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Introduction: Why Speak? 
Some people get nervous speaking in 
public. You can see the redness in their 
cheeks as their heart races. They have a 
hard time communicating ideas in a clear, 
concise way. They speak with a lot of 
“ums” and “ahs”. Some avoid speaking up 
all together.  

Can you relate?  

A December 2012 Forbes.com articles 
suggests that public speaking is a key skill 
for all professionals, not just entrepreneurs. 
Everything in business requires “public 
speaking” including: 

Attending networking events 
Attending trade shows and conferences 
Leadership 
Delivering speeches or workshops 
Self-promotion 
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Marketing programs, products, services 
Client presentations and conversations 
Pitching ideas to investors, decision-
makers, board of directors 
Web video 
Media appearances 

Yet many professionals avoid public 
speaking. As a result they miss out on 
opportunities and watch competitors 
capitalize on opportunities while they 
remain a best kept secret. 

Why Speak? 

Take time to think about the “Why” behind 
your presentations and conversations. Why 
do you want to speak with more 
confidence? 
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Why I Wrote this Book 
I haven’t always been a confident 
communicator. I won the “Quietest Girl” 
girl award in the sixth grade and spent most 
of my life a quiet observer. In 2006, after a 
successful career in market research, I 
decided to pursue entrepreneurship. That is 
when I realized the time had come to deal 
with my fear of public speaking. I joined 
Toastmasters, hired coaches, enrolled in 
writing classes and said yes to opportunities 
that forced me to be seen and heard. 

As I developed my voice, I noticed that 
other smart, ambitious entrepreneurs and 
leaders had the same challenge. They felt 
nervous speaking in public, uncomfortable 
promoting themselves at networking events, 
and had a hard time communicating ideas in 
a clear, confident way. I turned my biggest 
obstacle - fear of public speaking - into an 
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opportunity. Today I challenge others to 
find their courage, develop their voice and 
share their message. While I have not 
become fearless, I have learned how to fear 
less. 

I wrote this book because I believe your 
voice can make a difference. 

How to Use This Pocket Guide 
This book is a beginner's guide for the 
nervous or novice speaker. 

This book is not a comprehensive or 
theoretical guide to public speaking. 
Instead the book contains simple tips I 
wish I knew in the beginning, and what I 
have found most helpful, to boost public 
speaking confidence. 

To improve speaking skills, practice is 
vital. Pick one skill to work on to turn 
speaking stress into success.  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Turn Speaking Stress into Success  
The tips in this book are based on three key 
concepts: 

Key 1: Remember to Breathe 
Key 2: Present a Positive Image 
Key 3: Your Words Can Make a Difference 

Instead of avoiding opportunities, commit 
to strengthen presentation skills. Even if 
your hands shake and your heart races, you 
can learn to speak with ease and influence 
during presentations, meetings, networking 
events, and client conversations. The tips in 
this book will guide you on that path. 
 
Your voice can make a difference.  

How will you use it? 

- Stacey Shipman  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Key 1 

Remember to Breathe 

Imagine this: You are listening to a speaker 
share helpful content about creating a 
healthy home and body. As the same time, 
you notice she is wearing 3-inch platform 
heels while standing on a wooden floor.  

As she speaks, she repeatedly lifts and 
stomps her heel onto the wooden floor 
creating a "clunk" that echoes through the 
cavernous room. When she stops stomping 
her foot, she finds a new way to manage her 
nervous energy by swaying her body from 
side to side. Then, she crosses one foot in 
front of the other and stumbles, nearly 
falling to the ground. 

This is a true story.  
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As an audience member, I became 
distracted by her nervous movements. 

If public speaking makes you nervous, you 
are not alone. Search the web for “fear of 
public speaking” and you will find 
thousands of results suggesting that people 
fear public speaking more than death. 

Common speaking fears include: 

Fear of criticism 
Fear of not being perfect 
Body image & self-esteem 
Losing train of thought 
Not knowing the answer to a question 
Childhood bullying or teasing 
A childhood stutter or lisp 
Past experiences that did not end well 

Speaking to groups takes courage. The tips 
in this section will help you manage 
nervous energy before nervous energy 
manages you.  

!8



Be Aware 

Acknowledge Fear. The first step to 
manage public speaking fear is to 
acknowledge it. A simple, “I’m really 
nervous about giving this speech!” is 
enough. 

Get Curious. Questions like "Where is the 
fear coming from?”, "Is it true today?”, 
"What lessons can I apply from past 
experiences to create a positive future 
experience?" can help turn fear into positive 
energy. 

