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Praise for Elaine A. Clark



“Elaine A. Clark, a renowned speech communication coach, author, podcaster, and app creator, sets herself apart from other industry experts by offering a multifaceted approach to elevating individuals’ performances across various platforms.”


—International Business Times





“[Speak to Achieve] explores how effective communication extends beyond just voice, incorporating body language, movement, and storytelling to create deeper audience connections . . . Clark introduces physical exercises that help speakers refine their delivery, harness their emotions, and tap into their personal histories. These techniques empower readers to communicate with greater authenticity and impact in any setting.”


—Success Magazine





“Speak to Achieve delves into three critical aspects of effective communication. It encompasses the art of connecting with various audiences, understanding how to apply communication strategies, and incorporating the elements of logic, authority, and emotion into one’s speech. The structure exemplifies Clark’s balanced application of the rhetorical triangle of ethos, logos, and pathos and her Making It. M.I.N.E.® method.”


—OK! News





“Elaine emphasizes the significance of emotion, storytelling, content organization, and performance techniques to captivate audiences and guarantee engagement. Her methodology focuses on creating an engaging narrative, structured content, compelling audio format, and an immersive auditory experience.”


—USA Today





“Elaine A. Clark, a woman of many hats with over 40 years of experience in acting, audio engineering, casting, directing, on-camera work, and voice-overs, offers a multifaceted approach to enhancing individual performances. Her extensive background has earned her helpful insights into emotional intelligence’s role in effective communication.”


—LA Weekly





“Clark emphasizes the importance of body language and spatial awareness. These can influence the perception of confidence and authority in an interview setting. She highlights simple yet effective techniques to ‘own’ a space during an interview.”


—Investing.com





ii“Elaine A. Clark and her remarkable journey as a trailblazing woman entrepreneur. Besides being an accomplished speech communication coach, Clark is an author, app creator, and podcaster. She has delved into various disciplines, including acting, audio engineering, casting, directing, and voiceovers in her 40-year career. Her extensive experience has shaped her multifaceted approach to improving people’s performances across different platforms.”


—CEO Weekly





“Unknown to many, effective communication is less about delivering a message and more about establishing a connection. Elaine A. Clark, one of the leading experts in voiceover and communication, states that when speakers share not only the polished parts of their experience but also the vulnerabilities, fears, and setbacks, they build a bridge of understanding. This bridge, founded on shared human experiences, allows the audience to relate more personally.”


—New York Weekly
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Dedication


As I reflect on my entrepreneurial career choices to speak, coach, perform, teach, and write, I realize what a profound influence my parents played. My dad with his military West Point officer training had a commanding voice, an ability to speak different languages, and a talent for storytelling. My mother was a librarian who loved words, both written and spoken. I imagine that if playwright Joseph Stein of the 1963 Broadway show Enter Laughing had known my mother, he would have been inspired to write a sequel: Enter Talking.

When deciding whether to study music or acting in college, my parents guided me down the performance path. It wasn’t exactly because they considered me a superb actor, but rather that they were worried that I’d have a permanent circular callus on my lips from playing the trumpet. Still, music and the musicality of spoken words guide my choices in making words memorable and pleasing to the ear.

Poetry played a role in our home. On nights when a crescent moon was visible, my mother quoted her mother and grandmother: “A scarcely perceptible curve of light, yet it makes the whole sky smile.”

Mom & Dad . . . you make me smile, too.

To be fair to my whole family, I also dedicate this book to my husband, three daughters, their husbands, and our three granddaughters, plus to my brother (who lived boldly but left us too soon) and my sister and their families. I extend an additional thanks to all the people I’ve had the pleasure to cross paths and coach. I have learned and been enriched by every one of you. I am truly blessed.
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Foreword


Wondering why I wrote Speak to Achieve? Here’s a bit of information about my experience, background, goals, and why I’m motivated to improve your business and interpersonal speech communication.

For over forty years, I’ve coached individual speakers and groups in all areas of communication: Business, Sales, News, Law, Religion, Gaming, Politics, Podcasting, Teaching, Stage, TV, Tradeshows, Voice-Overs, and Personal Speech Improvement.

