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3 | Introduction

Be well prepared
Lack of organisation is a major cause of anxiety.

Make sure you know all the resources very well.

Practice makes perfect
Rather than mentally rehearsing you should practise 
standing up as if in front of the participants using your  
visual aids.  

At least 2 rehearsals are recommended.

Strive for minimal focus on notes and maximum focus  
on the participants.

Imagine yourself as confident, successful and doing  
a great job.

Reduce stage fright
Breathe 
• When your muscles tighten and you feel nervous,  

you may not be breathing deep enough.

• First thing to do is to sit up tall but relaxed and inhale 
deeply a number of times.

Release tension 
• Starting with your toes, then tighten your muscles up 

through your body finally making a fist.  

• Immediately release all tension and take a deep breath. 

• Repeat this until the tension starts to drain away.  

• This can be done quietly so no one knows you’re relaxing.

Move
• Move when you speak to stay relaxed and natural.

• If you find you are locking your arms then release them  
so they do the same as they would if you were in an 
animated one on one conversation.

• Moving your feet can also release tension.  You should  
be able to take a few steps either side or toward the 
audience or to the side of the lectern.

Voice 
Be aware of your volume.

Vary your pitch, volume and pacing as you would do in 
natural conversation or story telling.

Pace 
When we become anxious we tend to talk fast and tend  
to trip over words.

Deliberately slow down your speech.

Pausing
Don’t be afraid to pause.  

Pausing can be an effective way to allow important points  
to sink in.  

Use a pause to take a breath and relax a moment and to  
fill in those spaces that you might otherwise fill with sounds 
of  ‘umm’ or ‘you know’. 

Posture
Keep your posture erect but relaxed. 

You want to stand up straight but not stiff. 

Your weight should be evenly distributed.  

Don’t place your weight on one hip then shift to the other 
and back again – shifting can be distracting.

Smile
Remember to smile.

Make eye contact 
Rule of thumb for eye contact is 3 to 5 seconds per person.

Speak to one person at a time when you speak rather than 
the back of the wall or at the screen or at notes.

Try not to dart your eyes around the room. 

With large groups make eye contact with individuals in 
different parts of the room.
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Where and how to stand
One major problem when using visual aides is that  
speakers often give their presentation to the visuals  
and not the participants.

Keep your body facing the participants as much as possible 
as this will help you keep your eye contact with them.

Look at the screen momentarily to recall the point you want 
to make and then turn to the participants and deliver it.

If you need to write something on a white board or butcher 
paper stop talking while you write.

Gestures
The importance of natural gestures cannot be overstated.  

Often anxiety holds back this important means of 
communication.  

Learn to gesture in front of the participants as if you were 
having an animated conversation with a friend.  

Room set up 
Computer and projector
• Set the screen at a 45 degrees angle to the participants  

to give the speaker centre stage.

• Always check you can use them and they are in working 
order before your presentation.

• Have a back up plan if you should have a technology  
break down.

Lighting
• If able adjust for visual presentation.

Seating arrangement
• If possible arrange seating so the exit and entrance  

to the room are at the back.

• Know how many people are expected and make sure  
there are as many seats as people this will stop them  
from sitting at the back of the room.

• Keeping the participants closer will focus their attention  
on you.
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