Nervous Ticks. When not managed 
effectively, nervous ticks become a 
distraction and detract from the message we 
are communicating. Ask for feedback from 
peers or colleagues or videotape and watch 
presentations to become aware of nervous 
habits that appear when speaking. 
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Common nervous habits include: 

Tugging at jewelry, hair, clothes 
Elevated heart rate 
Filler words (ie, “ums”, “ahs" and, like) 
Sweaty palms 
Shaky stance or pacing 
Leaning on the lectern 
Losing train of thought 
Talking fast, too soft, high pitch tone 
Avoiding eye contact 
Frenetic arm movements 
Tickle in throat/cough 

Practice: Be Aware 

When it comes to public speaking, what 
makes you nervous? 

How do nerves show up? 

What steps can you take to stay relaxed and 
confident when presenting?  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Manage Nervous Energy 

Visualize Success. Visualization is a 
powerful tool used by athletes to imagine 
success in their sport. Visualization also 
works for presentations. Consider the 
environment, the people involved, desired 
outcomes, how audiences respond to 
content and activities, how the audience 
feels at the end of the presentation, what 
action they take. Before a presentation or 
conversation, imagine yourself calm, 
relaxed, and capable of delivering a 
compelling presentation.  

Alternative Therapies. Therapies like 
acupuncture, hypnosis, and yoga can help 
reduce speaking stress and shift energy into 
positive action. 
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Talk to Yourself Right. Create a new story 
about public speaking through positive self-
talk. Below are a few examples. Feel free to 
create your own. 

This presentation will be fun and 
engaging for the audience 
I am an engaging and energetic speaker 
Audiences love my presentations! 

Remember to Breathe. Breathing is a 
speaker's best friend. With practice, slow 
diaphragmatic breathing can: 

Settle a racing heart and shaky hands 
Reduce "ahs", "ums" and filler words 
Provide a pause between key points 
Provide a pleasant tone to voice 
Help a speaker stay focused 

Follow the breathing instructions on the 
next page to stay calm and focused during 
presentations.  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Practice: Deep Breathing 

Try this simple breathing exercise before a 
speech to settle nerves or during a talk to 
stay focused and present with the audience. 

Sit comfortably in a chair. Close your 
eyes or gaze softly in front of you. 
Notice your breath. Is the breath slow 
and full from the stomach? Or is the 
breath quick and shallow in the chest? 
Take a deep breath in and on the exhale 
release tension. 
On the next breath, inhale from the 
stomach. Feel the expansion through the 
lungs as you breathe in through the 
nose. Keep shoulders relaxed. 
Exhale deeply releasing air from the 
chest and lungs. Let tension go.  

Repeat breath 3 to 5 times.  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Success Story: Be Aware 

Lindsay started a new role as the president 
of the local parent teacher association 
(PTA). She needed to deliver a short, ten 
minute speech that both wowed the 
audience and motivated them to become 
more active volunteers. We worked together 
to develop the content, then she practiced.  

Each time she started talking she giggled 
nervously and apologized. After the third 
attempt I asked her, “What are you afraid 
of?” 

She admitted that a past speaking 
experience didn’t go well and replayed 
itself in her mind. With the fear out in the 
open, we could work with it. After a short 
conversation about lessons learned, Lindsay 
practiced again. This time she made it 
through the speech without hesitation.  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Key 2  
Present a Positive Image 

A colleague wanted to share her message 
with more people and add public speaking 
to her list of services. She thought about 
joining Toastmasters and developing speech 
content. Yet she never did the work. Finally 
I asked, “What’s stopping you?” 

She said, “I’m afraid the presentation won’t 
be perfect.” 

Audiences do not want perfect. They want 
real people with real struggles, conflicts and 
solutions. They want someone who 
understands their problem because they 
have experienced their problems. 

Consider the tips in this section to present a 
positive image and be seen as a credible, 
trustworthy expert.  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Appearances Matter 

Know yourself. Are you funny, analytical, a 
gifted storyteller? Get familiar with 
personal strengths. Use those strengths to 
make a positive impression and connect 
with audiences. Ask for feedback or watch 
yourself on video to become aware of what 
you do well. 

Dress the Part. Consider the environment, 
dress code, audience, personal style and 
body type. Dress in layers to accommodate 
room temperature fluctuations. Avoid tight 
fitting, low cut or wild patterns. Keep 
change/keys out of pockets. If needed, hire 
an image consultant for support in this area. 
Dress to appear credibility and trustworthy. 
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Go Big. Notice arm positioning. Are arms 
in tight tight to the body or extended 
Extend arms take up space to command the 
room, establish trust and invite the audience 
in to the presentation. 

Move with Purpose. Purposeful body 
movements help tell a story or illustrate a 
point. Practice body movements in advance 
to ensure they are purposeful without 
appearing rigid or inauthentic. 

Self-Care Matters. Boost health, energy 
and stamina needed for effective speaking 
through exercise, managing stress, smart 
eating, staying hydrated and getting plenty 
of sleep.  

