
To be an effective leader in your company, industry or community, you 
must be an effective speaker. Sorry, but that’s the truth! Whether you are 
speaking at a board meeting or a backyard barbecue, your speaking skills will 
determine to a great extent how seriously people take your ideas and whether 
they’ll follow your lead. 
 
When speaking to people, the way they perceive you and trust you depends 
55% on your non-verbal skills (eye contact, gestures and body language), 38% 
on your voice tone and quality and only 7% on the actual words you use. 
Therefore, it’s not just what you say, but how you say it that counts. In the busi-
ness world, that can relate directly to whether or not people want to do busi-
ness with you! 
 
If you want to become more dynamic, more persuasive and more at ease 
when speaking, here are 101 fast and easy ideas to help you become a better 
speaker and a business magnet!  

How to Control the  
#1 WORST HUMAN FEAR 
Do you get extremely nervous or anxious when you have to speak in front 
of a group of people? Welcome to the club! According to the original Book of 
Lists, the #1 worst human fear is public speaking. We fear it more than heights, 
insects and bugs, even death itself (#6 on the list). 
 
First of all, you’re not alone. Everyone gets a little nervous. Even entertainers 
and professional speakers admit to getting bad cases of the “speaking jitters”. 
The trick is learning how to control those fears. A little nervousness is normal 
and keeps you on your toes. That extra flow of adrenaline can serve you well, 
even if it makes you uncomfortable. 
 
Unfortunately, there’s no magic pill for stage fright. However, the following easy 
steps can help you control those fears and build your speaking confidence. 
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1. F –  Focus on what you want to achieve instead of focusing your fear. Do 
you want to persuade, motivate, teach or inspire? Keep your goal in mind and 
you will be setting yourself up for success. 

2. E –  Early preparation is the key to being calm and confident. Whether 
you like it or not, 50% of the battle is being overly prepared. Allow “think” time. 
Start early to develop and organize your ideas and to design visual aids if 
needed. Leaving your speech to chance is very risky. Few people are good at 
“winging it”.  

3. A –  Avoid negative self talk. Stop telling everyone how nervous you are 
and how much you hate giving speeches. This does nothing but reinforce 
your fears. Negative thoughts will sabotage your confidence. Instead, you 
need to program your mind with positive thoughts. What you think has a great 
effect on what you do.  

4. R –  Rehearse, rehearse, rehearse. Many people spend a great deal of 
time preparing their presentation and very little time rehearsing it. Would a 
football team study plays but not practice them on the field? Rehearsing im-
proves your chances for success and automatically builds your confidence. 
Think of this process as “rehearing” your thoughts. Practice aloud. Just think-
ing about what you’re going to say is not as effective as actually speaking the 
words. 

5. When possible, videotape your presentation. This is absolutely the best 
way to rehearse. Videos don’t lie. You will be able to observe your strengths 
and weaknesses. Many people are totally unaware of their distracting man-
nerisms until they see themselves on tape. 

6. Critique your performance. List your needed improvements then select one 
distracting mannerism or speech habit on which to focus.  

7. If you are nervous before your presentation, send the vibes you want to 
share with your listeners by repeating these sentences to yourself: “I’m glad 
I’m here” (expresses joy, ease), “I’m glad you’re here” (expresses sincerity, 
concern), and “I know what I know” (expresses confidence, authority). 

8. Remember that in most cases, your audience wants you to succeed. 
They are not the enemy. They are forgiving and will accept a few mistakes. 
However, audiences have little patience for speakers who are unprepared or 
just plain boring. 

9. If you’re very nervous, alcohol and valium don’t make you better. They just 
make you think you are. 

THE F.E.A.R. BUSTER 
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10. Go to the bathroom prior to speaking. Nervousness tends to affect many in 
this way. 

11. It is safer to familiarize rather than memorize your presentation. You 
will sound spontaneous versus rehearsed. If you’ve ever seen a speaker 
forget a memorized speech, you’ll know just how miserable it can be. Every-
one becomes uncomfortable. If you are familiar with your main points, it is 
much easier to express yourself without having to remember the exact 
words. 

12. The exception to the above statement is your introduction and your 
conclusion. Memorize them so you’ll say it just the way you wrote them for 
maximum impact. 

13. Deliver your opening and closing remarks with your eyes focused on 
the audience. Your first impression and last impression are always your 
strongest. 

