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Putting Your Message Across & 
Managing Questions & Objections 

 
HOW TO PUT YOUR MESSAGE ACROSS 

Ask yourself the question ‘What do good speakers do that enables them to put their message 

across effectively’? and you are likely to come up with some of these reasons: 

 

CONTENT 

 They are well prepared. 

 They know their subject. 

 They are well rehearsed. 

 They cover the right amount of material in the time available.  They are not too slow or 

rushed in their delivery. 

 They are well organised, particularly in the use of visual aids. 

 Their presentation is clearly and logically structured; it is easy to follow. 

 Their visual aids are powerful and memorable. 

 Their handouts are useful. 

 They use words and expressions familiar to the audience. 

DELIVERY 

 They vary the pitch and tone of their voice. 

 They vary the pace of their delivery. 

 They speak at an audible level, not too softly or loudly. 

 They use pauses effectively to put across key points, pausing before and after key points. 

 Their diction is clear; their pronunciation of words correct. 

 Their style is conversational, as though having a one-to-one conversation with everyone in 

the room at the same time. 

 They use humour appropriately. 

 They have no vocal distractions e.g. ums, errs, ahs, etc. 
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APPEARANCE 

 They are not visibly nervous. 

 They smile to show that they are at ease and want to talk to the audience as friends 

(versus the enemy!) 

 They use direct eye contact with individual audience members to make them feel included; 

they take in all members of the audience rather than looking at certain people, or one 

section of the audience all the time. 

 When not moving about they stand upright, their body weight evenly distributed through 

their two legs. 

 They move about easily and deliberately to engage with the audience; they do not stand 

rooted to the spot. 

 They have a good upright posture whether standing or moving about. 

 They use their hands and arms appropriately to demonstrate and reinforce points or to 

illustrate key messages; their gestures are deliberate and controlled, not repetitive and 

distracting. 

 When not gesturing, their hands have a ‘rest’ position, about waste high, in front of their 

body; this rest position is natural and not distracting. 

 Their clothing fits them and is appropriate for the occasion. 

 Their hair is well groomed. 

 If a male, their tie is done up to the top of the collar and their shoes in good condition and 

polished. 
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MIND-SET 

 They want to ‘engage’ with the audience versus seemingly just wanting to get the 

presentation over and done with. 

 They picture success and have a positive (but not arrogant) self-image. 

 They believe passionately in what they are saying; they have genuine self-belief as well. 

 They view the presentation as a learning experience for themselves as well as the 

audience; they are not afraid to engage in a two-way dialogue. 

 They want to be genuinely helpful to their audience and are keen to follow-up the 

presentation in the best way possible. 

 They do what they say they are going to do. 

 

SUMMARY 

In summary, they do all these things because THEY WANT TO BE MEMORABLE and memorable 

for the right reasons! 

They are successful because they know that for the duration of their presentation they are in a 

battle.  The battle is between them and the conscious part of every individual audience 

member’s brain (just below the conscious brain lurks the pre-conscious part in which is 

churning everything of importance that is going on in the individual’s life at a point in time).  If 

the presentation is poor people switch into their pre-conscious brain. 

 

Good speakers realise that to hold people’s attention 100% of the time is a tall order but to 

hold their attention for over 80% of the time is achievable, which is why they use the 

techniques they do. 

 