Straighten Posture. Whether standing or 
seated uncross arms, avoid leaning on 
chairs or lecterns and straighten posture to 
increase confidence and authority.  
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Practice: Straighten Posture 

Follow these instructions to appear taller 
and more confident during conversations or 
presentations. 

From a standing position bring feet flat, 
toes pointing straight ahead.    
Engage the muscles in your legs. Keep 
them strong without tension.  
Tuck pelvis forward slightly and feel the 
lower stomach muscles working. 
As you do that, align hips over knees 
and knees over ankles. 
Lift shoulders up by the ears then gently 
release. Allow shoulder blades to draw 
together as the chest opens slightly. 
Keep chin parallel to the floor and a 
neutral spine position. Eye gaze is soft, 
straight ahead, and focused on nothing 
in particular.  
Breathe.  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Success Story: Know Your Skills 

Stephanie, a journalist by training and 
experience, needed to deliver a social media 
presentation to a client. Her business 
partner prepared the first draft which 
included a lot of data, research and 
statistics. As the presenter, Stephanie had a 
hard time delivering this information in a 
way that felt natural. 

As we spoke, I realized that Stephanie is 
trained in storytelling. This presentation did 
not include a story. I mentioned this and she 
agreed. Together we brainstormed stories 
she could tell during the presentation that 
would illustrate her points and connect to 
the audience.  

Stephanie emailed me after the 
presentation. She wrote, “I feel really good 
about the presentation and told a great 
opening story!” 

Be clear about your strengths as a presenter 
and bring those strengths to audiences.  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Be Heard 

Tone of voice. A lower tone is more 
credible than a high pitch. Take a full deep 
breath - inhale and exhale - to help lower 
vocal tone and ensure you are heard. 

Vocal Variety. A monotone puts people to 
sleep. Think about how to use your voice in 
different ways. For example, add volume to 
illustrate excitement or use a softer tone to 
create a calming environment. Engage 
audiences using vocal variety. 

Volume. Audiences tune out when they can 
not hear the speaker. Similarly they tune out 
when the voice is too loud and demanding. 
Most novice and nervous presenters speak 
softly. Speak louder or use a microphone to 
ensure the message is heard.  
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Use a microphone. Instead of avoiding the 
microphone, use it (especially for large 
groups) to ensure your message is heard. 
Avoid putting your mouth directly on the 
mic. When turning your head, bring the 
microphone with you. 

Slow and Deliberate. Speaking fast in order 
to "get it over with" is not an effective 
strategy. Slow down and speak deliberately 
to stay calm, focused, and connected during 
presentations. 

Pause. Before responding to an audience 
member or transitioning to the next point, 
pause and breathe. Let the audience process 
information heard. 

Practice. Practice, practice, practice to 
ensure your message is heard, remembered 
and inspires action.  
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Success Story: Be Heard 

A female event organizer tried to gain the 
attention of her audience while facilitating a 
networking event of mostly men. The high 
pitched tone of her voice yielded no 
success.  

Noticing her challenge I whispered, “Lower 
the tone of your voice and see if that 
works.” She eyed me suspiciously yet took 
the advice. She tried again with a lower 
tone.  

Within minutes, everyone had stopped their 
conversations and gathered in a circle as 
requested. She looked at me with wide eyes 
at her success.  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Establish Trust 

Make Eye Contact. Eye contact creates 
connection and is the commitment to see 
and be seen. Consider the following when 
making eye contact: 

Look people in the eyes. Audiences can 
tell when a speaker looks too far up or 
towards the floor. Connect for three to 
four seconds before moving on. Anything 
more becomes awkward, anything less 
fails to make the connection. 

Practice eye contact. Practice at the 
grocery store, with friends and family, at 
networking events. Notice when you or 
others look away. 

Be patient. Eye contact is deliberate and 
requires slowing down your pace and 
movements. Commit to seeing people. 
Commit to being seen. 
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Smile. Smiles light up a room. People who 
smile are less intimidating and more 
approachable. Before walking into a 
conversation or presentation, put audiences 
at ease with a smile. 

Drop the Facade. People connect through 
emotion and vulnerability. Share stories 
about yourself, clients, and the company. 
Include challenges and resolutions, not just 
the successes, to create trust and stronger 
connections. (Note: A fine line exists 
between authentic storytelling and therapy. 
Choose stories and anecdotes carefully to 
ensure they are relevant to speeches and 
conversations.) 

Seek excellence, not perfection. Bring the 
best of you, not a perfect illusion, to 
audiences. 
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Practice What You Preach. Audiences are 
smart and pick up on inauthentic 
presentations. Match words to actions to 
establish credibility and trust.  