After graduating college with a BA in Theatre/Speech Communication and a Secondary Education degree, I moved to the San Francisco/Bay Area to pursue stage acting, day player roles in TV and film, tradeshow presenting, on-camera hosting and character roles in corporate videos, and voice-overs. In 1986 I founded and owned Voice One, believed to be the first voice-over school, and I sold it 32 years later.

Additional business background includes radio sales; media buyer; advertising copywriter; casting director and audio director for video games, anime, animation, e-learning, corporate narration, and commercials; audio engineer; and co-founder of a special-needs drama and improvisation program for schools and camps.

I’m the bestselling author of two groundbreaking training books: There’s Money Where Your Mouth Is: A Complete Insider’s Guide to Earning Income and Building a Career in Voice-Overs and Voice-Overs for Podcasting: How to Develop a Career and Make a Profit.

Wanting to offer a personal interactive speaking experience, I created two speech and diction apps: Activate Your Voice and Adding Melody to Your Voice. Both apps support my books and coaching. For audio and visual learners, I created and host the speech communication micro-learning lesson podcast Real Talking Tips, available on YouTube and wherever you listen to podcasts.

Tapping into all those experiences and offerings, I’m excited to bring you Speak to Achieve: Strengthen Your Communication Skills to Build Connection, Deepen Trust, Captivate Audiences, and Achieve Results. My goal is to provide xtips, tricks, and speech communication guidance as well as targeted coaching in specific business applications and in people’s personal lives. The information in these pages is not only for you . . . but for your listeners, audiences, and interpersonal connections so they can achieve results through your speaking.

May you always Speak to Achieve.
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Introduction


There are lots of motivational speaking books on the market. Many provide step-by-step instructions on what to do.


	Tell a compelling story.

	State an interesting fact.

	Ask a provocative question.

	Include a relevant quote.

	Make eye contact.

	Use gestures.

	Add movement.

	Encourage participation.

	Incorporate visual aids.



And that’s great. From my perspective as an actor and communication coach, a major step is missing! That’s how to take that brain-locked logical information, drop it truthfully into the heart and gut, empower the speaker to express the message effectively, and achieve powerful results. That’s a tall task.

How does a speaker aspire to achieve their desired and effective end result? One that:


	Acknowledges and overcomes roadblocks.

	Builds trust between themselves and their audience.

	Constructs a genuine bridge of connection.

	Uses their personal journey to empower others.

	Captivates audiences.

	Achieves results.

	Motivates the audience to think, feel, and take action!



We’ll explore a proven speaking method that I developed in the 1990s and use to coach people to get out of their heads, access their emotions at appropriate xiimoments, connect with their personal truth, use specific body movements and gestures to support the message, share their unique personality, and grab and sustain listener attention.

Prepare yourself for an interactive experience. By that I mean, you’ll be given little assignments to acknowledge, test, and apply techniques. The goal is to become comfortable creating a story arc so that not only you but your audience of one or more reacts, connects emotionally and intellectually with what you have to say, and feels empowered by the spoken message to take action.


Let’s Begin with your First Assignment

Have you ever thought about your own strengths and weaknesses? It’s funny, but people around us often know more about us than we know about ourselves. They tell friends and family members about positive and negative observations and experiences with us.


	Do you have great ideas but struggle to follow through on those great ideas so they become a reality?

	Do you feel that when you speak, you present your message clearly? Then, you’re surprised when people ask you to repeat what you just said.

	Do you like the sound of your voice or do you want to improve your speaking voice?

	Do you lack the breath support to sustain and deliver your message?




Practice Assignment

Can you define your personal strengths? Are you creative, friendly, honest, humorous, determined, have a positive attitude? What are your perceived weaknesses? Are you disorganized or a procrastinator? Do you lack self-confidence, talk too fast, have a high-pitched voice, have trouble connecting with your emotions, overthink things, or fear public speaking?

List five of your top strengths and weaknesses in your personal life and as a speaker.

xiiiMy 5 Top Strengths


	1. ________________________________________

	2. ________________________________________

	3. ________________________________________

	4. ________________________________________

	5. ________________________________________



My 5 Weaknesses


	1. ________________________________________

	2. ________________________________________

	3. ________________________________________

	4. ________________________________________

	5. ________________________________________



Holding a mirror or magnifying glass up to yourself is never easy. Yet, it’s a good place to start this communication journey. At the end of this book, you may want to review your notes and see if any items on your list have changed. Knowing who you are is empowering. You have the ability to make people feel and take action. You have a choice to offer a suggestion rather than a demand. You can guide the listener into accepting and adopting your message as their own. When done well . . . it’s powerful!




