
Legion Events Notes - Public Speaking and Presentation Skills 

Public speaking does not come naturally to most people, but it is an essential element 
of presenting the Legion and it can be an incredibly useful skill and tool to inform and 
influence other people. 

To make your talk or presentation memorable, follow these basic guidelines to ensure 
your message is understood and remembered, time and time again. 

Before the Presentation, decide what you want to Achieve: 

To deliver a successful presentation, preparation is paramount; ask yourself the 
following questions 
 

 What is the purpose of the presentation, e.g. "Raise 

Awareness of LIC".  

 Who is the Audience, e.g. "County and Branch Officials". 

 What do I want the audience to do after the presentation, e.g. "Be inspired and 

motivated to get more involved". 

 Have a Simple Plan: 

 Before commencing your presentation have a simple plan - 

 Introduce yourself - "Daisy Chain - Royal British Legion, CRO". 

 State why you are there and what your aims are - "I am going to talk to you 

about Legion in this community and how you can apply for funding' 

 Introduce each point clearly and simply - example "The application Form is 

used to register your interest in running a project" 

 Sum up main points and repeat your aim - "Don't forget LIC 2 is the only way to 

receive funding for your LIC project" 

 Conclude memorably if possible - "Before you all rush off to arrange your 

events, may I thank you all for attending". 
 

Rehearse your Presentation 

Rehearsal is a key element to a successful presentation. Always be prepared to go 

through your presentation a few times before delivering. Arrive early at the venue and 

set up with time to become familiar with the surroundings. Remember to choose 

comfortable, clean and presentable clothes. 

The Presentation 

To leave the audience with a strong understanding and vivid memories of your 

presentation, follow these simply guidelines: 

 Be clear and concise with points being made. 

 Use examples to bring points to life. 

 Keep your body language positive and don't hide behind 

a rostrum.  



 Don't read from your notes - but occasional glances are 

acceptable. 

 Project your voice with energy and enthusiasm. 

 Speak clearly and slowly when nervous - vary tone and volume of voice. 

 Use evocative words such as crazy, fabulous, awesome and fantastic. 

 Use visual aids and add humour whenever appropriate and possible. 

 Smile at your audience and allow for pauses. 

 Make regular eye-contact with the audience and remember to scan and not fix 
your attention on a friendly face. 

 Interact with audience if possible and establish a rapport. 

 Don’t talk for too long; 45 minutes is the attention span of a typical audience. 

Keep to your allotted time. 

 Stay and chat with your audience afterwards - make a personal connection. 
 

Using Visual Aids on PowerPoint: 

 Don't overcrowd with text: Less is more.  

 Be consistent with colours and font. 

 Use large fonts so everyone can read the writing on slides. (As a guide 

anything smaller than 22 point is too small.) Use bigger fonts for bigger 

audiences. 

 Use graphic and slides if appropriate. 

 Use hand-outs. 

 Use Spell Check as "typos" become a distraction. 

 


