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#1. know the reason why you are 
speaking

When someone asks you to present a speech, you will often start having thoughts like ‘What will l say?’, ‘Who 
will be there?’ or ‘There is no way I can do this!’. Whilst these are normal thoughts to have, it’s important to gain 
an understanding of WHY you have been asked to present the speech. Once you know why, you can prepare 
a speech that reflects who you are and the knowledge that you have. When you get nervous, you can remind 
yourself that you were selected to give this speech for an important reason.

#2. research your topic 
Whether it’s your first speech or you’re an expert, chances are you will have to conduct some research on your 
topic. The extent to which you research will depend on the type of speech you have been asked to deliver. 
Researching your topic gives you confidence that you are giving correct information in your speech. Even if you 
are giving a short announcement speech, make sure that all the details of your speech are accurate.

#3. have a clear goal
It’s important to set a goal of what you want to communicate to your audience before you start writing your 
speech. This will keep you pointed in one single direction as you construct your speech. As you assemble all 
the information to include in your speech, you can now make sure that every piece will help to achieve the goal 
that you have set.

#4. solve a problem
Think of your speech as an opportunity to solve a problem that the audience members are having. It could be 
that the audience needs more information about an event, or a deeper understanding about an important topic. 
Thinking of your speech in this way will help you to share knowledge that is helpful to your audience, so that 
when your speech is over their problem is solved. 

#5. keep your notes organised
When researching your topic, it’s important to keep your notes organised so that you can include everything 
you need to when you start writing out your speech. Choose a way of organising your notes that works for you. 
Popular strategies include using separate pages, separate headings or coloured highlighters. 
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#6. understand the history of your 
topic

Some people think that the history of a topic is the boring part. Sometimes it might be, but it’s also an impor-
tant part. By looking into history you are gaining as much knowledge as possible about your topic. Even if your 
speech is about something simple happening at your school, it’s helpful for you to know about the history of 
this.  

#7. find the important statistics of 
your topic 
 

Almost every speech topic will have been explored by others before. Find out the statistics that others have 
already gathered and use this to help present this topic well yourself. Statistics help reinforce the things that 
you say in your speech, and help the audience to trust the message of your speech.  

#8. gather expert opinions
There are ‘experts’ on almost everything! Find out who they are and see what they have said and written about 
this topic. You don’t have to copy what they say, but it will build your knowledge of the topic. You might also 
choose to quote some of their words when you write your speech. Including words from experts is another way 
that your audience will trust the knowledge that you share in your speech. 

#9. Consider opposing opinions
It is important to remember that different people have different opinions on different topics. Research widely to 
ensure that you understand the possible opinions that a variety of experts may have. This allows you to share a 
broader knowledge of your topic when you present your speech. Even though this is helpful, it is still important 
to keep your speech in line with the values you hold, as the number of opinions you will find are endless! 
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#10. summarise the key message in 
one sentence

Audiences will only remember small parts of a speech rather than every piece of information. Even if you give 
lots of topic knowledge in your speech, be sure to summarise your key message in one sentence. Use this 
sentence more than once in your speech, so that it’s not lost within all the knowledge you share in your speech. 
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#11. know your audience
Find out as much as you can about your audience before you prepare your speech. Get an understanding 
of what kind of speech they enjoy listening to, and anything that might distract your audience or make them 
uncomfortable.  As you get more information about your audience you will discover things that you have in 
common, which you can refer to in your speech.  

#12. understand audience 
expectations

 
Your audience will have expectations of your speech before you start, but don’t be worried about this. If they 
have an expectation of how long you will speak, make sure you stick to it. If they have an expectation of how 
your speech will help them, then do you best to achieve that and perhaps exceed this expectation even more.  

#13. observe your audience as you 
speak

In the lead up to your speech, you have hopefully formed a picture of how your audience will respond. Whilst 
giving your speech, look for their facial expression and see if matches what you had planned for. On most 
occasions, if you have tried to understand your audience before your speech, then you can stick to your plan. 
Sometimes you might find that that the audience response is different, so you can try and adjust little things 
about the delivery of your speech whilst you are giving it.

#14. your intention is to give not 
receive

For people who love giving speeches, remember that the purpose of your speech is to give something to your 
audience (not just to feel happy with the job that you do). There is no point in impressing your audience with 
your confidence, or planning a funny speech, if you haven’t actually given your audience the knowledge or 
information that will help them most. 
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#15. target your audience
Prepare your information so that it makes sense to your specific audience. Younger audiences might need 
more stories or props. Older audiences might need more statistics and research. Make direct references to 
situations that your audience will understand so that the speech feels personal to them, and use examples that 
your audience can easily relate to. 

#16. aim for your speech to feel like a 
conversation

A conversation usually feels more personal than a speech because people get to know one another. Even if 
your speech is ‘just you speaking’, do your best to make it feel like a conversation. Use the words that you 
would normally use and make sure your normal personality shines through. Even though it is important to plan 
a speech, avoid making it so fancy and formal that your audience doesn’t even feel like it’s you who is speaking 
to them. 