What Will You “Learn”?

When I started teaching at a university, instructors were encouraged to never state what a person will learn because that is subjective. Here’s why:


	Personal experiences shape how a person understands and integrates information.

	People process information using different cognitive visual, auditory, and kinesthetic methods.

	xivInformation is absorbed and retained based on a person’s motivation, interest, and emotional state.

	Cultural background can impact and prioritize how knowledge is perceived and valued.

	Prior knowledge can facilitate or hinder new learning.

	A person’s learning environment can affect how well information is received and processed.



Whatever your style of understanding, grasping, comprehending, mastering, absorbing, discovering, studying, gaining insight, internalizing, becoming proficient, or acquiring knowledge . . . these alternative words add variety and specificity to your script interpretation and speeches.



Nuances of the Learning Process

This book is not intended to be passive learning. Prepare yourself for a bit of self-awareness and discovery. If done correctly with an open mind and heart, the outcomes can be immediate and impactful.

Speak to Achieve is divided into five parts, with information specifically targeted to a variety of speaking situations and opportunities.


	Connecting with a variety of audiences and situations: business, personal, podcasts, presentations, speeches, politics, religious, interviews, voice-overs, sales, news anchoring, reporting, sports, PA announcing, and teaching.

	Overcoming Obstacles that get in the way of speaking confidently and with authority.

	Utilizing Techniques like the power of my Making It M.I.N.E.® system—Motivation, Intentions, Need, and Emotions.

	Adapting to Specific Audiences, which requires an awareness of how receptive the audience is to the message, status level, knowledge of the topic, number of people you’re speaking to, size or location of the room, movement within the space, adaptability, and how to use the microphone to your advantage.

	Moving Forward with these speech, movement, and body language techniques to incorporate your special attributes, xvtruth, techniques, logic, authority, and emotion into everything you say.



Get ready to read, practice the techniques, and improve your business and personal communication skills!

xvi
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Part One Connecting with your Audience





For better or worse, How we speak impacts others. The foundational elements included in Speak to Achieve apply to a cross section of business applications, speech genres, and audiences. While I think it’s in your best interest to read all the communication styles and sections, I understand that you may prefer to select areas that specifically align with your personal and business needs.


“Speech is power: speech is to persuade, to convert, to compel.”

—Ralph Waldo Emerson



[image: A white and gray image of a speaker, showcasing its sleek design and modern aesthetic.]
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Chapter 1 Relationship and Relatability


How do you build a relationship with an audience of one or more? And how should the audience relate to what you’re saying? Both of those are mighty tall tasks. Let’s begin with the who, what, why, when, where, and how of speaking and writing. These six essential elements help create a structured and thorough presentation of information.



Who: Who is Speaking or Involved?


“The character of the speaker is a cause of persuasion when the speech is so uttered as to make him worthy of belief.”

—Aristotle



Who you are establishes your authority. Who your audience is shapes the tone, structure, information, and status level of the message. Style and attitude change between a speaker and listener based on their familiarity with each other and the subject matter.

When deciding on an approach, the relationship with the audience should be defined on a scale of 1 to 10 or marked on a simple graph like the one below from remote and formal to casual and familiar.

You can choose how professional or relaxed you want the delivery style to be based on the following criterion.

[image: Audience dynamics shift from formal to casual, illustrating a growing familiarity in the relationship.]
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Remote and Formal


	Language: Polished and professional. Slang words and colloquial expressions are avoided.

	Tone: Serious and measured.

	Structure: Formal introductions, summaries, and conclusions are clear, have a logical flow, and include some repetition to reinforce key points.

	Engagement: Interaction with the audience or individual is controlled or somewhat limited. Personal anecdotes and humor are used sparingly. Responses to questions are handled systematically.

	Body Language: Purposeful movements and upright posture.

	Delivery: Deliberate with attention to diction and pacing. Visual aids tend to be more formal and information-heavy.