14. Write your introduction on a note card for your review. Sometimes the 
hardest part of giving a speech is getting started. If you know exactly how 
you’re going to begin, you’ll feel more confident. Many people become 
calmer after they have been speaking for a few minutes. 

15. Know your audience. The more you know about them, the more con-
nected you will feel. Who are they? What is their level of understanding 
about your topic? 

16. Start early and give yourself time to think, write, organize, edit and re-
hearse. It usually takes several drafts to shape a good speech. Don’t forget 
to read it slowly to check your delivery time. 

17. Most speeches are too long. When possible, keep them short. Presenta-
tions longer than 15 to 20 minutes run the risk of losing your listeners. 

18. For training seminars, remember to take breaks. Your audience can 
get very restless no matter how good you are. 

19. Hook your audience in your introduction. You have less than a minute 
to grab your audience’s attention. In that short amount of time, your audi-
ence decides if what you’re going to say is worthwhile. Once you lose them, 
it’s hard to get them back. 

PREPARING YOUR SPEECH 
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20. Use one of the following attention-getting openers: Ask a question to 
engage your audience and to provoke interest. Use a quote or statistic. Tell 
a humorous anecdote or dramatic story. Use a prop. All of the above must 
relate to your topic the library is full of books of quotes and openers. 

21. Use illustrations in your speech to help the audience visualize. Give them 
something to “see”. 

22. Slow down and breathe. Many nervous speakers start of talking too fast. 
If you know this is your problem, write yourself a reminder in bold red print 
on your note cards. Cues such as BREATHE, SLOW DOWN, SMILE, and 
LOOK UP can be helpful reminders. 

23. Well-planned notes can be a great “security blanket” and make you 
feel more confident. If you’re familiar with your topic, you’ll be surprised how 
little you will need your notes.  

24. Rehearse using your note cards so they won’t distract from your presen-
tation. Practice holding them, shuffling them as you go along, and gesturing 
with them. 

25. Use large 5x8 index cards. You won’t need as many cards and they will 
hold more information. Number your cards in case you drop them. 

26. Make note cards “fast food” for the eyes. Use keywords and phrases 
instead of lengthy sentences. You should be able to glance at the cards and 
easily read your cues. 

27. When you are using notes, your eyes should be up 90% of the time. 
Avoid the temptation to rely on them too much. If you read them word for 
word you will appear unprepared and fail to connect with your audience.  

28. Hold your notes high enough for your face and your voice to be directed to-
wards the audience instead of down at the floor.  

PREPARING YOUR SPEECH—continued 
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29. Avoid being in the “hot seat” during Q&A by anticipating the tough 
questions. Prepare and rehearse responses to difficult questions before-
hand.  

30. Take this process one step further by asking an associate to ask you 
the questions in their own words. That is what will happen in reality. 

Q and A 
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31. Never attempt to answer a question if you don’t know the answer. 
There’s a chance that an audience member might know the correct answer. 
You could destroy your credibility. 

32. When someone asks a question, avoid responding with “Good ques-
tion.” Some audience members who asked questions previously may take 
offense to the fact that you didn’t consider their query a “good question”. 

33. Look directly at the person asking the question and then include the en-
tire audience when you answer. 

34. Never end your speech with “Are there any questions?” If there aren’t 
any, and many times there aren’t, the end of your speech could fizzle. The Q 
and A period should always be followed by an effective conclusion. 

35. If you ask for questions and there is total silence, don’t panic. Plan on 
the pause. People are slow to respond for several reasons including reluc-
tance to speak in front of the group.  

36. To get your audience to respond to Q&A, try “priming the pump”. To 
get water out of an old water pump, you have to put water in the pump. Ask 
questions to get questions. Break the ice by asking easy questions to get the 
ball rolling. This gives people time to generate some questions. 

37. There are several options for an effective conclusion to your speech. 
You can review the main points of your speech that you want your listeners 
to remember. You can also present a call to action. What do you want the 
audience to do with the information you just presented? 

38. For impact, try repeating key words or phrases to make your conclusion 
more memorable. 

39. Tie your conclusion into your introduction so that you carry that idea or 
theme throughout the speech. 

40. Never lose your temper in front of an audience. It is very easy for the 
attack on one audience member to be perceived as an attack on everyone. 
Your anger can easily alienate the entire audience. 
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41. Natural is key. Try to speak conversationally. Your audience will relate to 
you when you are talking to them rather than at them in a stiff and formal 
way. 