#17. ask yourself what you want the 
audience to ‘know’

You should have a clear answer to explain what you want your audience to ‘know’ by the end of your speech. 
This could be one point or a few points, but should be very clear. Keep this at the front of your mind whilst you 
prepare your speech, remind yourself of this just before you give your speech, and remember this whilst on 
stage. This clear statement will help to stop you from getting distracted whilst preparing and presenting your 
speech.

#18. ask yourself what you want the 
audience to ‘feel’

Emotions are one of the most powerful tools in public speaking. Be clear about how you want your audience 
to be feeling when you finish your speech. This could be as simple as ‘happy’ because it was entertaining or 
‘inspired’ because it was challenging. You can plan your words, and your tone of delivery to help your audience 
feel this emotion. 
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#19. ask yourself what you want your 
audience to ‘do’

When you ask your audience to do something it is usually described as a ‘call-to-action’. This is because 
your speech has caused a person to take an action of some kind. The action could be one-off, like making a 
donation, or the action could be ongoing, like saving electricity. There is a pretty good chance that your speech 
is intended to encourage some kind of action from your audience. The only way your audience will be clear 
about what action to take, is by you being very clear about this yourself.  

#20. be humble
Being ‘humble’ as a speaker means that you have a healthy respect for the audience you are speaking to. You 
can show humility by being careful not to tell the audience off, and not to tell the audience to do things that 
they won’t want to do. You can also be humble by recognising that some people in the audience may already 
know the information that you are communicating in your speech. Humility is important, because if it’s missing 
from a speaker then many people in the audience will ignore or criticise what’s being said. 
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#21. memorise
Decide how much of your speech you would like to memorise. Sometimes it’s suitable to memorise the whole 
speech, and other times it’s fine to read directly from your notes. Even if you plan to use your notes, it is helpful 
for you to memorise your first few sentences and your last few sentences. To help you memorise, work on 
practising one sentence at a time without reading directly from your notes. As you repeat this process, you will 
memorise more and more of your speech. 

#22. practise in front of people
Practise in front of friends and family to give you an idea of what it will feel like to give your speech to an audi-
ence. It will give you a sense of how nervous you might be and how you interact with an audience. It also gives 
you a chance to get feedback afterwards. It might feel a little strange, but it will make a big difference when it’s 
time for your actual speech. 

#23. practise in front of a mirror
Practise in front of a mirror so that you can be aware of your facial expressions and your body language. Also 
keep an eye out for any unusual habits you have. You might notice for the first time that you constantly touch 
your hair, or play with your notes page. You might feel silly in front of the mirror, but nobody else will notice! 

#24. record yourself
Record a video giving your speech and watch it back afterwards. As you watch it back, pretend that you are an 
actual audience member. Notice whether you are looking up towards the camera enough or perhaps your eyes 
are too focused on reading the notes. See if there are times when it feels your speech becomes boring to listen 
to. Because it’s not the real audience, you have time to make changes and practise some more.

#25. know the location where you are 
speaking

Practise your speech to suit the location where it will be taking place. If it’s outdoors, then practise outdoors 
to get a feel for distractions like the wind or background noise. If it’s a stage with a microphone, then try and 
practise with a microphone. It will also give you an idea of how loud you will need to project your voice so that 
you can practise this as well.  
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#26. Practise in the exact location
Practising your speech in the exact location will take away any surprises. You will be able see where you can 
place your notes, and you can sit in the audience seats and view your speaking spot from their perspective. 
Practise the little things like walking up stairs onto the stage and listening to what your voice sounds like over 
the microphone.  

#27. learn from pros but be yourself
Learning from people who are great at public speaking is an excellent thing to do, but make sure that you are 
not copying everything that one speaker does. You should still be yourself. When you see a public speaker that 
impresses you, take note of one or two things that you can learn from them, and use this to help you continually 
improve. 

#28. be willing to accept feedback
When practising in front of people, ask them for their feedback. Listen closely to both their positive and 
negative feedback. Don’t reject their feedback, even if you disagree with it. The feedback you get from one 
or two people will likely be what lots of people in the audience will be thinking. Practise your speech again, 
making the changes that their feedback suggested. Chances are you will notice an improvement.

#29. practise, practise, practise
Some people read their notes once or twice to practise and assume that there’s not much more you can do. 
The best public speakers have practised for thousands of hours. Practise in front of different people, practise 
at different times of the day, practise with your notes and practise without your notes. Each time you practise 
try and focus on one thing to improve from the last time your practised. Lots of practise not only helps your 
upcoming speech, it helps you become a better public speaker forever.