Casual and Familiar


	Language: Informal. Includes slang, jokes, or idiomatic expressions.

	Tone: Warm, conversational, and relaxed.

	Structure: Looser and more spontaneous. Formalities may be skipped. The speaker might dive right into the main content and allow the conversation to take a natural course.

	Engagement: Interaction with the audience is frequent and more dynamic. Humor and anecdotes are used to keep the audience engaged. To build rapport, the speaker may ask questions and share personal stories.

	Body Language: Casual and relaxed movements and posture.

	Delivery: Natural and expressive. More varied pacing and gestures. Possibly less reliance on formal visuals. The focus is on creating a connection with the audience rather than adhering to a script.



The tone and manner of who you are as an authority is defined by the job. Decide how you want to connect with your audience. It’s in your best interest to make a choice based on your purpose and their expectations.

	5Formal settings emphasize professionalism.

	Casual settings prioritize relatability and engagement.






What: What is Happening or Being Discussed?


“For every action, there is an equal and opposite reaction.”

—Sir Isaac Newton’s Third Law of Motion



Clear communication is an achievable goal. Whether addressing one person or a large audience, it’s important that your message be understood the way that you intended. Below is a list of what you should consider, whether writing a script, reading the written message, or speaking extemporaneously.


	Purpose: Know what you want to convey whether it’s to inform, persuade, or entertain. Make sure the entire message aligns with your goal. Allow your purpose to guide your content and delivery style choices.

	Connection: Understand your audience’s needs, interests, and expectations. Tailor your message to resonate with your audience so that it engages and influences them.

	Clarity: Organize your thoughts logically. Use simple and precise language. Articulate your points clearly so the audience can easily follow, absorb, and retain the information.

	Delivery: What you say is impacted by your tone, pace, body language, and vocal variety. Confidence and expressiveness enhance audience understanding and engagement.

	Listening and Feedback: Effective communication is a two-way street. Be attentive. Acknowledge audience reactions. Adjust your message to meet their needs and ensure that it resonates with them.



What you say needs to be clear and effective, whether it’s a casual conversation or in a formal setting. Words have the power to inform, influence, inspire, shape perceptions, and drive actions.



6Why: Why is this Happening or Important?


“A word after a word after a word is power.”

—Margaret Atwood



“Why” is the justification and purpose for speaking. This active intention provides context and relevance for your audience. It’s the key motivating factor for people to connect with the message, grasp its significance, and feel motivated to engage with or act upon it.

While there are many reasons someone speaks, below is a list of twenty motivating factors that you should consider using when prepping for or presenting a speech.


	Share Knowledge: Impart valuable information, insights, knowledge, and understanding that can benefit or educate others. Offer personal stories, lessons, and expertise that others can relate to and learn from.

	Inspire Action: Encourage and uplift the audience to take action, pursue their goals, and embrace change.

	Raise Awareness: Highlight and draw attention to important issues, causes, or challenges.

	Foster Understanding: Promote empathy and understanding by bridging anticipated gaps in knowledge and perspective.

	Influence Decisions: Guide audiences to make informed choices or adopt new viewpoints.

	Build Credibility: Establish oneself as an expert or leader in your particular field.

	Empower Others: Provide tools, insights, and encouragement to overcome challenges.

	Create Connections: Build relationships and networks by engaging with like-minded individuals or groups.

	Spark Creativity: Stimulate dialogue to encourage innovative thinking and new ideas.

	Lead Change: Present compelling arguments to drive transformation in a community, organization, or society.

	Share Personal Experiences: Offer lessons learned from personal stories that others can relate to or learn from.

	7Encourage Growth: Inspire the audience to grow personally or professionally by embracing new perspectives and challenges.

	Entertain: Provide enjoyment or relief through humor, storytelling, or engaging presentation.

	Resolve Conflicts: Address and mediate disagreements or misunderstandings to achieve resolution.

	Advocate for a Cause: Be the voice for a cause, group, or issue that needs support and attention.

	Further Innovation: Encourage new ways of thinking that can lead to breakthroughs or improvements.

	Celebrate Success: Acknowledge and share achievements by recognizing and motivating others.

	Offer Guidance: Provide direction, advice, or mentorship to those seeking help or insight.

