’ve never done it before, give it a try. This is also how singers breathe and project their voices. 
You’ll know you’re doing it correctly when your shoulders aren’t going up and down during breaths. 

 
Pre-game: before you speak 

 
15. Dress for the occasion.  

This point has changed a great deal over the years. It used to be that people dressed up when they gave 
presentations. In the current era of casually dressed celebrity CEOs and cool, edgy people giving TED talks, 
dressing for the occasion simply means wearing what’s most appropriate for the audience you’re addressing.  
 

16. Arrive early. 
Have you ever been stuck in a really nasty traffic jam when you needed to be somewhere in 10 minute? You don’t 
want that to happen when you have to give a presentation. There’s too much to do before you speak, and, when 
presentation time rolls around you want to be fresh and focused. If you’re the only speaker, try to be at least a half-
hour early. If this means leaving your home or office earlier than normal, so be it. If you’re traveling by air to give a 
presentation in another city, plan a flight that will allow you to have plenty of time before you’re scheduled to speak. 
Keep your host posted about your arrival, and check in as soon as you arrive at the venue. 
 

17. Test all necessary equipment.  
Virtually every rock band that has a concert scheduled for this evening will be in the auditorium or theater this 
afternoon doing a sound check. It’s an opportunity to ensure that all instruments, microphones, speakers, lights 



 

 

and multimedia equipment are working as they should be. In the same manner, it’s smart for you to schedule your 
own version of a sound check before taking the stage. So, well before the first people wander into in the room, test 
the items you’ll be using during your presentation—microphone, sound system, laptop and projector—to ensure 
that everything works properly. If it doesn’t, there will be time to make any corrections before you take the stage. 
Better you learn about, and address, any technical problems at this time than to have your mike surprise you by 
cutting out just as you’re getting into the core message of your speech. 
 

18. Get a glass or bottle of water. 
Bring it to the stage or lectern with you in the event your mouth unexpectedly gets dry during your talk. That’s a by-
product of being nervous, and it’s natural, but if you don’t moisten your throat when it wants water, it will be 
physically difficult to speak. 
 

19. Check your look in the mirror. 
As you get closer to speaking time, be sure to visit the rest room. Just a quick moment will confirm for you that you 
look your best. While there, give yourself a once-over in the mirror to ensure that your look is pulled together and 
your hair is doing what it should be doing. If it’s a warm day, splash some water on your face. Then, head to the 
platform. 
 

20. Relax.  
In his book, I Am Brian Wilson, legendary Beach Boys founder, songwriter and musician Brian Wilson mentions 
that he likes to sit alone for a short time before going onstage. Even though performance venues are hustling and 
bustling in the minutes before showtime, he tries to calm himself before he has to sit at his grand piano and 
entertain the audience. This is great advice that I’ve followed myself. Several years ago, when I was very active as a 
performer in theatrical plays, I would take a few minutes before going onstage to calm myself, while also recalling 
my initial lines of dialogue and preparing to make an energetic entrance. Before you speak, take a little quiet time. 
Sit alone, if possible. Think about what you’re going to say. Breathe slowly, easily and rhythmically from your 
diaphragm, as described earlier. 
 

21. Focus your energy.  
You’re going to want to make an upbeat entrance, which translates into a powerful, confident first impression. 
Think about what you’re about to do. Set your concerns aside. Concentrate. Get in the zone. Think positive. 

 
Introducing . . . You! 



 

 

 
22.  Approach the lectern or podium with a smile. 

You know that old axiom about how we don’t get a first chance to make a good first impression? This is one of those 
times. Just as in day-to-day communications a genuine smile projects a much different message than a frown, so it 
is when you’re entering the stage.  
 

23. Say thank you. 
Once you take the microphone, the first thing to do is thank the person who introduces you. Then, thank the 
audience for giving the opportunity to speak. Finally, acknowledge anyone in the audience or on your team who 
should be recognized before you begin your speech. 
 

24. Then, take a moment to get started.  
When you first approach the podium, stand in place for a few moments. This sends a signal to the audience that 
your speech is about to begin. If there’s any chatter among audience members, give them a second or two to stop 
conversing before you begin.  
 