#30. don’t over practise on the day
This tip might sound strange because the tip above says to practise, practise, practise. The main thing with this 
tip is to do as much practise as you can before the actual day, and don’t leave it to the day itself. By practising 
with lots of time you can change things, try different things and approach your practise in a relaxed way. If you 
leave all of your practise to the same day as the speech, it might accidentally stress you more!
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#31. move around when practising
This is one part to practising a speech that most people forget about. When practising your speech, pretend 
that people are WATCHING you, not just LISTENING to you. If you are practising whilst sitting on a chair in your 
bedroom you won’t be practising the hand gestures and movements that will be happening when you stand 
in front of an audience. 

#32. practise with equipment
If your speech is going to have a slideshow, photos or other things to see, then you need to practise with these 
too. It would be a shame for you to practise giving your speech smoothly to have this affected on the day if you 
haven’t practised with your equipment. Practise that they work. Practise that they are clear. Practice that you 
can control them or that somebody else has practised controlling them. It’s also a good idea to practise giving 
your speech with these things not working, just in case this happens in front of an audience. 

#33. use a coach
Getting a coach for your public speaking is an excellent way to get effective feedback and to improve at a 
pace that is right for you. A coach allows you to have one person that can be trusted in giving effective and 
thoughtful feedback. A coach doesn’t have to be someone who has been public speaking their entire life, it 
can simply be someone who you know is a great speaker themselves and who wants you to be the best you 
can be. 

#34. know what is happening before 
your speech

During your preparation, ask questions to find out what is going to be happening just before your speech 
starts. Will there be another speech beforehand? Will somebody introduce you? Will your audience have been 
sitting still for a little while already? Knowing this information means that you can plan a suitable way to start 
your speech, without being surprised by the situation when it arrives.
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#35. knowing what is happening after 
your speech

This tip is the reverse of the tip above. At the end of your speech you will probably need to hand over to 
somebody else to speak after you. It will be helpful for you to find out where that person will be standing or 
sitting, and to describe to them a cue for when your speech will be finishing. Many people put all their time into 
the main part of their speech and they forget to plan how it should finish, so they accidentally look confused 
or disorganised. Planning for this beforehand will ensure that you don’t have to think about this whilst you are 
in the middle of your speech. 

#36. don’t rush
It’s common advice to ‘not rush’ when giving a speech, but this is true for the preparation of your speech as 
well. After writing your speech, leave it a day or two before focusing some time on practising the speech. A few 
days later continue practising your speech some more. By spacing out your practise you won’t be as tempted 
to cut corners with your preparation.

#37. warm up your voice
Just before giving your speech it will be helpful to warm your voice up. Your main objective is to get your mouth 
moving and your vocal chords working. You don’t have to sing a lullaby to warm up your voice, it could be as 
simple as practising your first few sentences of your speech loud and clear beforehand. 

#38.  hydrate and eat well
Drink plenty of water and eat healthy food before giving a speech. This will help you to think clearly and to have 
good energy levels when you are speaking. It’s probably also good to plan it so that you’re not ‘too full’ when 
giving your speech. Carry around a water bottle in the lead-up to your speech, which will be extra helpful if you 
get a dry throat whilst speaking. 
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#39. create a routine in the lead-up to a 
speech

Use your practise time to create a routine before you speak. Your routine is something that you can control. 
A simple example of a routine would be simply taking deep breaths before you go onto stage and reminding 
yourself of the first thing you are going to say when you begin. When you walk up to speak you may face 
something you didn’t expect, such as lights in your eyes or a distraction in the room. By relying on your routine 
to get you started, you can feel more comfortable as you begin. 

#40. smooth out potential obstacles
As you practise, you may come across words or sentences that keep causing you to stumble. Your practise 
time is when you can get rid of these. The same thing applies to physical things like your clothing or the way 
you hold your notes. If these things are a problem whilst you practise they will also be a problem during your 
actual speech, they won’t fix themselves. Make the changes that you need to make so that you can forget 
about them altogether. 



presentation techniques
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#41. vary your pitch and tone
Have you ever heard a boring speech? There is strong chance that the information in the speech was fine, but 
that the pitch and tone barely changed and made the speech hard to listen to. A lower pitch and calm tone 
will help to emphasise serious parts of your speech. A higher pitch and a louder tone will help to emphasise 
exciting moments of your speech. An effective speech will use both techniques continually, which will lead to 
greater audience engagement.

#42. make eye contact
Eye contact is extremely important because it creates a connection between you and your audience. If you 
don’t have eye contact with your audience it will create a barrier between you and your audience. Having eye 
contact with your audience shows you are confident in what you are speaking about, which of course means 
that you need to be well prepared so that you feel comfortable to take your eyes off your notes. 

#43. tell a story
Telling a story is a great way to grab the attention of your audience. If your story has a beginning, a middle, and 
an end then your audience will engage for a longer time. Select a story that clearly links to the information you 
want to communicate in your speech. Not only do audience members enjoy listening to a story, it helps them 
create a visual image to better understand a larger point. Your story telling may allow you to use a change of 
voice, posture or expression, in order to match the section of the story.  

