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Public Speaking

Secrets

Read this guide to learn how to improve your public
speaking skil ls so you can present your speech in

the best possible way.

Prepared by Kim Baillie, public speaking coach andmentor
formore than 30 years.
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Hi there

For many people, speeches and presentations are an important aspect of family,
community and work occasions. It's important to be able to both do your best
and make the occasion memorable.

Because of this, we need to ensure that our public speaking and presentation
skills are as up to date as our knowledge that relates to the occasion.

In this guide I want to show you some specific actions you can take to help you
be the best presenter possible.

All the information in this guide is based on my experience over many years
coaching people from all walks of life to be better at public speaking and public
presentations.

I know that you want to do your best but its a task you have been avoiding. This
guide will help you to be ready for your next speech.

All the best
Kim

A Personal Message from Kim Baillie
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WWHHAATT AARREE TTHHEESSEE 77 SSIIMMPPLLEE SSTTEEPPSS??

Creating A Great First Impression

H ow To Prepare and Practice What You Are Going To Say

Writing Your Planned Speech

H ow to Know if Anyone is Really Listening

What You Can Learn From Other Public Speakers

Y our Voice - How To Love It and Use It Wisely

What Is Your Individual Presentation Style?

Naturally I also cover the area most people find their biggest stumbling block to
public speaking - nerves.
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Step 1

Creating
a

Great
First Impression
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SSTTEEPP 11
CCRREEAATTIINNGG AA GGRREEAATT FFIIRRSSTT
IIMMPPRREESSSSIIOONN

As a general rule of thumb, human
beings judge others in the first 90
seconds of their initial interaction. This
means you have less than 2 minutes
when you start your speech to make a
positive impression on your audience.
After that you can certainly still impress
them but their initial reaction will affect
the amount of attention they pay and
the overall interest they show in your
presentation.

To help you develop a way to create a
lasting impression in the first 30
seconds of your presentation, I have

some suggestions
for you to try. You
might feel 30
seconds is not a
long time. Think
about tv or radio
advertising - how

long does the advertiser wait before
trying to make an impression on you?

How long do you stay focused on the
advertising if that impression is not
favourable? In fact, the majority of
advertising is 30 seconds long. If
advertisers recognise this amount of
time is appropriate to get their message
across so you will spend money, it
should be enough for you to make a
great impression on your audience.

The first impression you make, and this
is true even when your audience thinks
they know you or have seen you talking
in public before, sets the tone for your
presentation.

It should put your audience at ease as
they begin to feel they know you and
want to see and/or hear what you have
to show or tell them. You need to have
your audience know you, like you and
trust you.

Is that how you feel about public
speakers that you enjoy?

In practical terms, you should listen
carefully to the introduction made for
you - there may well be something in it
that you can respond to immediately.
This shows your audience you are not
performing an automatic presentation
as well as respecting the person who
has introduced you to begin the speech.

Next you smile and look around the
audience. Make eye contact with a few
people so they can feel that you are
interested in making this presentation
relevant to them. Don't rush this step, it
gives you time to relax your breathing
(more about that later) and focus your
attention to the presentation.

Now, after all that, you can start to talk.
Always begin by thanking the person
who introduced you, using their name.
Don't talk about yourself at this point -
its not about how long or far you have
travelled or how many speeches you
have made (or not made) - it is about
this group and your connection with
them on this day for this presentation.

Sometimes a "catch phrase" that you
use to begin every presentation is the
best way to grab the audience attention.
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Step 2

Preparing
and

Practising
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SSTTEEPP 22

HHOOWW AANNDD WWHHYY -- PPRREEPPAARREE
AANNDD PPRRAACCTTIICCEE WWHHAATT YYOOUU
AARREE GGOOIINNGG TTOO SSAAYY

"I'm just going to put the information
together and talk . . . . . . . . . ."

This was how I used to approach my
presentations. The result? Sometimes I
forgot relevant points or when the
presentation got derailed I would finish
up quickly rather than further embarass
myself.

When I say you should prepare what
you are going to say, I don't mean you
should have a set speech you work
through for every presentation.

I do mean you should think about the
amount of time you are presenting and
the number of points you will make so
that you can have your audience
attentive every moment of your
presentation by giving them relevant,
interesting information about what you
are presenting.

You should plan your presentation
around the following:
How long are you expected to
speak?
If this hasn’t been made clear to you,
ask. Most organisers will give you a
time frame but some will expect you to
tell them how long you need for a
presentation containing particular
information.