25. Find an interesting way to open your speech.  
“A funny thing happened to me on the way on my way here today.”  
 
Granted, that approach is cliché to the point of being schlocky, and I’m only being half-serious about actually using 
something like that as an opening line. But you do want to open your speech with something that grabs their 
attention and makes them sit up and listen. Consider the first minute or two of your speech an opportunity to 
announce your presence and give your audience members a few minutes to adjust to seeing and hearing you. 
 
One professional speaker I know often enters from the back of the auditorium wearing a wireless microphone, 
beginning his presentation as he walks down the aisle and onto the stage. That kind of entrance fits his presentation 
style and it works for him.  
 
So what will work for you? Some speakers use humor. Others tell a story or relate something from the day’s news 
headlines to initiate rapport with their audiences. My approach is often a conversational one that engages the 
audience immediately, asking a question like, “How many of you do some form of marketing? Raise your hands.” 
Any of those things are viable options. As I’ve noted previously, the important thing is that whatever you say, it 
sounds natural coming from you, and that it’s appropriate for the audience. 
 



 

 

26. Tell them up front what you’re going to tell them.  
There’s an old saying in the public speaking world that comes from the military: tell them what you’re going to tell 
them…tell them…then, tell them what you told them.  
 
If the type of speech you’re giving has key points or ideas that you want your audience members to remember, those 
points need to be repeated throughout your speech. Much if not most of what you say will be forgotten a half-hour 
after the speech ends, so it’s important to let them know upfront what you do want them to remember. If you write 
your speech as I’ve recommended previously, those points will fall into place. 
 

27. Use humor.  
Most of us love to laugh. The dichotomy in the business world is that many business leaders (or wannabe leaders) 
somehow have the impression that business is supposed to be serious 24/7. You should absolutely take your work 
seriously. But that doesn’t mean that you have to take yourself seriously. 
 

28. Employ the rule of three. 
The rule of three is a principal that writers and speakers have been using forever, and it essentially states that 
information provided in a series of three items is effective and memorable. One or two items aren’t enough and four 
is too many, but three are just right. Comedy writers, playwrights, screenwriters and others use this device all the 
time. Because it’s familiar, audience members instinctively know that when this device is activated as part of a 
presentation, the third part of it is where the payoff lies. For this reason, it’s worth incorporating into your 
presentation.  
 
I suggested earlier that you regard your speech as having three parts—the introduction, central part and closing—
much as a play or film is written in three acts. But there’s more.  
 
When you’re speaking, also present information in groups of three. It could be as a series of three points, questions, 
reasons for taking a certain action or even the actions themselves. For example:  
 
“Am I saying you should be at work early every day? No. Am I suggesting that you work late every evening? No. Am 
I recommending that you work a full eight-hour day? Yes.” 
 
“It’s really easy to cast your vote via the internet. Just log onto our website, select the candidate of your choice and 
press the ‘vote’ button.” 
 



 

 

“Why are we merging with XYZ Corporation? They’re offering us three things we don’t have now: innovation, 
financial resources and a large support staff.” 
 

29. Maintain your energy level.  
If you’ve ever performed in theater, you know the feeling that accompanies opening night. As curtain time 
approaches and you stand backstage awaiting your cue, you’re a ball of energy ready to explode. Then, once you’re 
onstage, into about the middle of the first act and comfortable in your role, you don’t feel the excitement of standing 
behind the curtain anymore. As an actor, though, you owe it to your audience to maintain a strong level of energy 
and dedication to what you’re saying, night after night. 
 
As a speaker, on the other hand, you may only be giving a 20- or 30-minute presentation. So, if you’re going to go to 
the trouble of opening with a bang and connecting with your audience, you’ll want to maintain that connection for 
the duration of your speech. This means having a consistent energy level. Not bouncing off  the walls or coming 
across as excitable, but staying fresh and focused so that it shows in your body language and voice. 
 

30. Tell stories.  
Remember the man with the hook who used to terrorize young couples on lovers’ lane? Or the person you heard 
about who had a chance encounter with a celebrity on an elevator? How about the child who was collecting get-well 
cards and wanted to get into the Guiness Book of World Records? Chances are, you not only remember those 
stories and others like them, but you’ve told or e-mailed them several times.  
 