PRESENTATION STYLE 



42. Posture is powerful. Fill your space. Even though you are nervous, be 
aware of the way you are carrying your body. Body language speaks vol-
umes. Stand as tall as you can (avoid slumping) and you will appear confi-
dent. Correct posture will also make it easier for you to breathe properly. 

43. Eye contact is the glue of communication. It helps you and your audi-
ence “stick” together and make a connection. 

44. “Embrace” the audience with your eyes. Effective eye contact sends the 
signal that you are very interested in your audience. 

45. Eye contact is eye talk. Your eyes express emotions without expressing 
words. 

46. Be sure to include every area of the audience with your eyes. This is 
called “eye sweeping”. People can tell when they are being left out of your 
focus. As a result, they can feel neglected or alienated and have a negative 
response towards you. In small groups, look directly into the eyes of one 
listener at a time, just as you do in one-on-one conversations. In large 
groups, sweep your eyes slowly from one side of the room to the other. The 
easiest people to miss are those sitting directly in front of you.  

47. Your facial expression is a vital communication tool that adds energy 
and emotion to your words. Blank faces usually communicate nothing or 
disinterest, nervousness and indifference. You are more approachable if 
you maintain a pleasant countenance. 

48. Remember to smile. The prehistoric part of your brain that immediately 
assesses whether a person is friend or foe is greatly influenced by the 
power of the smile. It says, “I’m on your side. I won’t harm you.” 

49. Energy and enthusiasm are essential parts of a successful presentation. 
Enthusiasm is magic and contagious. Let your audience know that you 
are committed to your idea and that you are excited about it. If it’s important 
enough to talk about, then there’s room for enthusiasm. You’ve got your 
audience if you’ve got enthusiasm.  

50. Don’t hide behind the lectern. It serves as a wall between you and your 
audience. It’s more effective to get closer to your audience. If you have to 
use a lectern, be careful to not hang onto it for dear life. 

51. Many speakers start talking before they are in place. Wait for the “curtain 
to go up” on your performance. Get in place, smile, look at your audi-
ence, and then begin. 

PRESENTATION STYLE—continued 
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52. Don’t start walking off before you finish your speech. This sends the 
signal that you are in a hurry to get it over with! At the end of your speech, 
finish your last statement, pause as you look pleasantly at your audience 
and then leave. Allow the “curtain to go down”. 

53. Many speakers are more comfortable if they move while they are speaking. 
Movement is much more interesting than a stationary “talking head”. 
However, if your movement is too frequent and too repetitious, it will be per-
ceived as nervous pacing. Your movement has to have purpose. Otherwise, 
it’s just nervous energy. When moving, take two or three steps to your new 
location and stay for a few minutes to address that side of the audience. 
Then move in the opposite direction and stay there for awhile Vary your 
pattern. 

54. Avoid caffeine. Do not drink milk products or chocolate before speaking. 
They’ll coat your throat. 

55. Good speech habits must be practiced just like a tennis serve or golf 
swing. Use them or lose them. 

56. When it comes to your style of presenting, remember that you are 
unique. Everyone brings to the podium their own style and set of skills. The 
only way to gage your ability as a speaker is by how effective you are in 
getting your message across to your audience. 
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57. Enunciate clearly and speak at a rate that can be easily followed. If 
they can’t understand you, they won’t listen. 

58. You need to punctuate your voice just like you punctuate your writing. 
By using a variety of pitch, rate, inflection and volume, you can keep your 
audience awake and interested. The inflection of your voice is the musical 
pattern that it makes. Variety is the key. 

59. A monotone voice is usually accompanied by a flat, monotone voice. 
The combination is deadly to the success of your presentation. 

60. For emphasis, use pauses between your thoughts. However, avoid 
verbalized pauses such as “uh” and “ah”, “I mean” and “you know”. These 
are known as fillers. Don’t be afraid of the silence between your thoughts. 
Using too many fillers is a habit that will drive your listeners nuts. 

VOICE TONE & QUALITY 



61. Speak up. Talk a little louder than you think is necessary to be heard. Bod-
ies soak up sound. Most people talk far too softly. If your audience can’t 
hear you, they will eventually stop listening. 

