“Tips & tricks” for formal/prepared speeches:

1) CONTENT is EVERYTHING.

-Good form, style, or technique will not compensate for weak content; conversely, weak technical
aspects will almost always be overlooked when the content is strong.

-How to improve content: Engage in critical thinking/reflection, do your research, read challenging
material, bat ideas around with others, invite honest critique, and tightly edit your piece.

2) PRACTICE as much as possible—seek out public speaking opportunities and talk to family, friends, and
co-workers as much as possible.

3) LISTEN to other speeches/presentations. Evaluate these speeches and make mental notes.
4) If it is an issue, attend to your NERVES. Some ideas that may help:

e distract yourself (can use humour, imagine peaceful settings, meditate, etc.);

e mentally train to a higher level (e.g., imagine yourself speaking to an even more intimidating
audience);

e re-direct your focus to the message, rather than the presenter (focus on the importance of the
message);

e be gentle with yourself, engage in positive self-talk;

e Dbe a little selfish—use the public speaking occasion to get something for you (e.g., use it as a
learning or networking opportunity);

e put areasonable amount of effort into your preparations.

5) Do not worry overly much about the ‘externals’ (e.g., your mannerisms, your non-verbal language,
your attire, hair, etc.). Do what is authentic to you.

6) Visual aids should enhance your presentation and not be used as a replacement for speaking.
7) Manage disruptions. Can ask people to save their questions until the end of the speech.

Tips for formal speeches and other occasions when you are invited to speak in a group:

8) Believe in what you are talking about—if you are not convinced by what you are saying, why would
anyone else be?

9) KNOW your AUDIENCE. Be aware of what is likely to work and what is less likely to work.

10) MANAGE your TIME. Respect the audience’s time (and yours). Aim for a clear, concise, complete
presentation/interaction.

11) Foreign or other accents are usually not a problem. Don’t sweat the pronunciation.

12) If you are called upon to speak but are not ready, consider asking for some time to reflect.