One of the best ways to engage an audience and have them remember what you talked about is to tell stories that 
illustrate the points you want to make. As humans, we love to hear stories; they provide concrete, real-world 
accounts that you just can’t get from a PowerPoint presentation or flipchart. We remember stories. We tell them to 
others. And we’ll associate the points or lessons you want us to remember with the stories you tell.  
 
Listen to the President of the United States during the State of the Union speech and you’ll hear stories sprinkled 
throughout the speech about real people like Mary Smith from Ohio or Jim Jackson from California, often in the 
context of a conversation the president had with those people. And you’ll remember the encounter and what the 
person wanted. That’s the power of storytelling. 
 

31. Use your voice correctly.  
When George Lucas was developing the first Star Wars movie, he hired an actor named David Prowse to play the 
movie’s chief antagonist, Darth Vader. Prowse was tall, a professional bodybuilder and capable of acting menacing. 



 

 

On film, he was the physical embodiment of the character. Trouble was, for as good as he looked as Darth Vader, 
his didn’t have the vocal quality Lucas envisioned for the character. So, after the footage was shot, Lucas hired 
another actor—James Earl Jones—to “loop” the character’s deep, resonant voice. If you’ve watched Star Wars or 
listened to commercials for the telephone company, you know that Jones speaks with authority and clarity. 
 
You don’t have to be a Shakespearean actor to deliver an effective speech. But there are things you can do to use 
your voice to its fullest potential. For example, speak slowly and clearly—especially if you have a regional or foreign 
accent. Don’t drop the endings off your words or run your words together. Make sure you know how all words 
should be pronounced. Articulate your words. Don’t speak in a monotone; rather, allow your voice to be expressive. 
Breathe from the diaphragm (abdominal area) rather than the chest area, as this can help you project your voice. 

 
If you’re speaking to a really large audience, you’ll likely have a microphone. Use yours in the most effective way. If 
it’s mounted on the lectern or microphone stand, keep your mouth four to six inches from it. If it’s clipped to your 
lapel, make sure it’s not rustling against your clothes. As mentioned above, test your microphone and sound system 
beforehand, if that’s possible, so you know they’re working as they should be. The last thing you want is for an 
electronic problem to arise during your speech. 
 

32. Speak with confidence, conviction and passion. 
I once worked for a CEO who was known not only to be a strong leader, but very genuine and sincere. As a manager 
in the organization who interacted with him often and got to know him, I admired him greatly as both a president 
and a person.. Because he really cared about the organization and its employees—and walked the talk—he was sort 
of a beloved “uncle” figure among many of the people in this relatively large organization. At one point during his 
tenure, a crisis situation developed in the organization that made it necessary for him to give presentations 
employees at all levels, from senior management to front line staff. A mix of employees at various levels would in 
attendance at all of his meetings, and his presentation messages combined explanations of what had occurred, what 
he had planned to do and what was required from the employees in the way of support. He presented his messages 
in a way that brought exceptionally strong response and pledges of support from the staff members. They trusted 
his leadership and concurred with his objectives and mission. 
 
Have you ever watched someone deliver a speech that really moved you in some way? There’s an old saying that you 
have to believe in yourself before you can expect anyone else to believe in you. It’s true. Three qualities that are 
indispensable in a speech—especially one that’s meant to persuade or achieve results—are confidence, conviction 
and passion. 
 



 

 

If you’re confident in your knowledge and yourself as a presenter, it shows—in your body language, your tone of 
voice and, perhaps most telling, in your eyes. We don’t want to believe that these things are factors, but the truth is 
that they’re dead giveaways. When you’re not confident, your body may slump or even pull back, rather than stand 
erect or lean forward. You may fidget, play with your hair or cover your mouth. Your voice will be shaky and may 
take on a higher pitch. You’ll go out of your way not to make eye contact with people in the audience, even to the 
point of looking down, up or around the room. This is why you’ll want to know your topic inside and out and 
rehearse your presentation before you stand before a microphone. An effective speaker will stand tall, assume an 
authoritative posture and communicate expertise so it sounds like something he or she says several times a day, 
every day, natural and unforced. And that comes from confidence. 
 
