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Imagine you are standing in front of a room of attorneys, attendees at a client’s industry association or members of a local networking group.

It’s time for you to deliver your remarks about the state of the market and the law on a looming hot topic.

As a graduate of the School of Opportunity, formerly known as the School of Hard Knocks, you probably followed these best practices to effectively deliver your ideas.

· Know Before You Go
· At the Podium
· After the Applause
· Bonus Tip
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Know Before You Go
· Ask the host to help you take the temperature of the room.
Determine whether the audience is friendly, hostile, eager or indifferent. Are they well-informed about the subject, vaguely familiar or simply unaware of the issue you will address? Calibrate your thoughts and tone to align with their receptivity and level of knowledge.

· Formulate your ideas as takeaways and action steps.
The audience will want to share what they hear with their colleagues and implement the best practices for themselves. By starting at the end and keeping the audience in mind, you can outline and develop the appropriate steps to lead them there.

· Start with a bang.
Keynote speakers kick off the first fifteen seconds and grab the audience’s attention. Cite a little-known statistic, pose a question or share a short anecdote. The audience is primed to listen and see the relevance of your remarks to their own situation, whether business or personal.

· Keep it simple with your slides (KISS).
People absorb more of what they hear than what they see. Your slides are a roadmap and outline, not a fully composed script. Your remarks are the focus when you explore, amplify, bust a myth or show the consequences of the issue under discussion.

· Practice—more than once—to see improvement.
The Rehearse with Coach feature in PowerPoint tracks the length of your presentation. Located in the Slide Show menu, it also reviews your pace, volume and use of filler words. Check the report to see how you delivered in each aspect; use that data for your next rehearsal.
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At the Podium
· Pace yourself in alignment with your audience.
Look around the room and scan the faces of the attendees. Slow your pace to gauge engagement. If attention is drifting—wandering eyes, restless movement—briefly recap your main point or reset before moving on.

· Don’t pace.
Yes, you should address the entire assembled group. Walking to the other side of the room allows you to maintain contact with all the attendees. Now, once you arrive there, remain standing for several minutes. Quick round trips from side to side are a distraction for the attendees.

· Start the Q&A with a question you’ve planted with a colleague.
After a summary of your thoughts, avoid the deadly lull that may follow. Use that assist—the planted question—to provide more color and detail on a specific insight from your remarks. If the audience does not respond to your invitation to ask a question, you can avert the post-presentation silence by stating, “People often ask me about...,” which may spark a response from an attendee.
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After the Applause
· Graciously thank the event organizer(s).
There may be an opportunity to speak to the group again.

· Have a handout prepared.
Create either an excerpt of the slides or a list of takeaways, ready for email distribution upon request. When they have this material in hand, attendees may find it easier to implement your best practices and share your thoughts with colleagues and personal contacts.
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Bonus Tip
Your speaking engagement is not one and done. You created and delivered an excellent presentation. Now make it work for you.

Plan how you will promote it across other platforms:
· article
· checklist
· client alert
· e-book
· newsletter or blog
· pitch to a reporter
· podcast appearance
· social media post
· summary on your website
· video or audio clip

With these tips in mind, you’re sure to get a rousing round of applause—and be invited to give another talk.
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