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The Big piCTure

n Navigators and peer support specialists are 
often asked to speak to groups of various 
sizes.

n	 Some people are uncomfortable speaking 
to groups or are not sure how best to give a 
presentation.

n	 Planning a presentation in advance and fol-
lowing a few simple guidelines can help you 
speak to groups effectively.

Consider Your TopiC, AudienCe, And purpose 
When planning a presentation, it is important to 
think about your topic as it relates to the group 
you will be speaking to and what you are trying to 
achieve. 

Some topics are fairly simple and easy to explain 
to a wide variety of people. If your topic is more 
complicated and requires you to use specific tech-
nical terms or more complex language, the level 
of familiarity your audience has with that topic 
becomes much more important. 

If you will be presenting to people you work with 
or those with a good understanding of the topic, 
you may not need much of an introduction and 
can go straight to discussing technical details. But 
with current or potential clients, public officials, 
or the general public—in other words, people who 
might not be familiar with the topic—use words 
and terms that they will understand; avoid using 
jargon, acronyms, and abbreviations. With an au-
dience that does not know much about the topic, 
you will need to provide more detail and take the 
time to explain unfamiliar information.

You will also need to consider the purpose of your 
presentation. If, for example, you are trying to 

persuade potential clients to accept services from 
your organization, your presentation will need to 
explain what you are asking them to do and how it 
may help them.

Having a clear picture of your topic, audience, 
and purpose will help you plan a presentation that 
meets your audience’s needs and supports your 
purpose.

P
Planning and preparing your presentation in  
advance is helpful, even if you are already  
comfortable speaking to groups.

Start by writing an outline for your presentation. It 
is usually better to speak from an outline than to 
write out the entire presentation and read it word 
for word. Speaking from an outline sounds more 
natural.

Begin the outline by listing no more than three key 
points that explain the purpose of the presenta-
tion. For example, if you are speaking about your 
organization’s work, the key points might be how 
and why the organization was formed, what ser-
vices it provides and whom it serves, and how it 
benefits clients and the community. Beneath each 
key point, write a few sentences or brief com-
ments to explain that point.

If you use visual aids, such as PowerPoint slides, 
keep them simple and uncluttered. It is usual-
ly best to use dark text on a light background. 
Photos and illustrations can be helpful, but do not 
include so many that they distract from your mes-
sage. Avoid sound effects, unusual fonts, or other 
elements that might distract people from the in-
formation you are sharing. Be sure to include any 
necessary logos, website addresses, and contact 
information.
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Finally, practice your presentation either alone or 
in front of one or two people you feel comfortable 
with. They can tell you what went well and what 
you might improve. As you practice, make sure your 
presentation fits within the time available.
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When speaking to a group, speak slightly slower 
than you would during a normal conversation. This 
gives people time to hear and understand what you 
are saying. Stand or sit with good posture and try to 
avoid fidgeting. If you are speaking from a podium 
or sitting behind a table, resting your hands on the 

podium or table can help keep them still. Use natural 
hand gestures and changes in your tone of voice to 
emphasize key points.

If you feel nervous about speaking to a group, take 
a few slow, deep breaths before you begin. Find a 
couple of friendly faces in the group and focus on 
speaking to them rather than thinking about the 
group as a whole. Focus on the message you want 
to deliver rather than on yourself. Finally, remember 
that the people in your audience want you to  
succeed.

The five Cs of puBliC speAking 
Five important ideas can help you prepare and 

deliver an effective presentation. They are:
n Clarity: Keep your presentation simple. Use

plain language and avoid technical terms
whenever possible.

n Conciseness: Keep your presentation brief. Cut
unnecessary words and avoid repeating the
same point.

n Confidence: Prepare and practice your pre-
sentation in advance, then deliver it with calm
body language and a steady voice.

n Credibility: Support your key points with facts
and evidence to build trust.

n Connection: Look at the people in your audi-
ence and consider their needs. Why are they
listening to you? When they know you care,
they are more likely to pay close attention to
what you say.
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Effective Public Speaking: 8 Techniques to 

Improve Your Public Speaking Skills—https://

online.utpb.edu/about-us/articles/communi-

cation/the-art-of-effective-public-speaking-

8-techniques-to-improve-your-speaking-

skills

Public Speaking Tips for Beginners—https://

www.youtube.com/watch?v=i5mYphUoOCs 

The Secret to Great Public Speaking—https://

www.youtube.com/watch?v=MT2q1YKZQPE 

Please use the QR code at left or the link https://qualtricsxm6yh3ssdyd.qualtrics.com/jfe/form/
SV_6LivLeMR7W60tn0?Q_CHL=qrps://qualtricsxm6yh3ssdyd.qualtrics.com/jfe/form/
SV_6LivLeMR7W60tn0?Q_CHL=qr to access a brief follow-up survey regarding this report; thank 
you in advance for helping us to improve our services.

Peer 2 Peer is a product of the Kentucky Injury Prevention and Research Center, a partnership between the University of Kentucky  
College of Public Health and the Kentucky Department for Public Health (DPH). For more information, visit www.kiprc.uky.edu. This  
project is supported by the Centers for Disease Control and Prevention (CDC) of the U.S. Department of Health and Human Services 
(HHS) as part of cooperative agreement 1 NU17CE010186 totaling $5,769,396 with 0% financed with nongovernmental sources. The 
contents are those of the author(s) and do not necessarily represent the official views of, nor an endorsement by, CDC, HHS, or the U.S. 
government. For more information, please visit CDC.gov.
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