Do you actually believe in what you’re saying? If not, it can easily come across as though you’re reading a script that 
someone else wrote. On the other hand, if you believe what you’re saying, you’re going to speak with conviction. 
Sure, there are some people out there who can lie or embellish and not break a sweat. But that’s not most people. It 
really is true; you have to believe in what you’re saying before others will believe it as well. 
 
While conviction is related to the logical mind, passion relates to your emotions. We’ve all heard people speak 
passionately about topics and issues that mean a great deal to them. When you not only believe in what you’re 
saying but feel strongly about it, your emotions will start to show. And it’s likely that some, if not many, in your 
audience will begin to feel a sense of empathy with you. And that’s a powerful thing in a persuasive speech. 
 

33. Repeat. Repeat. Repeat. 
Next time you hear a political campaign speech, pay close attention to not only what the candidate is saying, but 
how he or she is saying it. Candidates running for office, especially those running for higher political offices, receive 
an extensive amount of coaching in preparation for their stump speeches. The 1986 film Power, directed by Sidney 
Lumet and starring Richard Gere as a political consultant, provides a Hollywood-embellished taste of what this 
process entails. 
 
Political ideology aside, there are many persuasive speechwriting and delivery tactics that are time-tested and 
effective when used in political speeches. One that’s frequently used is the continual repetition of key words and 
phrases. The campaign or speechwriting team develops a simple, easy-to-say phrase of just a few words—often 
something like “Not my opponent!” or “It’s our time!” Then, during campaign speech, the candidate will often 
engage the audience in a series of questions for which that phrase is the answer. At first, the candidate asks 
questions and provides the answer. Then, audience members “catch on” and start answering the questions along 
with the candidate. Each time the question is asked by the candidate, more audience members respond in unison 



 

 

with the answer. Eventually, and over the course of just a few minutes, virtually the entire audience is shouting the 
answer. At this point, everyone in the venue is on the same page and in agreement with the candidate. 
 
From a practical standpoint for the person who just wants to give a good speech, repetition is a very powerful tool. 
If there are points, ideas or concepts you want your audience members to remember, repeat them at least three 
times in close proximity. You might even want to go a step further and frame them in some type of mnemonic 
device like a rhyme or acrostic. 
 

34. Make eye contact with a few audience members.  
Standing on a platform or stage, or even in front of a roomful of people, can make you self-conscious. All eyes are 
focused on you, and you’re the center of attention. So the natural inclination, when you’re uncomfortable in such a 
situation, is to look away from the eyes that are on you.  
 
However, there are three problems with doing this. One is that it makes you look less comfortable and less 
confident when you’re in a situation where you should be demonstrating leadership or communicating your specific 
expertise. Another is that not making eye contact can make you appear less than honest, since dishonest people 
often won’t “look you in the eye.” And, not making some kind of eye contact with your listeners makes it more 
difficult to connect with them. 
 
As people, one of the ways we connect with each other in a communication situation is through eye contact. So, 
when you speak to an audience, don’t take the easier way out by avoiding eye contact, as this can diminish your 
opportunity to get your points across. Make eye contact with a few people in your audience in an easy way. Don’t 
stare, but gaze at them.  
 

35. Stand tall.  
The movie that received the 1971 Academy Award for Best Picture, Patton, opens with George C. Scott as the 
legendary general, standing in front of a huge American flag and giving a motivational speech to his troops. He 
stands tall and solid on the stage, the embodiment of confidence and leadership.  
 
Good posture helps you communicate confidence and authority. When you stand tall it makes you feel good about 
yourself. It also communicates nonverbally to your audience that you belong on that stage or at that lectern, and 
that you have something meaningful. 
 



 

 

36. Adapt to the physical setting.  
The good thing about lecterns, at least for people who don’t like to speak, is that they provide something to hold on 
to and something to hide behind.  And for speakers who refer to notes, they provide a convenient place to put them. 
So what happens if you get to the stage and learn that there’s not a lectern? 
 
If you find yourself in a situation where you don’t have something solid to stand behind, do this: stand straight and 
tall and gently clasp your hands in front of you in a relaxed manner. Don’t wring your hands; that will make you 
look nervous and detract from your confident appearance. And don’t place your hands in your pockets, as they can 
make you look slouch-y. Just clasp them gently. 
 