Leave Your Ego at the Door. Speaking is 
not about the speaker, it is about the value 
the speaker brings to the audience. Take the 
pressure off by creating clear outcomes, 
practicing, and managing nerves behind the 
scenes. Focus presentations on the 
audience. 

Manage Time Expectations. Go over time 
and risk losing audience attention. Know 
the time, stay within those boundaries 
(advanced preparation and practice helps) 
or end a few minutes early to earn trust and 
stay credible. 
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True Story: Practice What You Preach 

A speaker delivered a presentation to small 
business owners about setting fees. “Know 
your audience and stand true to your value. 
Never discount.” she said.  

At the end of her presentation she made the 
audience an offer. We could buy her new 
workbook, which retails for $97, for the 
discounted rate of $17. After spending 
thirty minutes telling us to never discount 
fees, she discounted her product by 85%. 

After the presentation I spoke to colleagues 
who noticed the contradiction. At their 
urging I approached the speaker with 
curiosity to understand her offer. She 
crossed her arms and said, “I was told this 
audience wouldn’t pay $97 for the 
workbook.” She immediately lost my trust 
because she did not practice what she 
preached. 

When sharing ideas or selling products or 
services be honest, consistent and match 
words to actions.  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Handling Difficult Situations 

Never judge a book by it’s cover. Have you 
ever noticed a scowl on an audience 
members face? Sometimes furrowing the 
brow, crossing arms or appearing 
disinterested means a person is 
concentrating or processing information. 
They may be unaware of their facial or 
body expression. Make an effort to connect 
through a smile, eye contact, or a question. 
That person may become your biggest fan. 

Impromptu Speaking. Speaking off the cuff 
does not have to derail you. Manage nerves 
associated with impromptu speaking by 
remembering to breathe, thinking about 
three key points to share, and taking a 
moment or two to collect thoughts before 
speaking. 
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Apology not necessary. Audiences will 
only know if a speaker is ill-prepared, loses 
train of thought, or forgets a section of the 
speech if the speaker tells them. Unless a 
real blunder is made - for example, 
offending an audience member - take a 
breath instead of issuing an apology. 

Handling Hecklers. Hecklers want to be 
seen and heard. A variety of ways exist to 
handle hecklers including: 

Acknowledge them and their concerns 
with compassion and respect.  
Get curious and ask questions to engage 
them.  
Offer to follow-up after the program to 
address their concerns 
If the heckling persists and becomes a 
distraction, kindly ask them to leave. 
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True Story: Dealing with a Heckler 

Early in my speaking career, I encountered 
a heckler. He sat with furrowed brow and 
crossed arms, making comments about how 
“Stress management programs don’t work.” 
At first I tried to assure him that this 
program would be different. That did not 
work. He became disruptive. Finally I said, 
“You are not required to be here. You are 
free to leave.” 

He immediately uncrossed his arms and 
engaged in the rest of the program. As he 
left he said, “That was the best stress 
management program I’ve ever attended.” 

Validate hecklers or difficult audience 
members before dismissing their comments. 
They want to know that their opinion 
matters. Engage them. Get curious.They 
also want to be seen and heard.  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Handling Q&A Sessions 

Listen. Seek to understand an audience 
question before responding. Listen fully 
and repeat the question for both the 
audience and to ensure you understand. 
Then answer the question. 

Repeat the question. Repeat the question 
for two reasons: 1) make sure you, the 
speaker, understands the question and 2) 
make sure the audience hears and 
understands it. 

Handling the pressure. Sometimes 
audiences are hostile. Validate concerns, 
repeat questions, seek to understand, and 
remember to breathe. Stay calm, focused, 
attentive and professional. If the question is 
not answered or resolved, offer to follow up 
after the program. 
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Never end on a Q&A. Let your message be 
the last thing audiences hear. 

Admit when you don’t know. It is fine not 
to know the answer to an audience 
question. Instead of avoiding the question, 
consider following suggestions: 

Listen to and repeat the question to 
ensure the question is understood. 
Acknowledge that the question may be 
beyond your area of expertise and refer 
them to a colleague or collaborator who 
can help. 
Offer to follow-up with a response after 
the event. 
Enlist the audience for help with a 
phrase like, “That’s a great question. I’d 
love to hear from the audience on this 
topic.”  
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Show Up Like a Pro  
(Even if it’s your first time speaking) 

Get curious. Gather the following 
information in advance to ensure speaking 
success: information about the audience, 
materials needed, audio/visual equipment 
needs, microphones, room setup, timing 
and what success will look like for you, the 
audience and the event organizer. 

Arrive Early. There is nothing worse than 
showing up at the last minute stressed out, 
frazzled and unprepared. Arrive 30 - 60 
minutes early to get comfortable with the 
space, settle any nervous energy, set up, and 
meet audience members as they arrive. 