	Challenge the Status Quo: Question established practices and norms by encouraging critical thinking and change.

	Leave a Legacy: Make a lasting impact on others by sharing wisdom, values, and experiences that resonate beyond the current moment.



“Why” fuels passion, guides choices, shapes direction, and transforms ideas into action. It is the catalyst that turns thoughts into deeds, drives purpose and intention, and compels action and decision-making. When you understand the “why” behind any goal, task, or conversation, you are motivated to act with clarity and conviction. Choosing the appropriate reason why you’re talking snaps the message into shape.


When: When did it Happen or When Will it Happen?


“Have more than thou showest, speak less than thou knowest.”

—William Shakespeare’s King Lear



Knowing “when” something has happened or will happen allows the audience to place the event in a broader timeline, connect it to other events, and grasp its significance.

Five ways a speaker can use “when” include:

	8An exact date, time, or period when the event occurred.

	A reference or marker that places the event’s occurrence in context with the message.

	A timeline that describes events in sequence or chronological order.

	A significant milestone that is memorable and links the event to the overall message.

	A reference to a well-known historical event or time period that relates to and enhances the purpose of the message.



Providing concrete and verifiable details grounds statements in time, enhances credibility, and makes the message more reliable and persuasive. It also helps the audience connect the information to a broader context, reinforcing the speaker’s knowledge and strengthening the overall impact.



Where: Where did It Happen or Where Will it Happen?


“One place understood helps us understand all places better.”

—Eudora Welty



Gesturing to a location, person, or item enhances a speaker’s authority and credibility by reinforcing their message with visual cues that demonstrate their knowledge, confidence, and precision. It allows the audience to imaginatively see in their own mind’s eye the location the speaker is speaking about. That includes:


	Where something or someone is located in relationship to where they are now.

	The relative size or distance from that location.

	How the speaker feels about that person, place, or thing.

	If the location is stationary (like a building or item on a shelf) or moving (like an airplane or person walking).



Movements, gestures, and personal opinion help enhance the audience’s world of imagination.

9How does a speaker create this locational 3D world for their audience? Speakers can use the following gestures to convey a specific location.


	Pointing: Directly pointing with a finger, thumb, knuckle, or open hand in a specific direction: in front, behind, on the ground, overhead, or to the right or left.

	Sweeping Arm Gesture: A broad gesture suggesting a general area, region, or range of locations, such as “over there” or “in that direction.”

	Using Both Hands: Both hands out and palms facing each other helps describe the relative position of objects or where two places are in relation to each other.

	Tapping on a Surface: Tapping on or touching a map, chart, nearby object, desk, or podium emphasizes a specific location or spot.

	Spatial Indication: Using hand movements to outline a space or shape, like drawing a circle in the air or outlining a square can be used to represent a city, building, or region.



When speaking with the intention of creating a 3D world for the audience, make the gesture and then hold that position. That one- or two-second hold solidifies the stationary position of the “where” location. If the gesture moves, it needs to signify that it is a moving location. For instance, a rocket that shoots up into space or a child that is walking down a hill. Otherwise, a gesture that moves when intended to describe a stationary location can unintentionally imply collapse, flight, or that it’s tilting.

When deciding when and where to gesture, keep these points in mind:


	Nouns have locations

	Verbs have actions

	Modifiers encourage awareness and comparisons



I’d be remiss if I didn’t warn you that gestures that are not organic and spontaneous can appear canned, awkward, and distracting. So, practice in front of a mirror and judge for yourself whether the gestures enhance the message and imagery. If you feel that the gestures are stiff and distracting, shake it off, 10take a moment to visualize where everything and everyone is located, and try it again. Practice the movement of defining “where” until it feels organic and natural.



How: How did it Happen or How will it Happen?


“Life is 10 percent what happens to you and 90 percent how you react to it.”

—Charles R. Swindoll



The importance of “how” in the “who, what, why, when, and how” framework lies in its ability to explain the process or method behind an action or event. While other elements provide context, purpose, and details, “how” reveals the mechanics, strategies, and steps. Understanding and relating how something happens or is achieved adds depth and clarity, making the information actionable and practical. “How” transforms abstract ideas into tangible actions, enabling others to replicate, learn, or appreciate the effort and skill required. In communication, “how” bridges the gap between intention and execution, turning plans into reality.