37. Use pauses to for dramatic emphasis.  
You’re sitting in the classroom and the teacher is lecturing about something. Then, he or she immediately stops and 
takes a long pause. The room is silent. What’s going to be said next?, you wonder.  
 
This scenario is an example of how what you don’t say can be as powerful as what you do say. Such is the impact of 
a well-placed pause. It’s a device that actors use all the time, and for good reason: it provides dramatic emphasis at 
those times when you have something important to say and you want the members of your audience to be 
specifically focused. A pause makes people sit up and take note, and it’s a signal for them to listen more closely. 
 
Remember, though, that pauses are just that—moments of silence. So don’t punctuate the silence by saying “um” or 
another non-word. Just give it a second or three and continue. When you’re planning your speech, consider where 
the occasional pause might lend some emphasis to the points you want your audience to remember. 
 

38. Show emotion when appropriate.  
Often, when we watch television news coverage of various types of rallies, we’ll see and hear speakers who infuse 
their presentations with passion. It’s clear, when you watch and listen, that these speakers believe firmly in what 
they’re saying to the point that they’re showing emotion. 

 
Emotion can be a very useful persuasive tactic when you really feel it and aren’t afraid to show it because it 
demonstrates genuine conviction. It tells your audience you really care about this subject, situation or cause. If you 
really, really don’t want that new proposed new skyscraper to replace the park that’s been in the community for 100 
years, showing how emotionally invested you are in that topic can help you reach out to your audience, win their 
empathy and form a bond.   
 



 

 

39. Recall key points. 
I mentioned the repitition tactic earlier. Recall is a little different. With recall, rather than repeating something 
several times in succession, you’re calling attention to one or more key points throughout your speech as a way of 
emphasizing them 
 
Let’s say you’re planning to give a speech to employees about your company’s finances. One of the objectives of 
your speech is to reassure the work force that you are doing everything possible to avoid layoffs. So, you talk about 
reducing capital expenditures,  rather than reducing costs through layoffs. You talk about lowering day-to-day 
expenses, rather than reducing costs through layoffs. You talk about eliminating a few benefits, rather than 
reducing costs through layoffs. And so on. 
 

40. Always be honest. 
What more needs to be said here? 
 

41. Speak slowly enough to be understood.  
When people are nervous, they sometimes speak more quickly. In a speaking or presentation scenario, there’s the 
added factor of wanting to get finished and get out of there. When you speak, be aware of your pacing. Don’t speak 
too quickly.  Take your time and pace yourself.  You want your presentation to have an impact on your audience. 
This point is doubly important if you have a heavy accent or dialect. Often, speaking too quickly with a pronounced 
accent can make it difficult for audience members to understand you. 
 

42. Take any problems in stride. 
What can go wrong?  
 
The microphone cuts out while you’re speaking. 
A server crashes a tray as he or she walks through the audience. 
A storm outside causes the lights in the room to flicker momentarily.  
 
Little, unforeseen surprises can occasionally happen. The late comedian George Carlin once remarked on the 
difference between cats and dogs when they accidentally knock something over. The dog will jump away and realize 
something was knocked down. The cat just acts as if nothing happened. Should some little distracting thing happen 
to you as you’re delivering your speech, just remember that the key word here is “little.” Also, you know that it’s not 
your fault. Don’t let it rattle you. Take a breath and take it in stride. Be the cat. Compose yourself and move on with 



 

 

your speech. 
 

43. Sip water.  
Sometimes, talking for long periods invites a little bit of dry mouth. Have a glass of water at the podium and take an 
occasional sip if your mouth becomes dry. This also gives you the opportunity to pause momentarily.  
 

44. Speak in short sentences.  
Earlier, I mentioned this is the speechwriting section. Write like you talk.With written communication, sentences 
can be a little longer because readers can go back and re-read passages. This isn’t the case with verbal 
communication. Shorter sentences are literally bite-sized. They’re conversational, rather than literary. They enable 
you to breathe between points. And they allow you to make your points and repeat them for emphasis when 
necessary. 
 