What is the point I want to make?
Think about all the areas of information
you could cover, then break that down
into points. Sort these points into a
logical order of development that is

reflected by the flow of your
presentation. e.g. history, current
position, future direction

Who and What is this
Presentation for?
You will need to consider the occasion
of your presentation, the theme (if any)
and the audience. Sometimes we feel
that a formal and structured
presentation is appropriate as it will
help with nerves – mostly it accentuates
your nerves to those who are listening,
particularly when it is not a reflection of
the occasion or how well the audience
know you.

When you are speaking, be aware of the
time, don’t ask how long you have to go,
be prepared to finish quickly or
compress a presentation. Both planning
and practice should help you keep to
time - that's why it is important to know
how long your presentation is expected
to last.

Just like an expert in any field, to be
good at public speaking and
presentations you need to practice.
Have a practice run. Wear the clothes
you have chosen for the event when
practising your presentation - it may be
that they are not as comfortable for this
purpose as you thought. Be particularly
careful of clothes that have many
pockets. It's likely you are used to
putting your hands in these pockets
without thinking about it and this
action may detract from your
presentation.
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Step 3

Writing

Your Speech
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SSTTEEPP 33
WWRRIITTIINNGG YYOOUURR PPLLAANNNNEEDD
SSPPEEEECCHH

Hand in hand with preparing your
information, should be writing down
what you are going to talk about
throughout the presentation. You don't
want to face the nightmare of forgetting
the important points, or trying to
remember something relevant to say
when you are asked a question "without
notice".

Once you know WHO in general you're
going to speak to, you have to know
WHAT you're going to speak about.

So now you are ready to put your
thoughts on paper.

The most useful method I have found
over the years is the
physical cut and paste.

I emphasise the
physical aspect of this
method as I believe it

helps to see the complete talk in front of
you at any one time. Each sentence (or
point) should be written out , then
physically move them around until you
settle on an order that sounds right if
you run the talk through your head.

This, naturally will reflect the order in
which you present your information for
the presentation.
For example: if you have been asked to
talk about your sporting team
performance, the logical sequence for
your information and your talk might be
a reflection of the team responsibilities,
members and results.

It is not enough, however, to run a talk
through your head. The physical
requirement of talking out loud will
determine where you need to breathe
and this in turn affects how you can
physically get the words out.

Presenting your talk out loud will also
give you an idea of other physical
characteristics you use when talking in
public that you may not know about -
like waving your hands around or
scratching your head!

• Write your presentation the way
you talk
• Don’t read everything
• Avoid clichés
• Give yourself hints in your notes
e.g. pause, smile, a particular story
• Use large font and single side of
each page, number the pages,
• Don’t tell them everything you
know, don’t ramble
• Make the order of your
presentation visible, like a road map
• Assign responsibility (don’t use
“they say”) - give credit
• Keep the order logical,
• Be concrete, make analogies, give
examples, tell a story to illustrate a
point
• Reiterate your major points
• Don’t fade away – your last
sentence should be one of the strongest
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Step 4

Is Anyone

Listening?
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SSTTEEPP 44
HHOOWW TTOO KKNNOOWW IIFF AANNYYOONNEE IISS
RREEAALLLLYY LLIISSTTEENNIINNGG

Its pretty easy to know who is listening
if your audience are asking questions
during your presentation, but what if
there is complete silence? And
sometimes it is not an occasion where
questions are asked.

So how can you tell if your words are
hitting the mark? There are different
methods to incorporate into your
presentation so you can have
immediate feedback and be able to
adjust your presentation when it is
needed. Before you think about those,
why not do some planning when you
are actually preparing your speech? At
the same time you are thinking about
the length of your talk, you should
think about who will be listening.

Regardless of the size of the audience,
you need to answer two questions to get
yourself started thinking about your
audience:
1. Why are THEY there?
2. Why are YOU there?

You need to think about who will be
listening and how best to have them
think about the information you want
to impart. You also need to consider the
level of knowledge of your audience.
Some of us learn better when we hear
information, some like to see examples
or have "word pictures" painted for us.

In most situations, the audience is on
your side. The want you to succeed –
many of them would never consider

talking in public so they already admire
the fact that you are. Your audience is
the reason you want to make a success
of your presentation so you must
ensure that your style, your vocabulary
and your message match the audience
so they have the maximum opportunity
to understand you.

What compels you to react to a
presenter and what is being said? For
me (and for most humans) it is the
sincerity of the speaker. Sometimes I
don't like the information or viewpoint
being presented but when the speaker
is genuine and sincere in presenting the
information, I feel compelled to listen,
despite my personal feeelings for the
subject matter.