#44. be aware of your posture
When delivering a speech your posture is a key signal to how nervous or confident you will appear in front of 
your audience. For example, if you are slouched and fiddling with your clothes your audience will view you as 
nervous and may also assume that you are unprepared. However, if you are standing up straight and using 
appropriate hand gestures the audience will see that you are comfortable and confident in what you are saying 
and doing. 

#45. be aware of your speaking pace
The pace in which you speak determines how much an audience can process what you are saying. It is 
extremely important you don’t speak too fast, otherwise they won’t be able to follow along. It is also important 
that you don’t talk too slow because an audience will lose focus on what you are saying. When rehearsing 
your speech practise giving your speech at the correct pace. Once you have control over your pace, you can 
experiment with making some small sections faster or slower in order to create an engaging dynamic for those 
parts. 
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#46. the power of silence
If you add a few seconds of silence to a section of your speech it can have a powerful effect. Silence can help 
an audience to personally reflect and to anticipate what you are about to say next. If you add it to the wrong 
part of your speech it will be a disaster, and make you look unprepared. It could also confuse your audience if 
your section of silence doesn’t seem to have a purpose.  

#47. importance of projection
Projecting your voice means to speak at a volume in which you can be heard, and in which you seem confident. 
When public speaking you will usually need to project your voice louder than when you are having a normal 
conversation with one person. Even if you are using a microphone you should project your voice in this way. 
This is also something that you should practise beforehand. Part of projecting your voice is looking towards 
your audience whilst you are speaking to them, so you will need to know your speech well enough so that your 
face doesn’t need to be facing the ground the whole time. 

#48. use props
Props are physical items that you show your audience to help explain something you are talking about in your 
speech. It could be a piece of clothing, a photo, a memorable item, anything! A prop is only helpful if it is large 
enough to be seen by your audience, and if it relates to your speech. A good prop will often be remembered by 
your audience more than the other information you include in your speech. It’s also important to practise your 
speech using your props. This way you can practise where you will place it, how you will hold it and how you 
will put it away once you have finished with it. 

#49. be careful with rhetorical 
questions

A rhetorical question is when you ask a question and you don’t actually want your audience to respond out 
loud with an answer. For example you might ask “what’s the point of bullying?” or “what’s the next step?”. Be 
aware that somebody in your audience might innocently call out an answer in a loud voice, which would be 
distracting to your speech and embarrassing to that person. If you plan them carefully and clearly you can use 
these questions to help your audience reflect, but be aware that it can easily go wrong!  
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#50. be aware of your facial 
expressions

Your facial expression tells everybody else how you are feeling. In addition, the facial expression of a public 
speaker soon influences how everybody else in the audience is feeling. An important starting point is to smile. 
After you have got the smiling part right, you can practise changing your expression to change the feeling of 
your speech. If you are nervous and trying not to look scared, be careful that trying to have a ‘plain’ face may 
lead to a ‘plain’ or boring feeling in your speech. It’s always better to replace a nervous face with a smiling face.

#51. use visial slides
Visual slides refer to a screen with words and images to assist your speech. One of the common programs for 
planning this is ‘PowerPoint’ but there are lots of others too. The longer your speech is, the more you should 
incorporate visual slides. You can use the screen to display key words and phrases for your audience as well 
as images and videos. It is important not to read your speech off the screen, because it will take your focus 
off connecting with your audience. Only put the most important things on the screen, or it could become a 
distraction to your audience if they are bombarded with too much to focus on. 

#52. find the right balance of humour
Everybody likes the idea of a speech that has humour. Be careful not to make this your main goal. If you have 
too much humour your audience will be distracted. If you attempt humour and the audience doesn’t laugh it’s 
even worse. Occasionally something that is intended to be funny can even offend people in your audience. If 
you are a naturally humorous person then it makes sense to have something humorous in your speech. For 
most people, it’s normally safest to plan on writing a speech that is interesting and enjoyable, rather than funny.

#53. be aware of habit words
The most common ‘habit word’ that gets used is “umm”. Many people have the habit of saying this regularly 
when giving a speech and they don’t even realise it. When the word is said frequently, it will be distracting to 
audience members who notice it. Other speakers might have a bad habit of saying “ok” or “so” or “you know” 
over and over again. It’s almost impossible to get rid of habit words unless you practise and focus on it. Get 
somebody you know to listen to you practise and keep an ear out for any habit words that you might be saying. 
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#54. use hand gestures
Simple hand movements help you appear more natural while you are giving your speech. If you stand straight 
and tall with your arms by your side then you will appear more like a military officer giving instructions. If you 
wave your hands around too wildly then you will appear more like an angry parent. If you have your hands in 
your pockets you might appear like you are disinterested. Plan to use the same kind of movements that you 
would normally use during a conversation. 