45. Do NOT read your PowerPoint.  
I mentioned how to use PowerPoint in a previous section, but this bears repeating. Use your visuals ONLY to 
emphasize key phrases and ideas, and to show photos, graphics or charts. Don’t use it as your script. 
 

46. Keep your distance.  
From the microphone, that is. Have it or hold it about six to eight inches from your mouth. If you get too close, your 
words will sound muffled. If you’re not close enough, it might not pick up your voice well. You can figure out the 
best distance when you’re checking out the audio equipment before your talk. Another option is to use a wireless 
mic that clips to your head or ear—the kind often employed by stage magicians to keep their hands free while on 
stage. Many venues don’t offer them, but some might. If you own one, ask if it can be connected to the sound 
system. 
 

47. Confirm pronunciation of  all tricky words, especially names.  
Foreign names and words. The names of unfamiliar people and cities. The name of a new product that might be 
included in your speech. They’re all out there, waiting for us to trip over them. Strong preparation, including 
learning the correct pronunciation of unfamiliar words, will eliminate any chance of mispronouncing any words or 
names you may unsure about. In fact, even if you’re 99% sure that you know the correct pronunciation—but not 
100% sure—take the extra step of confirming it in advance so you don’t appear unprepared or inadvertently offend 
an audience member. 
 
As a side note, while we’re confirming things, make sure to confirm all spellings of foreign or unusual-sounding 



 

 

words that might appear in your visual aids (PowerPoint presentation, handouts, etc.) In many foreign languages, 
letters in certain words and names are enhanced by specific accent marks called diacritical marks, so be sure they’re 
all correctly represented in any written or printed material. 
 

48. Stand still when you speak. 
Who among us hasn’t watched a skilled, smooth motivational speaker work the audience? You know—the man or 
woman fitted with a wireless clip-on microphone who walks from one side of the stage to the other. Those speakers 
are not just speaking; they’re performing. And I mean that in a good way. Many of the speakers who are most in 
demand are the ones who provide a measure of entertainment with the wisdom they’re imparting. They’re highly 
knowledgeable about the topic they’re addressing, but they’ve also rehearsed their stage movements, tone of voice, 
emphasis on certain words so that audience members might not only learn from them, but be spellbound in the 
process. That’s a good thing. 
 
If you’re comfortable moving while speaking (and, if your movements are smooth, natural and purposeful rather 
than edgy and fidgety), by all means, do it. Otherwise, here’s what to do while delivering your speech:  
 
If there’s a podium or lectern: place your hands at the sides or on top of it. Don’t grip it so tightly that it stiffens 
your body and makes you appear uncomfortable.  And check your posture. Standing tall helps you present a 
confident appearance, while slumping can make you look uncomfortable to your audience and might even cause 
you to mumble. Not good. If you’re not using a podium, gently clasp your hands in front of you in a relaxed manner. 
 

49. Only your voice should be heard.  
Microphones can be sensitive, depending on the kind you use. A “directional” mic, such as one used in a recording 
studio, is built to primarily pick up sounds that are directly in front of it, while not being sensitive to many sounds 
that fall outside that pattern. A “dynamic” mic, like many used in performance and presentation settings, is built to 
not have as focused an audio pattern. So, in addition to your voice, it could also pick up extraneous noise that 
doesn’t seem so loud to you—but it might be amplified to the audience. So try not to rattle papers, tap on the 
podium or breathe heavily into the microphone. One other note—understand when the mic is on and when it’s 
turned off. We’ve all seen and heard about offhanded comments that have been made, especially by elected officials, 
when they thought the mic was off and it was n 
 

50. Incorporate mnemonic devices into your key points. 
One way, besides repetition, to have people remember what your key points, is to deliver them in ways that are easy 
to recall. You’ve likely done this when meeting new people—remembering their names by associating them with 



 

 

something that will help you remember. I learned many years ago that the strings on a six-string guitar are, high to 
low, E-B-G-D-A-E. the easy way to remember this is via an acrostic phrase (each first letter stands for something) 
like “Easter Bunnies Get Drunk At Easter.” Other mnemonic devices include slogans, tag lines, and clever word or 
number play. 
 