Knowledge of the subject of your
presentation is also vital but don't let a
wealth of knowledge make you speak
down to your audience. When you have
a choice between a short word or longer
words and phrases, use the short word
simply because this will always be
understood and will maintain the
attention span of your audience; make
sure they can hear you comfortably
without you needing to shout if you are
not using a microphone; when using a
microphone, get comfortable with its
position before you start your
presentation.
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Step 5

Learning
From

Others
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SSTTEEPP 55
WWHHAATT YYOOUU CCAANN LLEEAARRNN FFRROOMM
OOTTHHEERR PPUUBBLLIICC SSPPEEAAKKEERRSS

We have all been in the audience for
both good and mediocre presentations.
Often we are so focused on seeing
and/or hearing the information that we
fail to recognise what we like about how
a particular presenter performs.
Perhaps we just feel that we are more
comfortable listening to a particular
presenter. Why is that? Because their
presentation style provides us with all
the information we need and this
information is relayed to us in a way we
can comprehend. So how can we learn
from this and apply it to our own
presentations and speeches?

When you observe other speakers you
learn about styles and methods.

At first, armed with all your newly
acquired information about talking in
public, you will find fault with every
speaker in some way. It may be physical
movements that are distracting,
repetitive phrases or the words used
within the talk itself.

Just for fun one evening, award your
own “Best on the Night” prize for the

person on
television or
radio who
presents their
information in
a way that
pleases you

most (ignoring the topic).

Then list your reasons. What we're
looking for are the characteristics of a
presentation that you can adopt with
ease for your style of talking in public.

Another useful exercise is to observe
the different way you already present
information to different groups of
people you know.

Do you relate a story about your
weekend activities the same way to your
friends, work associates and family?
Probably not – you unconsciously
acknowledge they are a different
audience from each other and adjust
your anecdotes accordingly.

This shows that you already understand
the importance of knowing your
audience and adjusting your
presentation to suit it. Now you can
observe how others treat their
audiences and adopt some of those
elements in your own presentation.

Don't limit yourself to observing only
presenters you enjoy. Compare the
characteristics of the presentations you
enjoy and those that don't meet with
your approval.

See if there are characteristics you
might be in the habit of using in the
ones you don't enjoy so you can elimate
them before you make your speech.



This is an educational guide provided by TalkingInPublic.Com
(Kim Baillie Public Speaking Expert).
All rights reserved 2016

Step 6

Your Voice
and

Making It Work



This is an educational guide provided by TalkingInPublic.Com
(Kim Baillie Public Speaking Expert).
All rights reserved 2016

SSTTEEPP 66
YYOOUURR VVOOIICCEE -- HHOOWW TTOO LLOOVVEE
IITT AANNDD UUSSEE IITT WWIISSEELLYY

By far the biggest area of concern I have
encountered in all my years of public
speaking coaching is what people think
of the sound of their own voice. I have
yet to meet anyone who loves it! ! Let's
look at how you can enjoy your voice
and make the most of it whether you
are new to using a microphone or an
old hand.

Voice is still the first characteristic I
notice when a person talks in public. It
follows, therefore, that my favourite
speakers are those with voices I enjoy
hearing.

Do you know what your voice sounds
like? The simplest way to find out is to
leave a telephone message and then
replay it. There’s no point blaming the
machine – that is what you sound like
to others! I have yet to observe anyone
hearing their recorded voice saying “I
sound great!” It’s a bit like passport
photos. . . . . . .

Speaking well involves many ( if not all)
of these characteristics:
• Pace – should be slower than
normal conversation.

When we get nervous, excited or
enthusiastic, we have a tendency to talk
faster than is necessary. We try to get
all the information out hoping our
mouth will keep up with our brain. For
a presentation you should aim to talk at
the pace you might have a casual
conversation if you were sitting back in
an armchair.

• Pitch – high pitch comes from
shallow breathing. Once again nerves
and excitement may lead you to an
increase in the pitch of your voice as
your breathing constricts your vocal
chords. By slowing down your
breathing (more on this later), you can
lower the pitch if your voice.
• Tone – it's not what you say its
how you say it. The tone of your voice
expresses feeling, it lends warmth and
sincerity to your voice which will be
mirrored by your audience. It is the
best indicator of how strongly you feel.
• Volume – not shouting but
projection as a result of good breathing
pattern. With the aid of microphones,
we often don't look at this aspect of
public presentations these days. It is
important for you to know how to
project your voice for those times when
the microphone is not available (or not
working!). If you have to shout a
presentation you will be exhausted by
the end of it.
• Pausing – allows focus on what
has been or is about to be said.
Remember when we were at school and
the droning of the teacher’s voice
suddenly stopped? Our reaction was to
pay attention immediately (especially if
this teacher liked to ask questions and
we had not really been listening!). A
pause is very effective in any talk - it
clears your head and gives you time to
take a steadying breath. Just like in the
classroom, it will also keep your
audience listening for the next piece of
information you impart.
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Step 7

Creating
Your

Individual Style
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SSTTEEPP 77
WWHHAATT IISS YYOOUURR IINNDDIIVVIIDDUUAALL
PPRREESSEENNTTAATTIIOONN SSTTYYLLEE??

