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Effective public speaking is an important skill for all managers and super-

visors to develop. Leaders with strong communication skills are better 

prepared for giving presentations, running department meetings, and pre-

senting their ideas at administrative meetings. Read this issue of Strictly 

Classified for tips on how to improve your own public speaking abilities. 

 

WRITE OUT WHAT YOU WILL SAY 

When preparing for a presentation, write your speech so that it sounds natural when spoken aloud. Formal 

writing with complex sentences can sound stilted and will be hard for the audience to follow. Give the audi-

ence an overview of what your speech will cover so they know what to expect and can more easily follow 

along. Be consistent with your terminology; you will lose the audience quickly if you refer to concepts, peo-

ple, or organizations differently throughout your speech. Organize your speech logically, making sure that 

you present the necessary evidence before drawing any conclusions. Repeat important points in your speech 

to make sure they stick in the audience members’ minds. 

USE EFFECTIVE BODY LANGUAGE 

Having good posture and maintaining eye contact communicates confidence and trustworthiness to others. 

Standing in a comfortable position will help you breathe and speak more naturally, making it easier to sup-

port and project your voice. Be careful not to lock your knees or stand too rigidly. The physical tension in 

your body will come across to your audience and may make you overly nervous when speaking publicly. Re-

member to practice your stance when you rehearse your presentation. If you’ll be standing during a speech, 

then make sure to stand during practice. 

HONE YOUR SPEAKING VOICE AND PACE 

Practice pronouncing your words clearly, paying careful attention to hitting your consonants at the beginning 

and end of words. The pace you use should be slower and more deliberate than when speaking in a normal 

conversation. Pause between ideas and avoid the urge to fill in every silence with words (e.g., “like”) or 

noises (e.g., “um” or “ah”).  
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Public Speaking Tips 



MAKE YOUR SPEECH COME TO LIFE 

Give examples, tell stories, and use gestures to make your speech more accessible and entertaining. Metaphors 

can be powerful, but don’t abuse them. For example, don’t center your whole speech around the idea that the 

process you are describing is like cooking a recipe. 

DECIDE ON WHAT NOTES YOU WILL USE FOR THE PRESENTATION 

Some speakers choose to have their entire speech written out while others find it easier to refer to note cards 

that include the main points, lead-in phrases, and statistics or figures. Either method can be effective with prac-

tice. Whichever technique you decide on, use a large font on only one side so you can easily refer to your 

notes. Be sure to number every page or card in case they get out of order and include helpful directions to 

yourself, such as “Pause here.” Practice using the exact speech or notes you will have with you on the day. For 

the best practice, try recording yourself so you can listen to your speech and make adjustments. 

On the day of your presentation, make sure you are well rested. Avoid eating a large meal right beforehand or 

consuming anything that may negatively affect your throat, like dairy products or soda. Try to relax and trust 

in the preparation you’ve done. Remember to stay flexible and adapt to the situation rather than going into 

autopilot mode when you’re speaking. Be prepared to handle technical difficulties and other last minute mis-

haps. You’ll gain a great deal of audience support if you’re able to deal with unforeseen setbacks using a level 

head. 

 

 

We’d like to hear from you! Please visit the following survey link to provide us with valuable feedback on our 

bulletins: https://www.surveymonkey.com/s/6V5SWP7. 

https://www.surveymonkey.com/s/6V5SWP7