51. Use proper grammar.  
Think everybody does this? Next time you’re online, Google a search term like “most misused words and phrases” 
and read a few of the pages that comes up. Anything look familiar? 
 
On the other hand, and depending on the audience, idiomatic phrases used here and there can sound quaint and 
charming. But only when they feel and sound natural coming out of your mouth. Context is everything. 
 

52. Remember that it’s about your audience.  
There’s a phrase that’s often used in marketing, advertising and sales: “What’s in it for me?” When speaking to an 
audience, it’s helpful, even crucial, to present material that’s interesting and relevant to them. This will engage 
them and make them want to listen. If your presentation contains points that will make their life better in some 
way, emphasize them relevant to your audience’s needs. Benefits are far more important than facts. 
 
A good speaker will learn as much as he or she can about the people sitting in the seats and present messages and 
ideas in ways that will appeal to them.  I do this when I present speeches and workshops. While I’ll tell my audience 
stories and offer interesting anecdotes, it’s most helpful when I know their challenges and pain points upfront. That 
way, I can hold their interest while directly addressing their specific needs. 
 

53. Summarize. 
At the end of your speech, briefly recap your key points. If you’ve illustrated them effectively during your speech, 
you simply reminding them what you want them to know after you leave the stage. 
 

54. Finish strong.  
End with a comment or direction that’s interesting and memorable. 

 
After your presentation 
 

55. Now, distribute your printed handouts.  
If you have something to give to your audience that’s printed on paper, wait until you’ve completed your speech 



 

 

before you distribute it unless it’s absolutely necessary that you hand copies out upfront. When people get handouts 
from a speaker, the natural inclination is to flip through the pages. At that point, you lose their attention. And, 
because it’s not possible to focus on two things at the same time, anyone who’s reading your printed handout is not 
completely listening to what you’re saying. Better to wait until after your speech to provide the support materials. 
 

56. Plan your Q and A.  
In the public relations industry, a standard item developed for press or media kits is the question and answer 
document. This includes the same content found on websites under the Frequently Asked Questions heading. These 
are simply pre-written answers to anticipated questions based on the message points you want to communicate. 
 
If you’re planning to entertain audience questions after your speech, anticipate before your speech what questions 
are likely to be asked and develop responses upfront. This is especially crucial in situations where the questions 
relate to a dramatic issue. During my years in hospital marketing and public relations, I was often called upon by 
hospital administrators to develop responses to anticipated questions about everything from legal matters to facility 
conversions, mergers, employee layoffs and even criminal activity. When you’re a hospital president speaking to 
members of the media at a news conference—and they’re firing questions at you, one after another—you need to be 
prepared with the right combination of words and communicate them in a confident, comfortable way. For you, as 
a speaker, knowing answers to anticipated questions communicates that you know your subject. 
 

57. Be professional and courteous in responding to questions. 
When audiences questions arise, and they do, answer them in a courteous manner. If the person asking the 
question doesn’t have a microphone or otherwise can’t be heard by others in the audience, repeat the question. 
Also, be prepared to answer questions on difficult or controversial topics. A sales technique often used in these 
types of instances is saying something like, “I’m glad you asked me that” to begin your response. Such a phrase can 
help de-emphasize (while not avoiding) the difficult nature of this type of question while implying that the question 
isn’t a negative but a positive, and that you’re glad to address it. 
 

58. Let your audience know your Q and A session is ending. 
When your allotted speaking/Q and A time is about to end, mention to your audience that you’ll be happy to answer 
one of two more questions. This will let them know that you’re about to finish.  

 
59. Thanks again.  

Thank your audience after your speech. If there’s more information about your topic available in the back of the 



 

 

room; if you have materials for sale; or if you want to encourage them to contact you or your office; this is the time 
to do it. 

 
60.  Have fun with it. 

If you’ve planned, prepared and rehearsed your presentation, you’ll do well when you deliver your next speech. 
When I taught public speaking at a local college in my city, I saw this happen again and again. One of my former 
students even leveraged his speaking skills to run for—and get elected to—political office, and he continues to 
serve. Whether you simply want to become a better communicator or aspire to a much more lofty goal, the lessons 
in this ebook will provide you with the tools and advice you need to make it happen. Enjoy the experience. 
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