When I first started speaking in public,
I wanted to be like all the experienced
presenters I had seen. I wanted to be
funny, interesting, talented, confident
and entertaining. Could I be all those
things and present my information as
well?

Being like those presenters with those
characteristics would have been
contrary to the person most of my
audience knew, so why would I want to
be different when I was on stage?

We all need to develop our own
presentation style. A style that is a
reflection of us not a way to "put on a
show".

This is one of the most important
aspects to master so that you can be a
confident presenter. Why?

Because without a style of your own,
you will appear to be one of
those "cardboard cutout"
speakers, on automatic with
no thought of the audience
or the topic.

There is no point in trying to present
your information using someone else’s
style. Your audience will be
uncomfortable because you will be
uncomfortable. You will not be able to
control your nervous reactions. You will
not be able to adjust your presentation
to reactions from your audience. In
short, your presentation will not be as
successful as it could be.

You need to develop a style that reflects
the qualities in you that you want the
audience to appreciate, in the context of
the business presentation you are
making.

Style is not just the words on the chosen
topic. It is the combination of your
content and delivery.

As an example, we unconsciously
recognize this when we try to relate a
joke or story told to us by another
person. We tell the story and then say “I
can’t tell it the way Joe does” or “You
had to be there”. What we are saying
with these phrases is that we cannot
deliver the material in our style and
gain the same response , nor can we
comfortably emulate the other person's
style to deliver it.

Now, how are you going to develop your
style?

These days I write out a presentation,
then read it aloud and add a highlight
mark at the points where I change an
expression or word, then rewrite with
the changes.

Again I read it aloud, this time to
another person or record it, for a
further review. You need someone to
help you recognize your style – you
have found it when both of you are
comfortable with the actual
presentation of the material regardless
ofthe content.
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NNEERRVVEESS

Naturally I cover the area most people
find their biggest stumbling block to
public speaking - nerves. I can help you
to recognise your individual symptoms
and in genuinely assessing the causes,
together we can work out strategies to
minimise your nerves for each and
every presentation. After all, shouldn't
you be enjoying this activity as much as
your audience?

Nerves – the very reason we don’t want
to speak in public. How often have I
heard “ I get too nervous”; “I feel sick at
the thought of it”

Did you know that in any number of
quotable surveys, speaking in public is
more feared than death? I am here to
assure you, you will survive it. Some of
you will go on to actually look forward
to opportunities and all of you will be
able to do it with the right preparation
and practice.

But - no matter how often you speak,
how well you know the topic, how well
you know the audience, how well you
are prepared or how often you have
practiced this particular presentation,
you will get nervous.

This answer will probably look too
simple. Well, it is simple - focus on
the message not the delivery
vehicle. And simple is always better.

It is the message that is important, not
how you feel. You want the audience to
remember what you said, not how
nervous you were, even though they
may have some sympathy for the way
you are feeling. Both my personal and
coaching experience have proved that
focusing on the message and not how

you feel will make the most difference
to how you can control your nerves.

This was reinforced to me very strongly
when I was asked to give the eulogy for
my best friend. As you can imagine it
was a very emotional speech, however I
made it through without breaking
down because I prepared and practised
it many times so that on the day I
focused on getting the message of the
eulogy, the examples of a fine life
shared with so many, across to all those
present. Yes I was nervous because I
wanted to do my friend justice but I
didn't think about how I felt until after
I had finished speaking. I let the
importance of the message be at the
forefront ofmy feelings.

Write down your symptoms and
analyse each one for a workable
solution.

If your hands shake, think about
something you can hold that won’t
accentuate the shaking or practice
holding them together behind your
back. You will need to ensure that your
solution doesn’t change the style of
your presentation. e.g. waving around a
pen or sheaf of papers is probably not
the best solution! !

Always have a written copy of what you
are preparing to say, even when this is
as short as a two minute
announcement – nerves have a way of
completely blanking your mind to the
extent of not knowing what you are
there to do….for me it is always the
names of awards I am presenting that
escape my head!
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AAWWOORRDD AABBOOUUTT BBRREEAATTHHIINNGG

I love the line in "Lord of the Rings"
where Gimlee, Aragon and Legolas have
been running for some time and Gimlee
says to himself - "Breathe, just keep
breathing - that's the key". It's a
statement of the obvious but with
public speaking as with running there is
a style of breathing that will help your
performance.

