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The Ten or More Super Secret Thingies that will make Your Speech Superb and not Superfluous.

1. Never leave the lectern unattended.

2. Recognize your audience.  The audience is a part of your 
speech.

3. Lead the applause.  The audience looks to you for 
direction. 

4. You are responsible for writing your introduction.  An introduction gives you a chance to say things about yourself that would normally sound like bragging. It is more acceptable though because someone else is reading it.  You should also expect the introducer to read your introduction as written.

5. Let the guest pass in front of you when giving control of the lectern to him or her. 

6. Set the stage (the lectern area) before your introduction.  Better yet, have someone do it for you. 

7. When using props rehearse, rehearse, rehearse.  Make sure you control your props or your props will control you – and your speech.

8. Never admit to being unprepared.  This is an insult to the audience because you are saying they weren’t worth the trouble.  Besides, it may not be as evident as you think when giving your presentation.  Who knows, you might fool them.

9. Test the microphone before using it.  Unfortunately, the person using the microphone is the worse position to know if it is working.  If it doesn’t work during the test or even if it works intermittently, get rid of it. 

10. Be prepared with filler material in case of an unexpected delay.  Your audience will get bored and restless if a problem causes “dead” time.  Keep them entertained during this “dead” time with puzzles, jokes, announcements, or anything you feel comfortable doing.

11. Anything can happen when inviting other people to take part in your speech.  That person may take too much time or take control of the speech, which can cause you embarrassment.  Be prepared to take subtle by firm control when inviting someone out of the audience.

12. When wanting someone to finish up quickly, slowly walk towards him or her.  This same technique also quiets disruptive people in the audience.  Remember, though, never kick them in the shins.  You may scuff your shoes.

13. If you want drinking water at the lectern, ASK for drinking water at the lectern or for anything else you need except for an elephant.  That’s pushing it.

14. Keep your speech within time limits.  If you don’t, a trap door opens and you are never seen again. 

15. Learn to adapt to the speaking situation.  Every situation is different.  Lecterns differ.  Microphones differ.  Audiences differ.  Lighting differs.  And sometimes you differ.  Keep your kewl (that’s cool in internet speak) and show no upset when things don’t go well.   Adapt and MAKE it happen the way you wanted it to.  An audience will remember a loss of temper much longer than it will remember a broken microphone or a lectern that is too short. 

16. Relax, because the audience is glad it is you up there and not them. 
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