
                  Overcoming Your Fear of Public Speaking 4/10/17 

Things NOT TO DO in: 

1. Preparing the Presentation DO NOTS 

 

A. Do not use acronyms, spell it out (no alphabet soup) 

B. Do not speak in a vocabulary that is not your own 

C. Do not plan to tell them “everything” you know. (they will be bored to tears) 

D. Do not place a great deal of verbiage on a page 

E. Do not use complex charts that are hard to read 

F. Do not use advance slide transitions if you are not comfortable with them. (do not distract 

from your message) 

G. Do  not “Wing it” (this almost never goes well and certainly not as well as it could of gone) 

 

2. Giving the Presentation DO NOTS 

 

A.  Stand with your back to the audience 

B. Memorize your presentation 

C. Read from index cards 

D. Avoid Um, ah and ers by using practice and appropriate pauses 

E. Cross or fold your arms 

F. Put your hands in your pockets or fidget 

G. Do not read from the slides ( The audience can do that) 

H. This is a professional presentation, no off color stories, know your audience 

I. Do not have an abrupt ending 

J. Do not apologize. Things happen during a presentation. Remember it is likely that most, if 

not all of your audience, will never know that something went wrong. Just keep going as if 

you planned it that way.  

K. Stand rigid behind the podium*. (good to start but not to be glued there) *unless governing 

body 

L. No private conversations. If the audience did not hear the question, repeat it and then 

answer 

M. No chewing gum or ____ in your mouth. You are speaking! 

N. Don’t forget that any presentation is a performance and you must work to sell your message  

O. Do not flip or scan backwards in your presentation unless absolutely necessary. And it is 

almost never necessary to go back to simply answer a question. 

P. DO NOT practice until it is perfect. According to Dale Carnegie there are three speeches, the 

one your rehearsed, the one you gave, and the one you wish you would have given.  

 

 

 



Things TO DO in: 

1. Preparing the Presentation DO 

A. Prepare with the audience in mind (speak in their language)  

B. Know what the one to three points you want the audience to take from your presentation and link 

your message to just those points throughout (No shot gunning) 

C. If you are going to use a map of the area, use a larger area map to give context first 

D. Focus on what you want them to know, or do, by the end of your presentation 

E. Use thought transition words or thought transitional slides to help the audience move to the next 

thought with you 

F. Personal story as long as it relates to your message and is not lengthily\ 

G. In responding to questions, use “That is a good/great questions and Thank you for that Question” 

sparingly 

H. Consider a hand out if you have detailed information. Put page numbers on your handouts and refer 

to the page numbers if you need them to reference them 

I. Verify your facts. If it is an estimate, say that! (nothing burns credibility quicker than incorrect facts) 

J. Shorter is usually better and less is usually more 

 

2. Giving the Presentation 

 

A. Practice, practice, practice and then fine tune your presentation 

B. There is no rush, slow down. If you have a problem moving slowly through your presentation and 

ending on time, consider pairing down what it is you want to say 

C. Know and repeatedly rehearse the first 3 to 5 minutes of your presentation 

D. Practice for flow, clear message and comfort with your overall presentation 

E. Use eye contact. Pick one person and engage while speaking for 3 to 5 seconds. ( not a stare down)  

F. Vary your eye contact throughout the room 

G. Vary your pitch, rate, tone and volume 

H. Use your natural hand gestures 

I. Limit your distractions (phone, lights, electronics, open doors, people coming and going, cameras)  

J. Answer questions succinctly. If you do not know the answer TELL THEM THAT and move on 

K. Speak so people can hear you or get a microphone. If a microphone is available plan to use it 

L. Pick from one of the four ways to end your presentation and remember to say thank you 

1. Call to action (what do you want them to do) 

2. Quick summary 

3. Story that illustrates your message and tell them the moral of the story. (If you are not a story 

teller --- DON’T use this ending!!) 

4. Leave with a message that Inspires 

 