62. Don’t like the way you sound? Get a small recorder and tape your 
voice for a day. Just talk. The next day listen to your voice and write down 
likes and dislikes. Then develop a plan of action. What will you do to im-
prove your sound? Focus on those improvements every time you speak. 
Several weeks or months later record your voice again. Is there any im-
provement? Keep trying. 

63. Avoid clearing your throat. Swallowing to clear your throat is gentler on 
your voice.  

64. If you have cottonmouth prior to a presentation, try eating a slice of 
sour apple or lemon. This will activate your saliva glands. 

65. Always have water available to help with a dry mouth or nervous choking.  

66. Never speak with gum or candy in your mouth. 

67. Don’t let an unresponsive audience unnerve you. Every audience 
reacts differently. Your negative “read” of the audience can easily throw you 
and send your energy and confidence on a downward spiral. Don’t allow 
your mind to focus on what you assume they are thinking about your pres-
entation. Stay your course. 

VOICE TONE & QUALITY—continued 
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68. It’s an old adage, but true. No matter what you say, your clothes say 
more. What you wear is the packaging of your product, which is you! Plan 
what you’ll wear for presentations very carefully. If necessary, ask others for 
advice if you’re not sure. Dressing more formally than your audience almost 
always works in your favor. 

69. Use some dash. Look spiffy.  

70. Personal accessories, including noisy or dangling jewelry and wrist-
watches, can distract your audience. 

APPEARANCE COUNTS 
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71. Handle humor with care. The safest approach for the average business 
presenter is to not try to be funny. Being a standup comic is an art mastered 
by only a few. If you plan on telling a joke that relates to your topic, make 
sure you rehearse it in front of a friend for honest feedback. 

72. If you can’t tell a joke well, use humor that doesn’t require comic de-
livery. Tell a personal anecdote, funny quotation or present an amusing 
analogy. 

73. A smile is the simplest form of humor. 

74. You can build rapport with your audience by appropriately poking fun 
at yourself. People can usually relate. Laugh at yourself and the world 
laughs with you… Sometimes. 

75. Give your audience a mental break during your presentation. Well-
known speaker and columnist Zig Ziglar says that about every 7 minutes 
you should try to insert a little levity to keep your listeners involved. Maybe 
it’s just a smile, a chuckle at something you find funny or something humor-
ous that happened at work. 

76. Sometimes a mistake can turn into a humorous moment that is en-
joyed by you and the audience. It could be a slip of the tongue, a col-
lapsed flip chart or a mechanical problem. Just laugh and move on. Your 
audience will too. 

77. Never use profanity or off-color material. This is a basic rule of good 
business communication. 

USING HUMOR 
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78. What do I do with my hands? That’s one of the most frequently asked 
questions in presentation skills training. The answer is simple. Use your 
hands to make natural and relevant gestures, just as you do in normal con-
versation. 

79. Gesturing is one of your most important communication tools. It serves 
two purposes. It helps your thought process and visually enhances the 
meaning of your words. 

80. When you’re not using your hands keep them relaxed and at your side 
or folded in front of you. 

GESTURES 



81. Don’t fidget. Try to avoid distracting mannerisms such as adjusting 
glasses, clicking pens, playing with rings, wringing your hands, fidgeting 
with your hair or clothing. The list goes on and on, these are all signs of 
nervousness that distract from your speech. 

82. Avoid putting your hands behind your back. This stance reminds your 
audience of a drill sergeant or coach. This restricts your ability to gesture.  

83. If you choose to put your hands in your pockets, do so very carefully. 
It’s advisable to empty your pockets to avoid rattling coins, keys and other 
distracting items. 

84. Avoid the “fig leaf” position with your hands clasped in front of your lap. It 
looks defensive and shows a lack of confidence. 

85. Pointing your finger directly at your audience is intimidating and 
threatening to some people. It is reminiscent of a scolding parent or 
schoolteacher.  

GESTURES—continued 
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86. A picture is worth a thousand words. Visual aids with pizzazz will help 
keep your audience interested and will help them retain the information 
longer. Be creative. Use color. 

87. Remember the T-shirt rule: keep visuals simple and easy to read from a 
distance. 

88. A good guideline for the size of lettering for flip charts and posters is 2 
inches for every 20 feet from the audience. 