#55. have a plan for ‘walking around’ 
whilst presenting

If you like the idea of appearing natural and walking slowly around the stage while you are speaking, you need 
to plan for this beforehand. Some speeches aren’t suited for this at all, so don’t feel that it’s essential to walk 
around. Make sure that you don’t pace back and forth without a purpose. Also make sure you don’t drift away 
from your notes at a time when you need to refer to them. It can help to walk slowly toward the audience during 
moments that you want to capture their attention, but if you are walking continuously, it won’t have any effect 
at all.  

#56. don’t keep apologising
If you make a mistake during your speech there is a good chance that nobody will notice it. If you apologise 
then the mistake becomes obvious, so don’t feel that you need to apologise for a speaking mistake that isn’t 
important. If your mistake is already obvious, then it’s appropriate to give a simple apology, but then move 
on. Don’t let the mistake consume you. Some speakers get so frazzled by a little mistake that they keep 
apologising over and over again. Doing this takes away your authority as a capable speaker, and takes the 
focus away from the rest of the important information in your speech. 

#57. come across as approachable to 
your audience

A great communicator is someone who an audience feels they would want to spend time with personally. 
To come across as approachable, be relatable in the things you say, and use words that would be part of a 
normal conversation. Your eye contact and body language are other big factors that help you to come across 
as approachable. Resist the urge to try and give a speech where you come across like you are the president of 
a country or the ruler of a kingdom.  
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#58. get to know some audience 
members before your speech

If you don’t know the people in your audience personally, try and find an opportunity to say hello to a few of 
them beforehand. When you get up to give your speech you will naturally feel more comfortable if you’ve had 
a personal interaction already. The people you spoke with from the audience will also be more attentive to your 
speech as well. If you are feeling brave, you can use their specific names during parts of your talk that you have 
planned, which will create an even stronger connection between you and your whole audience. 

#59. volume is critical
Volume is more than just ‘being heard’. It’s critical to be loud enough that your voice dominates over background 
noise, and that your voice dominates over laughter and distraction. If you have the opportunity to use a 
microphone then embrace it. Don’t be afraid of a microphone, it can make the difference to your speech being 
effective or not. Be careful not to whisper and be careful not to yell, somewhere in the middle is best. If in 
doubt, speak louder. 

#60. ensure you come across as 
truthful

You want your audience to believe in what you are saying. To do this, try your best to be ‘real’. Don’t make 
up things to make your speech sound better. Don’t say things that you don’t actually believe yourself. If your 
audience gets a sense that you are making some things up, then they might not take anything that you say 
seriously. If it’s suitable, you can be honest about your own weaknesses and failings in your speech, which will 
likely establish an even stronger connection between you and your audience.     

#61. put on the performers mask
This tip isn’t asking you to do the opposite of the tip above. You should never perform as if you are somebody 
else. But, if you are nervous or feeling flat, you might need to perform as if you are the best ever version of 
yourself. You might have no energy, but you can put on a pretend mask and give a speech with energy. You 
might be feeling angry, but you can put on a pretend mask and give a speech as if you are happy. 
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#62. never ramble
‘Rambling’ is when somebody speaks without really communicating much at all. Sometimes a speaker will go 
on a tangent and talk about something that they hadn’t planned to. Sometimes a speaker will feel that they 
should be talking for longer so will make up a few more things to say on the spot. These examples of rambling 
will usually detract from your speech rather than improving it. By having structured notes that you stick to, you 
can avoid accidentally rambling. 

#63. careful not to repeat yourself
Sometime a speaker will feel like they haven’t communicated something well enough so they will repeat it to 
try harder. Usually it’s best to just move on. A signal that you are doing this accidentally is if you say “like I said 
before…” or a similar phrase. There are some occasions when you can repeat yourself to really emphasise an 
important point, but this should be something you plan for in your preparation and your practise.   

#64. avoid body twitches
If you are outside of your comfort zone, your body might react by creating a movement that you don’t even 
realise. Common examples are swaying back and forth, tapping your hand, pivoting or tapping your foot. 
Unfortunately, these things can be distracting to your audience, and send the signal that you are nervous. 
When you practise your speech, get somebody that you know to observe you closely and see if you are doing 
anything distracting with your body. 

#65. find a spot and own it
If you are comfortable standing behind a lectern then that’s the right spot for you. Stay in that spot and give a 
confident and engaging speech from there. If you are more confident elsewhere on stage then that’s fine too. 
Ultimately you need to stand where you are most comfortable, and use that sense of comfort to speak with 
confidence. Sometimes a person giving a speech will slowly move further and further away from the audience, 
showing that they are not really comfortable in the place that they were standing. This is what you want to 
avoid. 

