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Speaker Guidelines 

 

1. Know Your Audience: 

• Tailor your content to meet the interests and needs of your audience. 

• Consider their background, knowledge level, and expectations. 

2. Prepare Thoroughly: 

• Research your topic extensively and organize your content logically. 

• Create an outline or script to keep your presentation structured. 

• Practice your delivery multiple times to build confidence and familiarity with the material. 

3. Start Strong: 

• Begin with a compelling opening to grab your audience's attention. 

• Use an interesting story, a surprising fact, or a thought-provoking question. 

4. Engage Your Audience: 

• Encourage interaction through questions, polls, or discussions. 

• Use visual aids like slides, images, or videos to support your points and keep the audience  

engaged. 

5. Speak Clearly and Confidently: 

• Maintain a steady pace and avoid rushing through your presentation. 

• Project your voice and enunciate clearly to ensure everyone can hear and understand you. 

6. Use Body Language: 

• Maintain eye contact with your audience to build rapport. 

• Use gestures and facial expressions to emphasize key points and convey enthusiasm. 

7. Manage Your Time: 

• Stick to the allotted time for your presentation. 

• Be mindful of pacing to ensure you cover all key points without running out of time. 
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8. Handle Questions Effectively: 

• Be open to questions and answer them honestly and concisely. 

• If you don't know the answer, offer to follow up after the presentation. 

9. Close Strong: 

• Summarize the key takeaways from your presentation. 

• End with a memorable conclusion, such as a call to action or a powerful quote. 

10. Seek Feedback: 

• After your presentation, ask for feedback from your audience and peers. 

• Use the feedback to improve your future presentations. 

 

Bonus Tips: 

• Stay calm and composed, even if things don't go as planned. 

• Be yourself and let your personality shine through your presentation. 

 

Good luck with your presentation!  

 