Here are ten steps to effectively incorporate “how” into speech communication.


	Identify the Process: Understand the steps or methods behind the topic you’re discussing. Break down the process into clear, actionable sections.

	Ask Yourself “How?”: Continuously ask “How does this happen?” or “How can this be done?” about your key points. These questions help ensure that you cover the strategy intended or method involved.

	Explain Step-by-Step: Clearly outline the steps or actions involved in your topic. Provide a logical sequence that the audience can easily follow.

	Use Examples: Illustrate the “how” with relatable examples or analogies. This helps the audience grasp complex processes through familiar concepts.

	11Provide Visuals or Demonstrations: Where possible, use visuals, diagrams, or demonstrations to show the process and provide a more concrete foundation.

	Simplify the Language: Use straightforward and clear language to explain how something works. Avoid jargon or technical terms that might confuse the audience.

	Highlight Key Points: Emphasize the critical steps or elements in the process. Use phrases like “The key element for doing this well is . . .” or “An important part of this is . . .”

	Address Potential Challenges: Anticipate and explain common obstacles or questions related to the “how.” Offer solutions or tips for overcoming them.

	Engage the Audience: Encourage the audience to think about or practice the process themselves. Ask questions like, “How would you approach this?” or “How do you think this works?”

	Summarize the “How”: Conclude with a brief summary of the process. Reinforce the main steps or methods to ensure the audience retains the information.



In addition to the “how” providing practical guidance, it also shapes the emotional tone and attitude of how the speaker delivers the message. Audience status level, age range, information knowledge, and receptiveness also shape how the information is presented. Therefore, the same information can be delivered in numerous ways!

One final thought on using the “who, what, why, when, where, and how” framework: Remember that your message should be reciprocal. Don’t assume the audience’s knowledge and background is the same as yours. While the interest in the topic may be shared, building a relationship and relatability depends on a mutual understanding of the background, information, terminology, outcomes, and expectations. Therefore, consider if it’s necessary to simplify or restate complex messages, vocabulary, and acronyms for more inclusive understanding.
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Chapter 2 Structure


Having spent years in the commercial advertising arena, I’ve adopted the commercial advertising formula: (1) identify the problem, (2) offer a solution, and (3) empower the audience to take action and make it all seem effortless and easy. How does a speaker do that?


Five Structural Steps: Think, Acknowledge, React, Speak, Engage


“Before you speak, think; before you react, acknowledge; before you engage, listen.”

—Unknown



This quote emphasizes the importance of mindfulness, reflection, and consideration in communication and personal interaction. It starts with an idea that is creative, actively delivered, and has an emotional appeal.

Let’s explore how to break down the message, transition the idea into action, and drop the message from the head (idea) to the heart and gut.



Think

There are two parts to the thinking phase. First is coming up with the idea, writing notes, bullet points, questions, or even the whole script. Second is speaking in the live environment in front of a person or audience where a quick decision is needed to follow through as planned or make adjustments on the fly to the speech, style, or content.

Hopes and expectations are that the thinking, planning, preparing, rehearsing, and speaking go as beautifully as what you imagined in your head. Yet, there’s that ornery guy named Murphy with a Law that goes something 13like this: “Anything that can go wrong will go wrong, and at the worst possible time.”

I’ll never forget presenting a timed speech to video at a convention. My lavalier microphone slipped off my shirt and fell down my



	Technical Difficulties: When slides, microphones, or other tech fail, the speaker must adapt by continuing without them, improvising their delivery to maintain engagement.

	Unforeseen Audience Change: If the expected audience changes in size, demographics, or expertise, the speaker might need to adjust or adapt their content, tone, or examples.

	Last-Minute Time Cut: When the allotted time for the speech is suddenly reduced, the speaker has to quickly decide what key points to focus on and what to eliminate.

	Repetitive Information: The host or previous speaker covers some or all of the topics and materials you planned to talk about, forcing you to pivot yours to a new perspective and add information and new topics to fill the time and audience expectation.

	Host Change of Topic: If the event host unexpectedly requests a different focus or subject, the speaker must pivot to address the new topic while still remaining relevant.