Thank the host. Always take a moment to 
thank the host, sponsoring organization and 
the audience. Speaking is a privilege and 
honor. 
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Meet and Greet. Arrive early to “meet and 
greet” the audience. Welcome folks as they 
arrive or stop by tables to introduce 
yourself. Now you are no longer a stranger 
when stepping into the spotlight. 

Know the space. Upon arrival, become 
familiar with the lighting, physical space, 
technology set up, sound systems, and room 
configuration. Adjust to create a 
comfortable environment if necessary. 

Be flexible. Mishaps happen - technology 
doesn't work, lights go out, programs run 
late. Have a back-up plan, be flexible and 
adapt. 
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Be prepared. Pack materials at least one 
day before the presentation to ensure you 
have what you need. For example: 

Using PowerPoint? Make sure you have 
a laptop or tablet, projector (if not 
provided by the location), appropriate 
cords to connect devices, a screen for 
viewing, and a back-up plan if 
technology fails.  

Using flip charts? Find out if the 
location has one or bring your own.  

Need a microphone? Ensure the location 
has what you needed. 

Need water or tissues? Get them ahead 
of time to ensure they are available and 
accessible.  

The following page contains a sample 
presentation preparation checklist. 
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Sample Preparation Checklist 

Slides, flip charts, A/V equipment 

Printed Materials/Handouts 

Presentation Notes 

Microphone. Lapel? Wireless? 
Handheld? 

Bottle of Water 

Tissues 

Logistics: Time, date, address, location 

On-site contact person name/number 

Short bio for introductions 

Event feedback forms  

Props/visual aids 

Video camera if filming 

Back-up plan if technology fails 

Laptop, tablet, cords, projector, screens, 
other technology 

Other: _________________________ 

Other: _________________________  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Key 3 
Your Words Can  

Make a Difference 

Cathy, the new Executive Director at a non-
profit organization, had to deliver 
presentations that turned audiences into 
donors. She told me that she does not 
prepare or practice her speeches. Instead 
she “wings it”.  

As a result, Cathy did not make a positive 
impression on her board of directors when 
they saw her speak. They suggested she 
seek out public speaking coaching.  

Together Cathy and I worked on a five 
minute presentation that contained stories 
that would connect emotionally, provide 
data to back up those stories, and a strong 
call to action. 
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“Winging it” is not a strategy for effective 
speaking. 

Whether you want to sell products and 
services, increase fundraising efforts, or 
inspire audiences, your message structure 
and content matters. 

The tips in this section will support efforts 
to develop and deliver a clear, concise 
message.  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Pre-Speech Preparation 

Know the Outcomes. Before developing 
content be clear on speech outcomes. What 
will make the presentation successful for 
the speaker and for the audience? 

Know the Purpose. In ten words or less, 
what is the purpose or main theme of the 
presentation? Why give the speech? What 
idea do you want audiences to remember? 
Be clear about this up front to ensure 
content stays on track. 

Know the Time. Presentations have time 
limits. Whether thirty seconds or thirty 
minutes, know the time in order to develop 
the content accordingly. Avoid going over. 
Better to end a few minutes early. 
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Know the Audience. Be clear on the 
audience including their title, role, needs, 
skill level, values, beliefs, pain, and desires. 
Then, tailor information to meet the needs 
of the group. For example, stories shared 
with CEOs will differ from those shared 
with teenagers. Ask event organizers or 
colleagues to gain access to this 
information. It shows respect and 
professionalism. 

Speech Type. Know the speech type before 
developing presentations to ensure content 
is appropriate. Sample speech types 
include: 

Informative  
Sales  
Educational 
Inspirational 
Motivational 
Entertaining 
Some combination of the above 
!40



Pre-Speech Preparation Worksheet 

What is the purpose of this speech? 

Who is the audience and what are their 
needs? 

How much time do I have to deliver the 
presentation? 

What will make this presentation successful 
- for me and the audience? 

What type of speech will I deliver? 
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Success Story: Know the Outcomes 

Grace was invited to deliver a graduation 
speech at her alma mater. At first her ideas 
were scattered. I asked, “What’s the point 
of this speech? What outcomes do you 
want? What do you want for the audience?” 

Graced said, “I want them to feel inspired 
to reach for their career aspirations instead 
of listening to what other people want them 
to achieve.” 

Now Grace could create appropriate 
content. After the speech Grace emailed me 
to share her success. Several students 
approached her and said they felt inspired 
and motivated to pursue their career 
aspirations and follow their gut. 

To develop compelling content start by 
getting clear on the outcomes and purpose.  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Presentation Development 

Know the part. Research and prepare 
content to boost confidence and 
effectiveness. 

Avoid Jargon. Speak the language of the 
audience. Leave jargon and industry 
acronyms out of the presentation. If used, 
define them. Test the language with trusted 
peers outside of your industry. 