89. Dog-ear the lower corner of each page of your flip chart to create a 
small handle that makes it easy to grab and flip. This keeps you from licking 
your fingers to separate the pages. Some of your audience members might 
take offense. Perhaps they associate it with that mealtime no-no. 

90. Make the flipping process as smooth as possible to avoid distracting 
your audience by “wrestling” with the paper. This can be very distracting 
and interrupt the flow of your speech. Make sure the easel is sturdy. If it col-
lapses (and believe me it can happen), just laugh and give it your best ad-lib 
(“and for my next trick…”).  

AUDIO-VISUAL EQUIPMENT 
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91. If you’re going to use a flip chart, make sure your printing or hand-
writing can be easily read. Practice writing on the chart before your pres-
entation. When you are writing, keep your body as open as possible so you 
can be seen and heard by the audience. 

92. There are several things about PowerPoint presentations that can 
irritate your audience: small font size that makes it difficult to read, too 
much information on each slide and speakers who turn their back to the 
audience and read every slide. 

93. Remember the 1-6-6 rule for your slide shows and PowerPoint presenta-
tions. Each side should have no more than 1 idea per slide, no more than 6 
words in a line and no more than 6 lines or sentences. 

94. If possible, always arrive early to familiarize yourself with the room 
and equipment. Perhaps you remember that first scary day of school 
many years ago. Maybe your parents helped lessen your fears by walking 
you to school several days before classes started, introducing you to the 
teacher and showing you around the building. The same process still works. 
If possible, getting a “feel” for the room is to your advantage. You will be 
more relaxed and able to anticipate any problems when you know what to 
expect from the facility where you’ll be speaking. 

95. If you’re using any audio-visual equipment, a run-through is very im-
portant. Videos, slides and PowerPoint presentations need to be thor-
oughly checked out. Volume levels need to be checked on videos and mi-
crophones. 

96. Know your equipment and how to use it. If you aren’t equipment savvy, 
make sure there is someone available who knows how to work all of the 
equipment you will be using. It can make or break a presentation. 

97. Plan B: The three most important words to remember when using 
anything with an electrical plug are backup, backup, backup. There’s 
a strong probability that sooner or later our hold friend Murphy will show up. 
Murphy’s Law says anything that can go wrong will go wrong. Being unpre-
pared for these problems can become your worst nightmare. 

98. It’s wise to always have two copies of your videotape just in case some-
thing goes wrong with your tape or the VCR. Backup! 

AUDIO-VISUAL EQUIPMENT—continued 
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ALWAYS REMEMBER . . . 



For more information about Kerry's keynote 
speeches, seminars, or tele-coaching, please call 

or e-mail: 

Phone: 405-840-1777 
E-mail: kerry@kerryrobertson.com 

KERRY ROBERTSON 

Professional Speaker, Trainer, 
Consultant, Coach 

Kerry is passionate about helping 
people and organizations become 
powerful communicators in a 
variety of speaking situations, 
including presentation skills, 
customer service relations and 
media interviews. Her unique 
experience as a television talk 
show host, combined with her 
background as an award-winning 
educator, distinguishes her as a 
leader in her field. Kerry’s high 
energy and contagious enthusiasm 
are trademarks that make her a 
favorite with her clients who range 
from Olympic champions and 
CEOs to leading government 
agencies and universities. 

Kerry’s programs are highly 
acclaimed by organizations and 
associations wanting to improve 
their presentation skills and 
communicate with a powerful edge. 
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99. It is your responsibility to be the best speaker you can be. Don’t waste your 
listener’s time. 

100. A great speech is only as good as the presenter. It’s usually the little distrac-
tions and mannerism that destroy your effectiveness and impact. Learn your 
strengths and weaknesses. Passionately pursue perfection. 

101. Remember, it’s not what you say, but how you say it that counts. Good luck! 

 

ALWAYS REMEMBER 

KEYNOTES & SEMINARS 
 

The F.A.C.T.S. about how to Live it up at work! 
WOW ‘em When You Speak 

The Communication Connection 
Listening...The Forgotten Skill 

Projecting a Professional Image 
Dealing with Change 
Interpersonal Skills 
Meetings that Work! 

The Media Game...How to Play It and WIN 
 

kerryrobertson.com 
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