#66. breathe
It sounds silly, but many people forget to breathe normally when they are public speaking. Suddenly they run out 
of breath, go red in the face and the final words of their sentences begin to fade. Breathing happens normally 
when you are resting comfortably. But when you are outside of your comfort zone (like public speaking) you 
may need to deliberately focus on it. If you are short of breath, it’s likely that you are talking too fast. So, taking 
a deep breath at the end of each sentence will slow you down to a more normal pace and you will naturally 
begin to feel more comfortable. 
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#67. look towards the people sitting up 
the back

 

A common public speaking tip is to have eye contact with your audience, but there is an extra part to doing 
this. Don’t forget to look toward the people at the back! If you focus too much on getting eye contact you might 
naturally end up connecting only with the people sitting in the front whose eyes you can actually see. Look 
directly at the faces of the people in the back row often, even if you can’t actually see their eyes. The people at 
the front are already likely to engage with you more as you speak, so direct your attention and effort towards 
those at the back. 

#68. colour code your notes
If you are using notes, it is important to be able to find the right information at the right time. Colour coding 
different points, or types of information, can be a great way to ensure your notes will help you and not confuse 
you. For example, use blue text for the stories you will tell and use red text for the important information that 
you need to communicate with exact detail. This small change will be most helpful if you are working on 
spending more time having eye contact with your audience and less time reading your speech word for word. 

#69. palm cards
Having your notes printed on an A4 page can reduce your ability to move away from the lectern or desk that 
they are placed on. Instead, consider cutting them into small hand-sized cards that you can hold while moving 
around without it being a visual distraction. Make sure to number them so they do not get out of order. Don’t 
assume that palm cards are the secret to looking natural while you give your speech. Practise with your palm 
cards so that you can get used to them, otherwise you will be just as restricted as if you had normal pages of 
notes. 

#70. give your speech from a summary 
page

Printing your entire speech will usually lead to you reading it word-for-word and giving your audience little 
eye-contact. In some cases, this is fine. But go the extra step and work to become comfortable enough that a 
one-point sentence can prompt you to remember all the information that you want to say in the next section. 
Once you have settled on the short prompts you want to use in your speech ensure you practise with this 
summary page. You do not want to be caught off guard by forgetting what the summary words in your notes 
actually mean.
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#71. things that work for others 
might not work for you

There are lots of things about somebody else’s speech that might have impressed you. A joke they told, an 
activity they did, a voice they used or something silly that got people laughing. It’s good to learn from others, 
but never assume that the thing that impressed you will be successful every time. As you get more experience 
as a public speaker you will begin to discover the things in your own speeches that you seem to do well most 
times, focus on these things.
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#72. structure your content to flow 
well

A common mistake is to write a list of everything that you want to say, and then to give your speech in the exact 
same order of your list. A good speaker will put their information in an order that makes the most sense for the 
audience to listen to. Each part of the speech should connect smoothly to the part before and after. If you have 
parts of your speech that are designed to engage the audience in a deliberate way, consider separating them 
to different parts of your speech. By the time your speech has finished, the audience should feel that you have 
taken them on a journey to a final destination. 

#73. make sure your introduction 
grabs attention

Your introduction sets the tone for your entire presentation. It needs to be clear and strong so that it can grab 
the attention of your audience. An ideal introduction will clearly state who you are and what you are going to 
talk about. If you can add something interesting or unexpected, you will get even more attention from your 
audience. The goal of your introduction is for your audience to feel drawn towards listening closely to the rest 
of your speech.

#74. use facts effectively
Using a ‘fact’ in your speech is an ideal way to back up what you are talking about. To effectively use a fact it 
needs to almost be unbelievable. For example, it doesn’t add much strength to your speech to say “the sun 
can cause sunburn” because most people will already know that. Instead, a fact that may shock your audience 
is “at least 2 in 3 people in this room will be diagnosed with some form of skin cancer”. Once you have used 
a fact you then need to tie it into your speech effectively, explaining why it is important and why you have 
included it. Your fact may even end up being the most memorable part of your speech. 

#75. use statistics effectively
Statistics are the ‘numbers’ that research has discovered, to match the topic of your speech. Numbers can be 
harder for your audience to process straight away, so an ideal way to display them is in a chart or diagram.  To 
effectively use statistics you should highlight a pattern to your audience to demonstrate your point. Be careful 
not to include too many numbers and too many statistics. The part that your audience is most likely to remem-
ber is the picture in their mind, not the numbers that you have listed. 
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#76. use quotes effectively
A ‘quote’ is a phrase or sentence said by somebody else. In a speech, the use of quotes from recognised 
people can help to make your speech more credible. For this reason, it’s normal to tell your audience the name 
of the person who said the quote originally. To make your quote as effective as possible, choose a quote from 
a person whom your audience will recognise and respect. It’s also best to use a quote that sounds special in 
some way. It could be inspirational, powerful, or memorable. There isn’t much point in choosing a quote that 
just sounds like every other sentence in your speech which you have written yourself. 

#77. use activities effectively
Short activities are a great way to add dynamic and to maximise the attention of an audience. Make sure that 
your activity is simple enough that it will go to plan. Make sure that your activity is enjoyable or interesting. 
Make sure that your activity helps you demonstrate a point that you are making in your speech. If you spend 
too much time on an activity and it doesn’t seem to relate to your speech, your audience will feel like it was a 
bit strange. Incorporating activities is always harder that you expect it will be, so make sure that you practise 
it lots beforehand.