Tell stories. Stories allow the audiences to 
see themselves in the presentation and 
create an emotional connection. Tell stories 
about how you help people or why you do 
the work you do. Include challenges and 
resolutions and take the listener on a 
journey.  
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Facts, Figures, and Research. Include 
quotes, statistics, research and other 
anecdotes from trusted sources to validate 
stories. Provide the source of the 
information shared. 

Open Strong. A short window of 
opportunity exists to capture audience 
attention. Avoid reintroducing yourself. 
Instead, engage audiences immediately with 
a compelling story, startling statistic, 
provocative question, or activity.  

Close to Influence. Summarize key points, 
tell a story to reinforce the message and ask 
the audience to take some action. Instead of 
closing on a Q&A, let your message, your 
call to action, be the last thing audiences 
hear and remember. 
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Choose words carefully. Choose words 
carefully to stay on time and convey a clear, 
concise message. Be descriptive without 
being wordy. Often, less is more. 

Develop Materials. What materials are 
needed to make the program a success? Are 
there handouts to print or giveaways to 
order? How about props or a book to 
giveaway? Prepare materials at least one 
week in advance to avoid rushing around. 
Examples include: 

Promotional materials and giveaways 
Educational handouts/tips sheets 
Books and products 
Copy of the presentation 
Follow-up resources 
Other:_______________________ 
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Create a Structure. To avoid overwhelming 
audiences with too much information 
consider the following: 

Opening. Stories, statistics, questions 
work well to open the presentation, define 
expectations and establish credibility. 

Think in 3s. For nervous or novice 
speakers a basic introduction/body/
conclusion structure is a perfect place to 
start and stay on track. 

Identify up to three key points. These 
key points fill in the “body” and relate to 
the main theme or purpose. 

Sub points. Within the key points are sub 
points - the stories, quotes, facts, research 
- that will validate the key points and 
provide richness to the presentation.  

Close. The closing reinforces key points 
and provides a strong call to action. 
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Sample Structure: Informative Speech 

The outline may flow differently depending 
on the type of presentation delivered. For 
example, when delivering an inspirational 
speech, the speaker will not establish 
credibility or provide an agenda/roadmap. 

The example on the next page illustrates the 
beginning stages of completing an outline 
for the informative speech.  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Key point 2

Closing Story

Key point 3



Example: Informative Speech Outline 

Introduction 
Opening story, questions, activity 
Establish credibility 
Transition to body of presentation 

Key point 1: Manage nervous energy 
Sub point 1: Become aware of fear 
Sub point 2: Know how that fear appears 
and creates distractions during 
presentations  
Sub point 3: Demonstrate strategies to 
manage the fear 

Transition. Develop transition into key 
point 2 and key point 3. 

Conclusion 
Summarize key points 
Closing story to reinforce message 
Call to action  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Speech Development Worksheet 

What stories will I tell during this 
presentation? 

What research, data, quotes will add 
validity to those stories? 

What is the most effective structure for this 
speech? 

How can I open the speech in an engaging 
way? 

How will I close the speech to ensure the 
audience takes action?  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Success Story: Open Strong 

Speaking to a group of family caregivers, I 
opened the program with the following 
questions: 

With a show of hands, how many of you 
are: 

Family caregivers?  
How many are professional caregivers? 
And finally, how many of you are here 
only for the free food and door prizes? 

This opening served a few purposes: 

To learn more about the audience. 
To engage them right away 
To add humor. The final question 
generated laughter and an immediate 
connection. 

What strategies can you use to open strong 
and create an immediate connection during 
your next presentation?  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Using Slides 

Less is more. Limit text to a maximum of 
three bullet points. Avoid reading from 
slides. They are not a cheat sheet or 
teleprompter. Use slides to compliment, not 
become, the presentation. 

Face the audience. When using slides 
avoid reading from them. Slides are not a 
teleprompter. Always face and stay focused 
on the audience. 

Use images. Images help tell a story or 
illustrate a point. Images can also provide 
humor. Beware of copyright infringement. 
Use your own images or make sure the 
images used are approved and appropriately 
sourced. 
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Show video. Like pictures, short video clips 
can enhance a presentation to illustrate key 
points or provide a gateway for discussion. 
Make sure videos are approved, relevant 
and appropriately sourced. 

Practice. Practice using slides, video, 
images in advance of the final presentation 
to ensure comfort and confidence. 

Leave Slides at Home. Slides are not a 
requirement for effective presentations. If it 
makes sense, leave the slides at home to 
save time and reduce risk of technology 
headaches. Below are a few examples of 
visual aids beyond slides: 

Handouts 
Flip charts 
Music 
Audience engagement/activity 
Props or other products 
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Engage the Audience 

Ask questions. Questions engage audiences 
by making them think. Audiences may 
answer questions out loud, to a small group 
or to themselves. The level of engagement 
is up to the comfort level of the speaker 
who will manage the crowd. 