	Audience Questions: A speaker might have to improvise if unexpected or challenging questions arise that weren’t anticipated during the preparation and practice.

	Emotional Audience Reaction: If the audience reacts strongly—positively or negatively—the speaker may need to adjust their tone, pace, or content to address the mood.

	14Venue or Setting Change: If a speaker is moved to a different room or location with different acoustics, setup, or size, the speaker might need to alter the delivery style, gestures, and movements to fit the new space.

	Co-speaker Drops Out: If a planned co-speaker is suddenly unavailable, the solo-speaker is often expected to cover additional content or shift their approach to fill the gap.

	New Information or Event: If breaking news or a significant event occurs immediately before the speech, the speaker should be made aware of it so they can acknowledge and incorporate this newsworthy information into their talk or dramatically pivot the tone or content of the message as deemed necessary.

	Unexpected Audience Distraction: If there’s an unexpected distraction (like a loud noise or verbal interruption), the speaker may need to pause, acknowledge the situation, and then smoothly continue, or shift their delivery style to regain focus.






Acknowledge







	Greet the Audience: Start with a warm, genuine greeting, such as “Good morning, everyone!” or “Thank you all for being here today.”

	Make Eye Contact: Establish and maintain eye contact with various parts of the audience to convey attention, respect, and engagement. If reading an audio-only script, imagine the person you’re talking to is located on the written words and not floating randomly in the air.

	Use Inclusive Language: Phrases like “we,” “us,” “our,” and “together” include the audience in the conversation.

	Refer to the Audience’s Role: Recognize the audience’s presence or contribution, such as “As experts in this field . . .” or “I know many of you have experienced . . .” A hand gesture forward is an effective way for a speaker to connect by physically referring to their audience.

	Tailor the Message: Show that you understand the audience. Reference their interests, challenges, or your common experiences.

	Pose Questions: Ask rhetorical or direct questions that encourage the audience to reflect, mentally and emotionally engage, or directly respond, such as “What about you? Have you ever encountered this situation?”

	Acknowledge Reactions: Respond to audience reactions of laughter, applause, or silence, with appropriate comments like “I see that resonates with many of you,” “I agree, that’s a great point,” or “I see you need more information. That’s why I’m here.”

	16Thank the Audience: Express appreciation for their time, attention, or participation, either at the beginning or end of the speech.

	Address Concerns: Acknowledge any concerns or objections the audience might have. Show that you’re aware of their perspective and you’re here to help.

	Encourage Interaction: Invite the audience to engage, whether through Q&A, a show of hands, or small group discussions.






React






	Acknowledge Feedback: If the audience provides verbal feedback or responses, acknowledge it by nodding the head agreeingly and saying, “That’s a great point,” or gesturing out to the audience while saying “I’m glad you brought that up.”

	Adapt to Energy Levels: If the audience seems disengaged or tired, the speaker can increase their energy, use more dynamic gestures, or invite participation to re-energize the room.

	Respond to Body Language: If the audience shows confusion (e.g., frowns, tilted heads, folded arms), the speaker could 17mimic their body language, acknowledge that more clarification is needed, and then widen their body language with outstretched arm movements. Or walk to another area to get out of that negative space to regain audience trust and attention.

	Incorporate Questions: If audience members ask questions, the speaker can address them directly during the presentation or confirm that there will be questions at the end.

	Adjust Pacing: If the audience seems overwhelmed or bored, the speaker can change their speed (faster or slower), tempo (adding or removing pauses), or speech musicality (more dynamic or flatter).

	Humor and Lightening the Mood: Everyone likes to laugh. If the audience seems tense or uncomfortable, the speaker can tell a joke or amusing story to lighten the atmosphere and put everyone at ease.

	Encourage Interaction: The speaker can react to a quiet audience by encouraging participation through questions, a show of hands, or small group discussions.

	Reinforce Positive Reactions: If the audience responds well to a point (laugh, nod, applaud, or snap fingers), the speaker can reinforce this by expanding on the point or acknowledging their enthusiasm.

	Address Distractions: If there’s a disruption (e.g., noise, technical glitch), the speaker can acknowledge it with a brief comment and smoothly transition back to the topic.

	Pivot Based on Reactions: If the planned content doesn’t seem to resonate, the speaker can shift to a more relevant example, story, or angle to better connect with the audience.






