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Praise for
The Speaker’s Goach

‘There is no single set formula to giving a great talk. However, in this book you
will find compelling insights and practical guidance to help you discover the
way that's right for you.’

Chris Anderson, Head of TED

‘Bursting with anecdotes, tips and techniques. This book is an essential guide
for anyone who wants to improve their presentation skills.’

Jason Yeomanson, Leadership and Management Development Consult-
ant, Marks & Spencer

‘These sixty secrets make such sense. They are simple and easily enacted.
After reading this, you will be unable to make a bad speech ever again.’

Neil Mullarkey, co-founder, London’s Gomedy Store Players; communica-
tion expert

‘The Speaker’s Coach is a comprehensive, invaluable and entertaining
resource which should be required reading for anyone intending to deliver a
presentation. It covers every aspect of the process to ensure phenomenal
results.’

Jerome Kaplan MA/CCC-SLP, Speech-Language Pathologist, Boston Uni-
versity Aphasia Resource Gentre
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Part 1 Preparing
1 Think of it this way

Secret 1: If you want to give an amazing talk,pay attention
to the details
Secret 2: Help the audience and they will help you
Secret 3: Be yourself, but learn from others to be amazing
Secret 4: Have a conversation rather than give a presentation

Secret 5: Why winging it is usually a bad idea
2 What is the plan?

@ Pearson


https://www.pearson.de/9781292250953

Table of Contents

Secret 6: The four keys to success: outcome,rapport,
attention and flexibility

Secret 7: Look beyond your talk to get the outcome
you want

Secret 8: Prepare your talk in six steps

Secret 9: Answer why, what, how, what if?

Secret 10: Structure your talk so it makes logical sense
Secret 11: Vary the rhythm

Secret 12: Start from where the audience are

Secret 13: Show the audience what is and what could
be

Secret 14: How to motivate people to act
Secret 15: Use Aristotles three pillars of persuasion
Secret 16: Remember, the title is more than just a title

Secret 17: Get creative by using the power of your
unconscious mind

Secret 18: Turn off your computer to plany our talk
Secret 19: How to structure a talk off-the-cuff

3 A visual paints a 1000 words
Secret 20: Your slides are not your presentation
Secret 21: Use strong visuals to make it memorable
Secret 22: Five rules to create memorable slides
Secret 23: Sketch your idea and make it stick
Secret 24: Six ways to add impact with flipcharts and
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whiteboards

4 Add a little sparkle and drama

Secret 25: Four ways to grab attention in the first 30
seconds

Secret 26: Deliver a wow moment they will
remember forever

Secret 27: Captivate your audience with stories and
metaphors

Secret 28: How to use humour in a talk

Part 2 Practising

5 It is OK to be nervous
Secret 29: You do not need to be totally Zen to get through
it
Secret 30: Calm your nerves with a breath . . . and more

Secret 31: You do not have to be word-perfect, but it can
help

Secret 32: Have a walk-through in your headto spot
problems

Secret 33: Rehearse, rehearse, rehearse
Secret 34: Find some guinea pigs for feedback
Part 3 Performing

6 What to say and howto say it

Secret 35: Make sure your words, voice and body
language all say the same thing
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Secret 36: How to speak simply so people get the
message instantly

Secret 37: Use rhetorical questions to get people on the edge
of their seats

Secret 38: Repeat it so they remember it,repeat it so they
remember it

Secret 39: Seven ways to make your voice easy to
listen to

Secret 40: Create heightened attention to land important
points

Secret 41: Try not to rush your words orslow down
too much

Secret 42: The art of framing and reframing

Secret 43: How to minimise potential objections

Secret 44: Choose your words carefully when
explaining change

Secret 45: Yes, Richard, | remember your name

7 What to do and how to do it
Secret 46: How to stand to enhance your impact

Secret 47: How to make eye contact and connect with
everyone

Secret 48: Use descriptive gestures to show what you
mean

Secret 49: How gestures can demonstrate timelines
Secret 50: Use gestures to emphasise points and
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connect with the audience

Secret 51: Be credible, yet know when to be
approachable

Secret 52: Make them eager to see the next slide
Secret 53: How to keep the audience engaged when a
slide is displayed
8 How to ask and answer questions and finish

Secret 54: What happened when | asked them a
question?

Secret 55: How to make sure the audience do not ask
questions until you want them

Secret 56: Six ways to make question time collaborative

Secret 57: Do not end your talk immediately after question
time

Secret 58: How to manage question time

Secret 59: Handle objections by being curious

Secret 60: End on a high, not a whimper

Observing presentations what to look for
Observers feedback form
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