Use humor. Funny stories engage. Keep 
humor relevant to the presentation or 
conversation. Avoid jokes, especially if 
related to gender, sex, politics, or religion. 
Effectively using humor is an advanced 
skill. Commit to using it effectively and 
deliberately. 

Make them laugh, cry, think. Engage 
audiences through emotion. Tell stories and 
engage in activities that make them laugh, 
cry, think. 
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Be Interactive. The size of the audience 
and speaker comfort level will determine 
the level of interaction. Examples of 
interaction include: small group or partner 
conversations, on the spot coaching/
feedback, writing activities, stretching or 
deep breathing. (Note: Q&A is not an 
interactive activity) 

Deliver the Unexpected. In an age of 
information overload, presenters need to 
deliver the unexpected to capture the 
attention of audiences. Are you a singer? 
Play guitar? A gymnast? What unique skills 
and perspectives are you willing to share to 
WOW and engage audiences? 

Have passion and excitement. Believe in 
the positive impact ideas can have on 
audiences. Make audiences care as much as 
you care. Passion and excitement keeps 
people engaged.  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Reduce “ums” and “ahs” 

Be aware. While "ums" and "ahs" are the 
most popular, other filler words including 
"like", "and", "so", "kind of", "you know" 
can also become a distraction. Watch a 
video of your presentation or ask a trusted 
friend or colleague for feedback to become 
aware of “ums”, “ahs” and filler words. 

Practice and Prepare. To reduce “ums”, 
“ahs" and filler words, practice and prepare. 
The more comfortable with the content, the 
less “ums” and “ahs” are needed to fill the 
space.  

Breathe. Take a full inhale and exhale in 
between key points to replace the "um" or 
"ah". The silence lasts only a few seconds. 

Sip water. Instead of filling the space with 
an “um” or “ah” take a sip of water.  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The Importance of Practice 

A client asked me, “How often should I 
practice my presentation skills?” 

I said, “I practice everywhere - at the 
grocery store, with family, with clients. 
Every interaction is a chance to practice.” 

He looked at me and said, “As a marketing 
executive, I should probably do the same.” 

Speaking skills won’t improve by sitting in 
the office or at home thinking about 
speaking. To strengthen presentation skills, 
practice is vital. You must be willing to do 
the work. 

This section includes tips and hints for 
effective practice.  
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Get Support. Hire a coach, secure a mentor, 
take a course, create a group of like-minded 
peers, or join a club like Toastmasters to 
gain the support and encouragement needed 
to improve speaking skills.  

Read Books & Blogs. Books and blogs 
provide tips, strategies and inspiration. The 
key is to take the lessons learned and 
implement them. See resource page for 
book suggestions. 

Observe other speakers. Find a role model 
or speaker who inspires you and observe 
what makes them effective. Is it body 
language? Their content? Their energy and 
presence? Avoid comparison to other 
speakers. Remember everyone, including 
you, has personal gifts, strength and style. 
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Observe yourself. Videotape presentations 
and then playback for the ultimate feedback 
experience. This allows you to see what 
others might miss. You may realize, "Hey, I 
wasn't as bad as I thought!” 

Say “yes" to speaking opportunities. 
Henry Ford is quoted as saying, "If you 
think you can or think you can't, you're 
right.” Speaking skills won't improve by 
sitting on the couch thinking about 
improvement. Build confidence and 
competence through practice. Deliver that 
presentation, attend a networking event, 
create a web video. Say yes to speaking 
opportunities. 

Practice writing. Consider taking a writing 
or storytelling class to improve writing and 
storytelling skills. 
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Practice everywhere. Opportunities to 
practice are readily available. Notice eye 
contact when saying hello to the customer 
service professional at the bank or grocery 
store. Check posture when sitting at your 
desk. Notice tone when engaging in 
conversation with family or friends. Every 
interaction is an opportunity to practice. 

Be open to feedback. When soliciting 
feedback from others be specific about the 
feedback you would like. Feedback may 
include: content flow and believability, eye 
contact, vocal tone and volume, body 
language, “ums” and “ahs”. Ask mentors in 
advance of the presentation so they can be 
prepared and focus attention on specific 
aspects of the speech and delivery. 

Keep it Simple. Choose one skill at a time 
to practice and improve.  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Bring Heart & Soul to Practice. Speaking 
requires practice and preparation. Bring as 
much energy to practice as you do to the 
final presentation. 