#78. Share your own story
No matter what topic you are speaking about, think of a story from your own life that you can include. By 
sharing your own story in your speech, you can’t be wrong, because you are the expert of your own life. When 
you tell a story it will also build a relationship between you and your audience, because they are finding out 
more about you as you tell your story. Make sure the story you tell relates to your topic, and use your story to 
talk about the emotions that relate to situation. You can’t really talk about the emotions of a story you found in 
a book, but you can for something that you experienced yourself!

#79. finish strong
 

When concluding a speech, ensure the audience is reminded of the main point you have communicated. You 
might choose to say this in a creative or memorable way, but make sure that it’s still very clear and concise. 
The last thing that your audience hears in your speech is the part that many of them will remember the most. 
It’s a good idea to know exactly what your last sentence will be, and to practise it in front of some people to 
check that it ‘sounds’ like a typical last sentence. If you say a last sentence that sounds as if it’s not the end, 
your audience will feel a bit unsure of whether your speech has ended the way you hoped that it would.  
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#80. stick to your time limit
Firstly, you need to make sure that you know how much time you are expected to speak. Once you are clear 
of the time, plan and practise your speech so that it matches that time. If you need to adjust the speech you 
have written, do it beforehand, not whilst you are speaking. If you speak too long, you may get cut-off before 
you have communicated important things that you had planned to say at the end. It’s also important to avoid 
rushing towards the end and getting side-tracked from following your plan. Sticking to time is also a sign of 
respect to your audience and to the person who has asked you to speak.  

#81. use wording that is easy to 
understand

The words you use need to be easy to understand so that your whole message can be easily understood. If 
you use a word that your audience finds confusing, they will often miss the things that you say next whilst they 
are trying to understand what was just said prior. It can be tempting to use fancy words that match the topic 
you are speaking about, but it won’t be much help to your audience. 

#82. don’t use too much MEDIA 
content

If you’ve been asked to give a speech, it’s because your audience can learn from listening to you personally. If 
you decide it would be good to show a clip on the screen, keep the clip nice and short. Sometimes speakers 
who are nervous plan to use large slabs of media content in their speech so that they don’t actually have to 
say much. A better option is to have confidence in yourself, and do a bit more practise so that you are more 
comfortable to speak for the time frame that you are asked to. 

#83. have key points
If your speech is expected to be a long one, it’s essentially to break it up into clear and separated points. 
You should consider doing this for a short speech too. Key points help your audience to absorb what you are 
saying and to remember it afterwards. As you move from point to point in your speech it also makes it clear to 
your audience that your speech is moving forward, and that you aren’t just talking about whatever is coming 
to mind. 
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#84. refer to current topics
Find out about the current events and topics are relevant to your audience. When you refer to these things it 
gains their interest. Secondly, it helps them to relate to other things that you will explain in your speech. Thirdly, 
your audience will appreciate the effort that you have taken to make your speech topical to them. Whilst you 
are preparing to include these things in your speech do some research to see if there are things that would NOT 
be suitable for you to talk about with your specific audience. 

#85. don’t forget important details
The purpose of many speeches is to communicate important details that you want your audience to know. 
If you try and make your speech too entertaining, then then you might forget to properly communicate the 
important details. If you try and make your speech extra inspiring or meaningful then your audience might also 
miss the important details. Hopefully you can achieve many of these things at the same time, but make sure 
you don’t forget to make the important details nice and clear. 

#86. use credible sources
When writing a speech you might include facts, stories and videos, however these are only effective if they are 
true and credible. It’s best to steer clear of using information if the only place you found it was Wikipedia. In 
the same way, it’s best not to repeat a fact that you heard if it’s not something that you read in a reliable place 
yourself. It’s important that you are committed to true information yourself, but it also becomes awkward when 
somebody from your audience tells you that something you said in your speech doesn’t sound true.  

#87. include different perspectives
When you are giving a point of view in your speech, there will almost certainly be people in the audience that 
have a different perspective. For example, you might be introducing an idea in your speech and some people 
in the audience are thinking “this won’t work”. It can be helpful for you to talk about a different perspective in 
your speech, to show that you are aware of the different perspectives and have thought about these already. 
There is no need to spend your whole speech making arguments against other opinions but referring to these 
is a polite way of respecting your audience. 

#88. test your content
‘Testing’ your content is different to ‘practising’ your content. Testing is done by getting people to pretend 
that they are in your audience, so that you can test whether the things you are planning for your speech will 
work the way you want them to. Test to see if your audience learns from your stories. Test to see whether your 
activities make sense. Test to see that the main points are understood. Test to see whether essential details are 
remembered afterwards. Test everything!
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#89. take every opportunity
If you are often shy or nervous, then it’s a big jump to see yourself as a public speaker. You can work your way 
up to it. If you are nervous to make a phone call and prefer to send a message, then challenge yourself to make 
the phone call instead. If you are nervous to ask questions to shop attendants, then work up the courage to 
ask them. If you shy away from giving thank you speeches at your birthday parties, then make the decision 
to give a short speech from now on. These little changes will help you build confidence for the times that you 
give a longer speech on a stage.  