Speak




	Formal: Used most often in official, professional, or ceremonial settings. It is characterized by structured language, clear articulation, and adherence to protocol.

	Informal: Often used in social gatherings and everyday interactions, an informal style is casual and conversational. The tone is relaxed, with colloquial language, and more personal anecdotes.

	Persuasive: This style often uses rhetorical devices, emotional appeals, and logical arguments. The primary goal is to convince the audience to adopt a specific viewpoint or take a specific action.

	Storytelling: Engaging the audience through a narrative, the speaker weaves a story, using vivid imagery, character development, and emotional arcs to make a point or entertain.

	Inspirational/Motivational: Designed to uplift and energize the audience, the speaker uses powerful language, personal anecdotes, and an enthusiastic tone to inspire change or action.

	Didactic/Instructional: This style is clear and structured, with examples, demonstrations, and step-by-step explanations to teach or explain concepts.

	Debate/Argumentative: This style is logical, assertive, and requires quick thinking and strong evidence. It centers on presenting and defending a position while countering opposing views.

	Extemporaneous: Involves speaking with minimal preparation, often using an outline or key points. The style is natural, adaptable, and allows for spontaneity.

	Impromptu: The speaker relies on quick “on-the-spot” thinking, creativity, and adaptability to address a topic or question.

	Conversational: Relaxed and interactive, the speaker engages the audience as if it’s a one-on-one conversation. Dialogue 19with the audience is encouraged and often includes questions, comments, or feedback.

	Authoritative: Confident, commanding style based on knowledge or expertise. The tone is assertive with clear and direct language, often used in leadership or crisis situations.

	Humorous: Humor, wit, and anecdotes are used to entertain and connect with the audience. The style is lighthearted and amusing while often delivering a deeper message.

	Ceremonial/Epideictic: Used for special occasions such as weddings, funerals, or award ceremonies, the tone is often respectful, celebratory, or reflective.






Engage




	Dramatic Pauses: A strategic—wait for it—pause can build suspense, emphasize key points, develop active listening, and allow the audience to absorb what you’ve said. Silence, used effectively, is a powerful tool!

	Vocal Variety: Changes in pitch, tone, and volume are dynamic variables to add emphasis and emotion to your speech.

	Expressive Body Language: Movements, gestures, and facial expressions that align with the spoken words reinforce the energy, passion, and meaning of the message.

	Movement on Stage: Unless restricted to one location, don’t stay rooted in one spot. Walk around the stage, engage 20different sections of the audience, stand still when you’re making a point, move when you’re formulating a thought or want to get closer to the audience.

	Use of Props: Props used purposefully and in moderation can make abstract ideas more tangible, memorable, and visually reinforce your message.

	Storytelling with Characters: When telling a story, embody different characters with distinct voices, gestures, or stances. This adds depth to the narrative and keeps the audience engaged. Even if you can’t change your voice, adapt your body to visually define each character.

	Interactive Demonstrations: Involve the audience in a live demonstration or experiment. This can be anything from a simple hands-on activity to a dramatic reenactment.

	Call and Response: Engage the audience directly with a call and response technique. For example, you ask a question or make a statement, and the audience collectively responds.

	Change the Setting: Enhance the mood or theme by shifting the environment, altering lighting, adding music and sound effects, or rearranging the stage to match different parts of your speech.

	Improvise: Be adaptable and keep the interaction lively by responding spontaneously to audience reactions, unexpected events, or questions.

	Rhythmic Speaking: Use rhythm, repetition, or even a chant-like delivery to make key points more memorable. This can create a sense of momentum and engagement.

	Costume or Attire: Wearing a particular costume or distinctive outfit that relates to the message can make your presentation more visually impactful and thematic.

	Engage Multiple Senses: Combine visuals, sounds, and tactile elements to create a multi-sensory experience. For example, playing relevant music, showing compelling visuals, or even using scents can deepen engagement.

	Physical Interaction: Physical proximity breaks the barrier between speaker and audience. If the setting allows, move into 21the audience, shake hands, or pass out objects related to your topic.

	Surprise Element: Introduce an unexpected twist, surprise guest, or reveal a hidden object during your presentation. Surprises can jolt the audience’s attention.
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