
HOW TO 
IMPROVE YOUR 

PUBLIC SPEAKING
SKILLS

EVERY DAY
A  W O R K B O O K

We define public speaking as anytime you
speak in front of an audience of one person or

more. Every single day, you have an opportunity
to practice and improve your speaking skills.

Use this guide to help you. 



HOW TO IMPROVE YOUR PUBLIC SPEAKING SKILLS EVERY DAY
Introduce yourself at a meeting, conference, or networking event
Draft your intro below and also include a question for the person you meet so you can create a dialogue.
Meeting people at the start of an event helps reduce your nerves since you are no longer speaking to strangers.

Speak up in a meeting

Prepare 1-2 potential points in advance, based on the agenda and your experience. If someone makes
your point before you do, publicly support their comment and build on it.

Ask the facilitator to put you on the agenda or let them know you'd like to participate.

When asked a question, answer in a complete sentence and use your final sentence to summarize your
main point.

Incorporate "The 3 Movements" - eye contact, body language, and vocal variety - every time you speak.
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Ask a question at a conference
Push yourself to publicly ask a question at a conference. While listening to the speaker(s), write down a
thought and then approach the microphone (or virtually: use the “Raise Hand” feature) to ask your question.
Draft potential questions below. Include a clear one-sentence personal introduction.

Evaluate other speakers
Even if you're not on the meeting agenda or speaking at the conference, you can learn from every single
person who speaks. Use the feedback form on the next page to strategically analyze the speaking skills of
whomever is speaking. 



WHAT DO I LIKE? WHAT DON'T I LIKE?

EVALUATE OTHER SPEAKERS

While listening to someone speak in a meeting or at a conference, evaluate their speaking
skills. Ask yourself what you like and don't like about both their content and their delivery: 
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NOTES:

SPEAKER NAME

WHAT DO I LIKE? WHAT DON'T I LIKE?SPEAKER NAME

WHAT DO I LIKE? WHAT DON'T I LIKE?SPEAKER NAME
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SOLICIT FEEDBACK FROM OTHERS EVERY TIME YOU SPEAK
Before a speech or presentation, give this page to a trusted colleague and ask for their
feedback afterward.

POSITIVE FEEDBACK AREAS FOR IMPROVEMENTSPEAKER NAME

DATE

Powerful opening and closing
Clear structure and signposts/transitions
Concise and within time limits

STRUCTURE 

Impactful or unique, personal message
Relevant to target audience
Specific Call to Action (CTA), if appropriate

MESSAGE

Use of story, statistic, analogy, metaphor,
humor, quote, or descriptive language
Addressed objections, if applicable

TOOLS OF PERSUASION AND ELOQUENCE

Appropriate eye contact
Effective body language and gestures
Vocal variety, pacing, and tone

NONVERBAL COMMUNICATION

Confidence, energy
Authenticity, enthusiasm
Minimal filler words (um, uh, so, like, you know, kind of, sort of, just, I mean, really, right?)

PRESENCE

1 32 4 5RATING:

1 32 4 5RATING:

1 32 4 5RATING:

1 32 4 5RATING:

1 32 4 5RATING:

Lowest Highest

Lowest Highest

Lowest Highest

Lowest Highest

Lowest Highest



WHAT WENT WELL? WHAT WILL I DO DIFFERENTLY NEXT TIME?

OVERALL RATING OF 

WHAT FEEDBACK DID I RECEIVE FROM OTHERS?

After every speech or presentation, debrief your own experience. 
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DATE

TRACK YOUR PROGRESS WITH OUR SPEAKER’S LOGBOOK

1  2  3  4  5  6  7  8  9  1 0

MY ROLE

WHAT WENT WELL? WHAT WILL I DO DIFFERENTLY NEXT TIME?

OVERALL RATING OF 

WHAT FEEDBACK DID I RECEIVE FROM OTHERS?

DATE

1  2  3  4  5  6  7  8  9  1 0

MY ROLE



WHAT WENT WELL? WHAT WILL I DO DIFFERENTLY NEXT TIME?

OVERALL RATING OF 

WHAT FEEDBACK DID I RECEIVE FROM OTHERS?

After every speech or presentation, debrief your own experience. 
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DATE

TRACK YOUR PROGRESS WITH OUR SPEAKER’S LOGBOOK

1  2  3  4  5  6  7  8  9  1 0

MY ROLE

WHAT WENT WELL? WHAT WILL I DO DIFFERENTLY NEXT TIME?

OVERALL RATING OF 

WHAT FEEDBACK DID I RECEIVE FROM OTHERS?

DATE

1  2  3  4  5  6  7  8  9  1 0

MY ROLE



Harvard Business Review: How to speak up in a meeting, when to hold back
Harvard Business Review: Stop talking over each other in virtual meetings
GPS Blog: How to speak off the cuff
GPS YouTube: 5 steps to calm your nerves before a presentation
Speak with Impact: How to Command the Room and Influence Others (HarperCollins Leadership)
by Allison Shapira: http://www.speakwithimpactbook.com 

If you'd like to continue learning from us, click here to sign up to receive public speaking tips by email.
If you'd like to discuss our other training and coaching programs, please email Morgan Singer at
msinger@globalpublicspeaking.com. 

Connect with us on social media by clicking here:  

Additional resources from Allison Shapira and Global Public Speaking:

At Global Public Speaking, we firmly believe that public speaking is a skill, not a talent. It's not
something we are born with; it's something we all improve with practice and feedback. 

Every single day, you have an opportunity to practice and improve your skills. 

We hope you have found this workbook helpful to you!

Global Public Speaking LLC is a leadership communication training
firm based in Washington, DC. We work with emerging and established
leaders who want to speak clearly, concisely, and confidently - both
virtually and in person. Our CEO and founder, Allison Shapira, is a
former opera singer who teaches public speaking at the Harvard
Kennedy School. She and her team of expert trainers and coaches
have spent 20 years working with Fortune 50 companies, government
agencies, and non-profit organizations around the world. Allison is a
Certified Speaking Professional (CSP) and the author of the best-
selling book, Speak with Impact: How to Command the Room and
Influence Others (HarperCollins Leadership, 2018). Global Public
Speaking is a certified Woman-Owned Small Business. 
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KEEP THE LEARNING GOING!

ABOUT GLOBAL PUBLIC SPEAKING

https://hbr.org/2019/04/how-to-speak-up-in-a-meeting-and-when-to-hold-back
https://hbr.org/2021/05/stop-talking-over-each-other-in-virtual-meetings
https://www.globalpublicspeaking.com/how-to-speak-off-the-cuff/
https://www.youtube.com/watch?v=yyL7f8Ow45w
http://www.speakwithimpactbook.com/
https://globalpublicspeaking.com/the-gps-newsletter/
https://www.facebook.com/GlobalPublicSpeaking
https://twitter.com/GPSpeakingLLC
https://www.linkedin.com/company/1871529/admin/
https://www.youtube.com/channel/UCOMwgjGuoZEWr0l_Y-3IBrw
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