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A– Audience
It’s all about them. Find out as much as you can about your audience 
before you speak. Greet your audience with a smile; let them know you 

are pleased to be there. Be seen before the presentation and remain afterwards to 
answer questions. 

B – Breathing
Remember to breathe slowly and deeply. Try the square breathing tech-
nique to help you focus and remain calm. Take full breaths to allow for 

maximum lung expansion and oxygenation. Correct breathing will help you with 
voice modulation and voice projection.

C – Charisma
One of  the ultimate goals in public speaking is to be able to project 
charisma. With practice this can be learned. Stand confidently, engage 

your audience with a smile, stand tall and relaxed, have a clear simple message that 
invokes imagery with a story and avoid unnecessary words and pauses.  

D – Dress to Impress
One of  the best ways to feel confident is to look the part. Wear clothes 
that are appropriate for the occasion and always dress smart and elegant. 

If  you have a humorous or entertaining speech it can be fun to dress in relevant 
clothing or use a piece of  clothing as a prop such as a hat or a jacket. Be creative!
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E – Eye contact
Ensure your eye contact is effective. Avoid the laughing clown syndrome, 
where your head moves constantly from one side to the other. Hold your 

gaze on one person in the audience for about 3-4 seconds or for one thought, 
then shift your gaze to another person. Move your eyes slowly and smoothly from 
one person to another. Your eyes are the windows to your soul and eye contact is 
one of  the best ways to engage the audience.
 

F – Facial Expressions
Your facial expressions must match what you are saying.  When your face 
matches the emotion that you are trying to convey, your message is rein-

forced.  For example, if  you are talking about being surprised, raise your eyebrows 
widen your eyes and look surprised. 
 

G – Gestures
Use natural gestures to introduce main points, avoid pointing at people 
and when you are not gesturing return your hands to a neutral position 

by your sides. Subtle gestures can reinforce your message, bold gestures commu-
nicate confidence. The larger the audience the larger the gestures can be. The trick 
with gestures is to get them looking spontaneous. 
 

H - Humour
Appropriate humour can really spice up your presentation. Avoid cli-
chéd one liners or a series of  random jokes. Instead weave humour into 

your stories. Stick with humour that translates across cultural differences, if  you 
are not sure if  it is appropriate don’t say it! A funny anecdote from your own life 
told early on in your speech helps the audience warm to you. 
 

I – Introduction
What you say at the beginning of  your speech is the most important thing. 
You have only a few crucial seconds to convince the audience that you are 

worth listening to, so make the first few words count. There is no need to state 
your name or what you are going to talk about and there is no need to thank the 
audience or hosts. Get straight into a solid opening to grab the attention of  the 
audience. 
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J – Jokes
Jokes can add value if  they are chosen wisely but be careful not to offend. 
If  you stick to jokes about yourself  you can’t go wrong!  Overall use jokes 

sparingly and only when the occasion is right for them.
 

K – Key message
Your key message is the essential part of  your speech. Articulate your 
key message in a few words, preferably  140 characters or less. Once you 

are clear on your key message your audience will be. A speech with a clear key 
message will have impact, your audience will listen and they will take away your 
message. The rest of  your speech is crafted around the key message so that each 
of  your points reinforces the key. 

L- Language
Correct language and grammar is very important in public speaking.  Use 
descriptive language wherever possible particularly if  you are storytelling. 

With good choice of  word you can pain vivid word pictures that the audience can 
take away. Use similes, metaphors and analogies to help the audience remember 
your speech and make it more dynamic. 
 

M – Movement
Move naturally and deliberately and avoid moving around just for the 
sake of  it. Equally as important to avoid is standing frozen on the 

spot. For example, move to a different position to highlight a particular point or 
move when you are transitioning.  

N – Nervousness
It is normal to experience the feelings associated with nervousness be-
fore a speech. The biological fight or fight response is triggered when 

we are faced with any challenging situation. Even experienced speakers feel this 
way.  Accept and acknowledge the feelings and use the energy to your advantage.
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O – Organisation
There are 5 types of  speech patterns: Topical, Chronological, Spatial, 
Cause-Effect and Problem-Solution. Organise your speech so that it 

is easy to follow and that each point supports your key message. Have a strong 
opening and closing and ensure that there are a maximum of  3 main points in 
the body of  your speech. 

P – Practice, practice, practice
Rehearse your speech often.  Whenever possible practice your speech out 
loud as it’s not the same as going through it in your head. Consider speak-

ing in front of  a mirror or into a recording device  such as your iPhone.  Record 
with audio only and playback and listen for voice modulation. Then  record with 
video as well so you can see if  your spoken message is aligned with your non-ver-
bal communication. If  possible arrive early and practice in the venue. Even if  you 
only have time to do the introduction and the ending it will help you visualise the 
audience and their positive response to your speech. 
 

Q – Quote
Choosing to open your speech with a quote can work well. Pick a quote 
that is well known and by a credible person. Give credit where it is due. 

If  the quote is central to your message then you can refer back to it at the end. 
Collect quotes that you may use in speeches, there are plenty of  quotes for every 
occasion and topic found on the internet.

R - Reframe 
An effective technique for managing the negative feelings associated with 
fear is reframing.  The butterflies in the tummy, fast heart, dry mouth and 

tense muscles are the normal physiological response to any challenging situation. 
They are also the same symptoms that we experience when we are very excited. 
When you have adrenaline coursing through your system you are sharper and 
ready for action.  Reframe your thoughts - use this energy and think of  yourself  
as very excited to be giving your speech, you are not afraid.  
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S – Smile
The simplest thing that you can do to convey confidence and sincerity is to 
smile. Smile often and in the right places. You obviously won’t be smiling if  

you are talking about something sad. Use appropriate facial expressions to match 
the message, but if  your message is neutral just smile. If  you smile, your audience 
will relax and they will see you as calm and confident regardless of  how you are 
feeling on the inside.  
 

X – Xtra
Don’t aim for an ordinary presentation add a bit of  extra something!  
You may consider using a prop to emphasise a point or add a bit of  

drama. Put in a bit of  extra practice so you are at your best. 
 

Y – Yes, you can do this!
We are almost at the end of  the 26 letters of  the alphabet and these top 
tips of  Public Speaking. The most important tip is for you to believe in 

yourself  – yes, you can do this. You have prepared and practiced your speech, you 
have reframed any negative emotions you may have so now you are  excited. If  you 
have taken the time to read through these tips you are willing to put in the effort 
to make your next presentation shine. 
 

Z – Zap
We don’t want bored, sleepy audiences who switch off  after your first few 
sentences. With good preparation and practice you will have a speech that 

is well structured and has a clear key message. Your speech will be delivered with 
energy, excitement and effective body language to emphasise your message. Aim 
to zap your audience with a powerful performance, keep them interested, engaged 
and definitely awake.  



Speaking Savvy © 2015 | www.speakingsavvy.com.au |lisa@speakingsavvy.com.au| 0438 902042

Lisa Evans, MBA
Director Speaking Savvy 
Ph: 0438  902042
lisa@speakingsavvy.com.au
www.speakingsavvy.com.au

1:1 Public Speaking coaching and training. 
Small group workshops and training for small business and corporates.

Let me help you be the speaker you want to be
 




