Lisa Taylor — lisa@coherentcities.com | 07738 800 404

General:

Dr. Albert Mehrabian’s 7-38-55% Rule
Elements of Personal
Communication
* 7% spoken words
* 38% voice, tone
* 55% body language

1. When you’re presenting, audiences register — or more
accurately, connect with you based on —=body language
first, voice & tone second, with content coming in at under
10% (Mehrabian). Practice and try to be fully engaged on 55%
the day, even if you're online. 38%

To practice, watch great orators to see what they do (if you
watched the Democratic Convention in summer 2024, why
and how did Michelle *Obama’s talk eclipse Barack’s?), tell
stories [rather than present facts] to yourself, colleagues and friends, try to speak at meetings etc when you can and
ask for constructive feedback from people you trust.

To be fully engaged, sleep enough (!), hydrate before and during, and do whatever you need to feel as comfortable and
confident as possible on the day — listen to ‘battle’ tunes, talk to a positive person, go for a walk, remember why you
love what you do and how your talk might help people.

a. Physical space hacks that can help with the above: How’s your posture? If standing, try to remember shoulders
back and some movement around the stage. If seated, get your butt back in the chair and lean forward a little (not
hunching) for stability, ergonomics over a long call and best angle. How's the lighting? In person, can you move
away from a distracting spotlight or get out of the path of the projector?2 On Teams, can you reposition to avoid
being backlit by a window or tilt to avoid that streak from a spot-light/downlighter.

b. Body techniques that can help: Are you rested? Can you get some fresh air before your event (being in any sort
of nature really helps with making speeches; perspective?). Have you walked around to loosen up, even if it’s in the

corridor or washroom? Try laughing — a big fake belly-laugh — to prep your lungs, throat and mouth for presenting,
and/or try the ‘Rolling-Rs exercise former BBC journalist Helen Grady taught our GM Leaders Plus group. Definitely

protect at least 5 minutes for yourself to relax, revisit key points and breathe.

2. When you’re in person, slides are there to support you, not carry you. Even if you're less prepared than you'd like, try
not to rely on slide content, but face mostly front and make eye contact with your audience, sharing your own insight or
asking an audience question where appropriate. Try to smile, or at least have some mobile expressions if it's a hard
topic.

3. When you’re presenting on screen (and may not be seen), you're often supporting your slides. Still make sure your
voice carries the story with some flow and energy. Imagine it as a podcast instead of Teams.

4. To get across what you must and to keep the attention of busy people (i.e. everyone!), non-experts, non-artists
and/or non-English-speakers, consider having
a. a tight summary deck (10-30 slides) plus a more detailed technical deck if necessary eg for a bid
b. a presentation deck and a leave-behind document and/or
c. asingle deck but with the detail at the end as hidden slides you can use as Resources or Appendix

POWERPOINT (PPT) VISUALS + LAYOUT (Max 30 slides

o Use the whole page. Tiny images in a sea of white is hard to see and has little impact

o Use high-res images. With Google, you can usually find these easily. Where relevant, take your own photos!
THINK about your images. PowerPoints are dull — engage your audience.

o Use powerful images over loads of bullets. If your slides will be a hand-out, err on the other side (lovely images
don’t tell anyone anything a week later) but still...

o Keep your PPT clean — across all slides, use consistent fonts, spacing & bullets and clearly separated images. Is a
logo sticking out from behind an image? Fix it!

o Balance font size — Big enough text to read, but not so huge you have to use too many slides.

e Don’t’ get too fancy — Stick to fonts that are common, so your PPT works everywhere

o Help others use your material: Does it work as a PDF2 Are pages numbered? Are your images so huge the file is
too big to send (hello pretty much all lovely designers!).

o Keep presentations tight. If you can say it in 1 or 5 slides rather than 15 or 60, do it!

o Don’t use slides as a crutch! Know your material and speak to your audience
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VOICE: Have water handy! And remember to drink it!

e Breathing & projection — It's harder to breather properly while seated, stand up if you can. Before you get on
stage or turn on your video, do some belly/diaphragm or “yoga” breathing. For what diaphragm breathing means,
read: https://www.linkedin.com /pulse /ever-been-told-speak-from-your-diaphragm-heres-what-means-amy-hume /.
To see it, watch: https://www.youtube.com /watch?v=dyloUMwDZ Xw

e If you have a quiet voice or a sore throat, humming, at the front of your mouth with lips closed, can help your voice
without stressing throat or larynx. See here; start at 2:10 to avoid the discussion of singers getting phlegmy!
https: / /www.youtube.com/watch2v=8v sGIRgy-8

o Microphones: You could be better off without, since you're freer to move, it doesn’t rub against cloth & can sound
less tinny but use one if room is noisy /boxy. *Avoid collars, jewellery or rubbing the cord!

BODY:

o Position — “Bum in Back of Chair”: lean forward a bit, tuck the back of your shirt in so you have nice clean frame,
shoulders back & good posture. It gives a good visual impression and helps with breathing.

e Movement — For hand and arm movements, do whatever is normal/comfortable for you: moving around in your
chair — or if standing, at the podium. Avoid rocking, fidgeting or swivelling!

o Eye contact — look at the audience or the camera (but you can look to slides or notes now and again, esp. for a
pause). If you'’re online, imagine someone you like /will be receptive to your story behind the camera and talk
“through” the camera to them. With live audiences, find friendly faces scattered across the group so you move eye
contact around and get some energy from them.

o Resting face/body/voice: What are you doing while others are speaking? Use an attentive, positive expression;
avoid multitasking out of respect, whether in person or online.

DELIVERY:

e Prepare your space, with minimal clutter: notes close by, phone off etc. Have water handy (avoid caffeine during
since it dries you out but have a caffeine hit 30-45min prior if you like).

¢ Manage your nerves — Beforehand: walk around, limber up/stretch; run through your story; get comfortable in
your place. ¥*Adrenaline is the EXCITEMENT as well as the FEAR chemical.

o Take a beat/breath between your ideas / sentences. Will help with breathing, clarity and flow.

e AVOID READING FROM A SCRIPT. This looks even worse online! Practice will help you get comfortable with your
content — and your audience won't know what you forgot! Keep a few stats or keywords handy if need be.

e Rehearse! Try recording yourself on Zoom and playing it back — or rehearse for a friend!

o Notes on phones! If you're looking at your phone to check notes, some of the audience perceives you're not
focused on them. Tablets are better (notifications offl), paper is fine but stick to keywords.

CONTENT:

e Get their attention with a compelling fact or story; don’t take too much time on explaining the basics to
knowledgeable audiences, e.g. we know there’s a housing crisis... As a rule, attention span typically droops in the
middle of a talk, so having a good story helps, ideally 3 fairly equal parts: Problem - Proposal -
Delivery/How/Call to Action.

e Bring people’s attention back when you get to the core of your talk, by pausing, breathing and saying something
like “Our proposal is...:” or “What do ‘safer streets’ mean? ...” Good place for a ‘wow’ image.

o Have an ending! Could be a call to action, introducing the next speaker, or just a conclusion; if possible, come full
circle to the point you made at the start. Be specific, use active language, e.g. “l invite ABC to do XYZ"”, “Councils
and community leaders must agree to X...”, “Consumers also have a role to play; we need to...” or similar. Say
thank you at end so audience & host/AV know you're done.

o  Your own prep style: You may prefer lots of detail or loose notes and may focus first on text or visuals. Do

whichever is more comfortable but always rehearse, rehearse, rehearse!
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