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Preparing for speaking engagements 

Delivering a good talk on behalf of your business or community group is a 

wonderful opportunity to enhance the reputation of your organisation. 

 

Whether you are speaking on behalf of your organisation at a meeting, 

pitching for work or delivering training sessions, you want your message to be 

clear, on point and well received by your audience. 

 

Key points to consider for tailoring your talk to suit an audience include: 

  

○ the profile of the group you are speaking to, such as small to medium 

business owners or experienced team leaders from company x. 

○ why the audience is coming along to hear your talk 

○ expectations of the audience, such as whether they are enthusiastic to 

hear the points being made 

○ the knowledge and experience of your audience on your speaking topic  

○ the overall theme of the speaking event, such as the conference theme 

○ the expectations of the event organisers, particularly length of speaking 

time 

○ key messages you want the audience to take away 

○ what you want to achieve from delivering the talk to the audience. 

 

Considering what your audience wants to hear, what your event organiser 

expects and what you want to achieve from your talk helps you to direct your 

efforts to an outcome that will suit all parties. 

 

Ideally, your talk will be an opportunity to share your insight and experience, 

and to make a favourable impression with your audience. 

 

 

 

Recent appointment – President of Penguin Club of Aust.- City Group 

Heather has recently been appointed as President of the Penguin Club of 

Australia - City Group, in Adelaide, South Australia. 

The Penguin Club offers guidance and opportunities for women to develop 

their communication skills.  <  www.thepenguinclub.asn.au/  > 
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