You need to take in more oxygen than
you would do with your normal style of
breathing. This will settle your nerves
but also, and more importantly, it will
provide you extra voice power, voice
control and voice projection. The end
result of these exercises is to be able to
strengthen your muscles so that you
can hold your windpipe's column of air
as it presses against your vocal chords
in the same way as successful singers
do.

Breathing Strong Exercise
1. Standing upright, place your hands
against your rib cage with the fingers
just touching.
2. Breathe in slowly and deeply so that
your fingers are forced apart. Hold your
breathe for as long as you can
comfortably then breathe out slowly
and evenly.

Try this about 20 times a day -
whenever you need a break rather than
all at once. We want it to become
second nature as a breathing method
rather than an exercise regime.
When you begin to notice an
improvement in the time it takes you to
breathe out, start counting the time it

takes to breathe out. You can start by
counting to five and gradually extend
the counting until you get to 20 without
feeling too much discomfort.

Now you have developed a breathing
pattern to use when you are talking in
public.

But be warned - there is also a wrong
way to breathe which will actually make
you more tense and therefore nervous!
The wrong way is called shallow
breathing or "clavicular" breathing
because your collarbones and shoulders
are raised as opposed to your chest
being expanded. The resulting tension
in your neck and throat muscles will
make you feel more anxious or nervous
- and that's not what we want is it?

Now's the time to get started on this
easy way to improve your breathing
style so you can have a voice that is
powerful, projected and controlled.
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NNOOWW YYOOUU KKNNOOWW TTHHEE 77 SSIIMMPPLLEE SSTTEEPPSS -- WWHHAATT NNEEXXTT??

In summary the seven steps are:

- Creating A Great First Impression
This helps you develop a way to create a lasting impression in the first 10 seconds
of your presentation. This will set the tone for your presentation and put your
audience at ease as they will begin to feel they know you and will want to see and
hear what you have to show and tell them.

- The Importance of Preparing and Practising What You Are Going To Say.
You need to think about the amount of time you are presenting and the amount of
information you will present so that you can have your audience attentive every
moment of your presentation.

- Writing Your Planned Presentation
Hand in hand with preparing your presentation, information wise, should be
writing down what you are going to talk about throughout the presentation. You
don't want to face the nightmare of forgetting important points, or trying to
remember something relevant to say when you are thrown off track or distracted.

- How to Know if Anyone is Really Listening
Its pretty easy if your audience are asking questions during your presentation, but
what if there is complete silence? And what about when questions are not part of
your presentation? How can you tell if your words are hitting the mark?

-What You Can Learn From Other Public Speakers
We have all been in the audience for both good and mediocre presentations. Often
we are so focused on getting the information that we fail to recognise what we like
about how a particular presenter performs.

- Your Voice - How To Love It
By far the biggest area of concern I have encountered in all my years of public
speaking coaching is what people think of the sound of their own voice. I have yet
to meet anyone who loves it! ! I show you how to enjoy your voice and make the
most of it.

continued over page . . . . . . . . .
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77 SSTTEEPPSS SSUUMMMMAARRYY.. .. .. .. ..continued

-What Is Your Individual Presentation Style?
When I first started public speaking, I wanted to be like all the experienced
presenters I had seen. I wanted to be funny, interesting, talented, confident and
entertaining. Could I be all those things and present my speech as well? We all
need to develop our own presentation style. A style that is a reflection of us. I show
you how you can do this so you can be comfortable with every presentation and not
feel that you need to "put on a show".

In addition to these 7 steps, I have included information on

- Nerves.... the area most people find their biggest stumbling block to public
speaking.When you recognise your individual symptoms and assess the causes,
there are ways to work out strategies to minimise your nerves for each and every
presentation The biggest key is to focus on what you are saying not how you feel.

- Breathing. There is a very useful breathing exercise that will strengthen your
voice and provide you with the means of voice projection when the microphone is
missing or stops working.

I know that you have downloaded this guide because you are concerned about an
upcoming speech or presentation. You need to ensure that your public speaking
and presentation skills are as up to date as you can make them. In this guide I have
shown you some specific actions you can take to help you be the best presenter
possible.

All the information, contained in the 7 simple steps of this guide, is based on my
experience over many years coaching people from all walks of life to be better at
public speaking and presentations.

Now you have bothwhy these steps are important as well as a place to start so
you can be relaxed, confident, and informative in your next presentation.

Wishing you every success

Kim




