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Public Speaking Tips 
 

Purpose of your speech 
Having a strong purpose is critical to successful public speaking. Before your open 
your mouth, always consider the following three goals and how to achieve them 
with your speech: 

 Thoughts: What is the most important thing you want to add to their 

thinking? 

 Feelings: What is the most important thing you want them to feel? 

 Actions: What do you want them to do? 

 
 

Five Magic Phrases for Impromptu Speeches 
Here are five steps which, when followed in order, will allow you to deliver an 
impromptu speech on any occasion with confidence: 

1. Greeting 

2. State the event 

3. Establish common ground 

4. Who are you and why are you speaking? 

5. Call for action 

 
Here are five magic phrases you can use as “lead-in lines” that will make the above 
five steps easier to remember: 

1. “Good…” (morning, afternoon, evening) 

2. “As we all know…” (we’re here to celebrate; we’re here to elect; etc.) 

3. “We all…” (have seen John grow into a young man; are aware of the 

Employer’s recent actions regarding; etc.) 

4. “I’ve…” (learned so much from my co-worker Mary over the years) 

5. “So let’s all…” (raise a toast; support the motion; send an email to; etc.) 

 

 

Vocal Delivery Tips 

The best way to improve vocal delivery is to be aware of the following four 
elements of vocal delivery. There is no “right level” of these elements – they will 
vary person by person. Adding variety by changing these elements when 
appropriate keeps your speech interesting.  
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 Volume: is how loudly or softly you speak. Always speak loudly enough that 

people can hear you. Then modulate your volume appropriate to the situation 

or section of your speech. 

 Pitch: is how high or low your voice is. Everyone has their own vocal pitch 

range – some people have high voices, and some have low voices.  Ensure 

that you use a variety of pitches within your vocal range so that your voice 

does not come across as monotone. 

 Pace: is how fast or slow you are speaking. Sometimes it is appropriate to 

speak quickly, and other times it is appropriate to speak slowly and 

deliberately. Tailor your delivery to the situation, and always ensure that your 

pace is easy for your audience to follow. 

 Tone: is the mood or spirit that you want to create. For example, you can set 

a serious, somber tone or a light-hearted tone that’s cheerful and upbeat. 

Keep your tone appropriate to the situation. 

 
 

Body Language Tips 
How you carry yourself is important. Paying attention to the following five elements 
of body language will help you improve your public speaking. 

 Posture: Find your “home base” position (have your body aligned and erect 

(whether sitting or standing), and have a place to put your hands and arms 

that feels natural (e.g. hands resting on stomach as a “home base” position). 

 Gestures: Avoid “closed” gestures like arms crossed, hands in pockets, or 

hands crossed in front or behind. Use arms and hands symbolically (e.g. 

thumbs up or three fingers to show the number 3), descriptively (showing 

length, shape, movement), or emotionally (hand on heart, clenched fist, etc.) 

 Movement: Avoid standing stock still during your presentation. Move your 

body naturally, and feel free to walk around a bit while you are speaking. It 

adds variety to what people see visually during your speech. 

 Facial Expression: Vary your facial expressions and make them appropriate 

to the subject of your speech. Avoid allowing your face to “freeze” in one 

expression while speaking. 

 Eye Contact: Briefly make eye contact with a variety of people throughout 
the room during your speech. Focusing on the back of the room or on no one 
makes it hard to connect with the audience. Focusing too long on one person 
makes the person feel uncomfortable and the rest of the audience feel 
ignored. 


