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Communication impacts 
every area of our lives.



CHAT QUESTION:
How would 
you rate 
yourself as a 
communicator?
1= POOR     
5=Outstanding



“The two words 
information

and 
communication
are often used 

interchangeably, 
but they signify quite  

different things. 



Information is 
giving out. 



Communication 
is getting through.”

- Sydney Harris



Have you ever felt like Peppermint Patty?

…or her teacher?

CHAT QUESTION:
What do 
speakers do 
that make you 
“check out”?

CHAT QUESTION:
What do 
speakers do 
that cause you 
to engage?



origin story:
Dr. Judy DeAngelo

Note: Incorporate stories wherever you 
can. People remember them more than 
facts.



"How to be HEARD"
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PLAN.
“Wing” important 
conversations or 

presentations 
at your own peril.



What is the 
desired outcome?

Plan backwards 
from that vision.



What am I trying 
to accomplish?

What am I 
trying to
Say?

NOTE: Gary Vee has some 
great videos on this topic.



CLARITY
or

CONFUSION?

Until you are clear about 
your message,

silence is golden.



not clear?
Buy yourself time.

“This is important. I’d 
like to put some 
thought into this. Can 
we meet tomorrow to 
discuss?”



• Did you check out the room in advance?

• Is amplification available or needed? 

• On Zoom, is your face in shadows?

• Are the temperature and seating 
comfortable?

• Are you COMFORTABLE AND dressed 
appropriately? 

• Has an agenda and “stop” time been 
established?

Having a plan isn’t just 
about the words you’ll say…

It’s about 
minimizing what 
can go wrong…

…and maximizing 
your chance 
to be heard.
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“The more 
prepared you are, 
the less SCARED 
you are.”

- Brenda Viola



Putting your audience at easE allows them                                
to HEAR you.



E

EDIT 
YOURSELF
Not only your words, but 

emotions and timing.



“If you are tuned 
out of your own 
emotions, you 
will be poor at 
reading them in 
other people.” 

– Daniel Goleman
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The less people think, the more they talk.
- Proverb



The more 
you say, the 
less people 
will hear.

- Brenda viola



A  7 – 15 second statement; 
the main takeaway
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The important  
thing is…

The bottom 
line is…

Here’s the
takeaway:What you really 

need to know is… It boils down 
 to this:

Use verbal highlight phrases so your                    
main message is easy to figure out.
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EYES
• Don’t avoid eye contact
• Don’t just look at one 

person
• Do make people feel seen
• Do engage with those who 

are connecting with your 
message



HANDS
• Don’t restrict (hold behind back or front or side!)
• Don’t be a robot
• Do take a neutral position
• Use comfortable gestures as you would in                                                                        

normal conversation



LEGS
• Don’t lock them or stand 

still
• Don’t move them 

excessively
• Allow them to be a 

natural extension of 
your hand movements

• Step forward to connect; 
step back to give space



BACK
DON’T fold into yourself with slouched shoulders, drooping head, and 
curved neck.
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The goals?
To be PERCEIVED as 
relaxed, calm, and 
comfortable. 

VOCAL TIP:
Take a deep breath 
before speaking so 
you nervously don’t 
let out anything too 
high-pitched.
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The more 
confident you 
are about your 
message, the 
more natural 
your body 
language 
will be. 
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KNOW yourself and put your 
best foot forward…



A

ANTICIPATE
PUSHBACK

So questions don’t                   
rattle you.



Prepare as you would for a press conference.







It may have nothing to do with you.



The less people know, the more they yell.



Don’t just 
anticipate 
pushback.

Appreciate it.

(It’ll make you 
better.)

TIP: Acknowledge when a good 
point has been made.



R Repeat 
your 

message
Using different words 

(without being annoying.)





“The real issue is…”                       “What I can say is…”
“Here’s something important to consider…”

“Let me put that into perspective…”

BRIDGING



RESPOND, Don’t react.



D

Demonstrate 
that you 

listen
Remember the                             
golden rule.





Tip: 
Repeat 
what you 
heard so 
they know 
you “got it.”
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An equation for 
successful speaking:

Sincerity
+

Preparation
=

Eloquence

“Do a 
D’Angelo!



"How to be HEARD"

(without SCREAMING)

Time for 

QUESTIONS!
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