#90. don’t be bothered by mistakes
Making mistakes is normal. Everybody who drives a car made mistakes when they were learning. Every 
professional sports person made lots of mistakes when they were first learning their sport. If you make mistakes 
while practising, then be pleased that it was only a practise. If you make a mistake during your actual speech, 
then be pleased that you’ve got the rest of your speech to get things right. If you don’t look bothered by your 
mistakes, then your audience won’t be bothered by them either.    

#91. TALK positively before speaking
 
 
As you walk on to stage you should be in a positive mindset so that this positivity flows into your speech. 
Before walking on to stage speak positively to yourself. Speak about how good you will do, and how much you 
will help your audience. Speak about the success of your preparation and how far you have come. It can also 
be helpful for you to get some trusted friends to say these same positive things to you as well.

#92. have a strong first section
Many people find that they are more confident once their speech is under way. This means that you may only 
need to push yourself through the first section, until you naturally feel more comfortable. Plan to start your 
speech in a way that you know you can deliver well. Memorise your first part so that you don’t have to worry 
about unexpected things like having difficulty in reading your notes. Once you succeed in your first section, 
smile and congratulate yourself on the inside. It gets easier from there. 

#93. visual your success
Visualising your own success is a key to succeeding in many different things. Picture what it will be like to see 
your audience enjoying your speech. Picture what it will be like when the people in the audience respond to 
what you have said and take action in some way. Picture how good you will feel once your speech is finished. 
Visualise all of these things in your own mind. Visualising something doesn’t always make it happen in the way 
you hoped, but it can give you confidence to keep persisting with the effort that you are putting in.  
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#94. use your nerves as positive tool
Nerves are a normal way of your body responding to important situations. If you feel nervous it’s usually 
because you care about doing a good job, and that’s fantastic. Don’t see it as a bad thing to feel nervous. 
Nerves will keep you focused on doing a good job, and nerves will keep you upbeat.  
 

#95. look fresh
How you look is unlikely to make you speak better, but it may help you to feel more confident. Looking clean 
and tidy means that your appearance won’t distract your audience. Putting effort into your appearance also 
shows that you are taking your public speaking opportunity seriously. It’s also a good idea to check beforehand 
whether there are any expectations for the clothing that you should be expected to wear.  

#96. it’s ok to fail
An earlier tip confirmed that it’s ok to make mistakes. It’s also ok to fail. If your speech totally flops, it’s not the 
end of the world. You can choose to laugh it off. You can choose to apologise. There are things you can do so 
that you don’t need to go and hide in a cupboard afterwards. As long as you learn something from your bad 
experience, then you haven’t actually failed. Remind yourself of this before you give your speech to draw some 
extra confidence. 

#97. remind yourself of the reasons 
you are presenting

Just before going on stage, many speakers often remind themselves of why they are presenting. There will 
actually be many reasons why. You have been asked because somebody thinks you will do a good job. You 
also have the chance to help your audience. You are giving a speech because you are a person who says yes 
to opportunities. As you remind yourself of these reasons you can focus less on being nervous and focus more 
on the positive things that you are about to do. 
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#98. don’t try to be the world’s best 
public speaker

Try to be the best version of yourself, but don’t put pressure on yourself to be the best public speaker that your 
audience has ever heard. Your audience will certainly have heard other speakers who are more experienced, 
funnier, and more confident. You will never compete with that, so don’t feel that you have to. 

#99. stick to your plan
When you are an experienced public speaker, you will discover that it’s possible to trust your instincts and 
change things about your speech whilst you are on stage. When you are still learning and growing in confidence, 
it’s a much better idea to stick to your plan and your notes. If your speech isn’t going as well as you hoped, 
your plan will still keep your speech moving forward. If your speech is going great, there is no reason to move 
away from your plan. 

#100. remember that the audience wants 
you to succeed

The audience always, always, always wants a speech to be engaging. This means that any audience you speak 
in front of wants you to succeed. Nobody wants you to fail. If some people in your audience get distracted or 
disruptive then it can be frustrating, but don’t take it personally. It probably means that they are feeling very 
comfortable, which is still better than them falling asleep!  

#101. speak with authority
Speaking with authority means being firm and believing in the power of what you are saying. Don’t worry about 
your age or experience. Maybe you have a few doubts that are making you nervous, but your audience doesn’t 
need to know that! You don’t have to yell orders like an Army General, but nor do you need to be hesitant about 
your speech at any stage. Your audience will absorb more of what you are saying if you communicate with 
authority. You will also discover that as you speak with authority, you will draw a sense of confidence from the 
way that your audience responds.  