Never give up. Speaking requires a lifelong 
commitment. Even seasoned speakers are 
always improving. Commit to practice, 
learn from mistakes and grow from 
experience. The world needs the message 
only you can deliver. 
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Success Story: Practice 

A young professional told me she never felt 
confident or comfortable speaking in 
public. After attending one of my 
presentation skills seminars she said, 
“During the session you shared tips and 
strategies, then asked for volunteers to 
speak and practice what they just learned. I 
realized the only ways to improve your 
public speaking are to (1) implement what 
you learn from seminars, and (2) practice.” 

She also joined her local chapter of 
Toastmasters.  

To improve speaking skills commit to 
practice, practice, practice.  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Commit to Practice 

What strengths do you currently possess as 
a presenter? 

What area of speaking and presenting 
would you like to develop? 

What step will you take to strengthen 
speaking and presentation skills?  

What support do you need to achieve goals 
and turn speaking stress into success? 
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Final Thoughts 

A local library invited me to present a stress 
management program during their wellness 
seminar series. I concluded the program 
with a fifteen minute relaxation activity. 
After the program, one woman approached 
me with tears in her eyes.  

“Are you ok?” I asked her. 

She shook her head and said, “I’ve lived 
with chronic pain most of my adult life. 
And for the fifteen minutes of that 
relaxation activity, I didn’t have any pain.” 

I didn’t have any pain. 

The more I replayed that interaction, the 
more I wondered: if we have knowledge, 
stories and strategies that can make 
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someone’s life better, do we have an 
obligation to share them? 

I think we do. 

With the courage to develop our voices and 
share our messages, we can improve the 
well-being of the communities we serve. 

Whether you want to strengthen 
relationships, lead with more influence, 
grow a business, or create a community 
give back event, your message matters.  

I hope this book offered the skills and 
confidence needed to share your message 
with more people. 

The next time your hands start to shake or 
your heart races, remember the following… 
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Breathe. Find your courage, get grounded, 
and manage nervous energy with a few 
deep breaths. 

Bring your best self to every interaction. 
The world needs your personality to shine 
and your voice to be heard. Remember to 
bring your best (not your perfect) self to 
every presentation or conversation. 

Your words can make a difference. All 
speakers, no matter how new or nervous, 
have the opportunity to move people into 
action and make a positive difference.  

How will you use your voice to make a 
difference? 
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Resources 

Books 
The Exceptional Presenter, Timothy Koegel 
Give Your Speech, Change the World, Nick 
Morgan 
What Great Salespeople Do, Ben Zolden & 
Mike Bosworth 
Talk Like TED: 9 Public Speaking Secrets 
of the World’s Top Minds, Carmine Gallo 

Blogs 
PublicWords.com, Nick Morgan 
PresentationZen.com, Garr Reynolds 

Organizations 
Toastmasters. Visit www.toastmasters.org 
to find a club near you. 

Presentation Software 
PowerPoint. Microsoft software 
Keynote. Apple software 
Prezi. Cloud based software, prezi.com 
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About the Author 
Stacey Shipman loves solving problems and 
connecting people. 

She is a speaker, writer, and event host focused 
on women’s leadership and well-being. She 
produces events and works with clients to 
develop, deliver, and promote their leadership 
& well-being programs. All of her programs are 
designed to build confidence, inspire 
conversation, and create connection. 

Stacey hasn’t always been a confident 
communicator. She won the Quietest Girl award 
in sixth grade and spent most of her life as a 
best kept secret. She turned her biggest obstacle 
- fear of speaking up - into an opportunity.  

Stacey is an award winning speaker, active in 
Toastmasters and the creator of the Be Brave 
heart pendant reminding people that their voice 
matters. Stacey speaks and blogs about brave 
communication at www.staceyshipman.com. 
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Connect with Stacey 

Read Stacey’s blog. Stacey speaks and 
blogs about brave communication to 
improve well-being, strengthen 
relationships and expand opportunities at 
www.staceyshipman.com. 

Twitter: @staceyshipman 

Email: stacey@staceyshipman.com 
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Order More Pocket Guides 

Would you like extra copies of Turn 
Speaking Stress into Success for employees, 
association members, prospects, clients, 
family, or friends?  

For easy ordering call 617-548-5877, email 
stacey@staceyshipman.com or visit  
www.staceyshipman.com. Large quantity 
orders available.
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Do you get nervous speaking to groups?
Do you have a hard time communicating ideas

in a clear, concise way?
Do you sometimes avoid speaking all together?

Turn Speaking Stress into Success is a 
pocket guide for nervous and novice speakers 

who want to present themselves and their 
ideas with confidence during presentations 

or conversations.

The tips, questions and strategies included in 
this pocket guide bring out the best in people 

so they can establish audience trust and 
increase their influence and impact.

Stacey Shipman
PO Box 402
Weymouth, MA 02188
www.staceyshipman.com


