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Be Seen, Be Heard, Make an 
Impact

VIRTUALLY
Career Acceleration Masterclass



Learning Outcomes
• Understanding who you are speaking to, so the conversation is relevant and 

invaluable to the leader.

• Appreciating the purpose of any conversation and whether it is relevant.

• The power of ‘Brief Speaking’: keeping conversations at ‘Headline’ level and 
shorter, especially to busy leaders

• How to demonstrate credibility: in the way you present yourself verbally and non-
verbally 

• The use of language and vocabulary. How it adds or damages your credibility

• Recognising when your voice changes (leading to questioning your credibility) and 
how to make it more impactful

• Managing nerves and developing a preparation system so you feel confident and 
prepared before meetings.

• Gaining the maximum impact as an emerging leader with your non-verbal 
communication: this is an area we explore in a virtual setting including facial 
expressions and awareness of your gestures and body language

• How you use your voice and match what you say with your non-verbal 
communication for maximum impact.

• Self advocacy: how we can share our contribution. How to own our contribution 
with “I” rather than “We”

• The use of stories/casestudies to assist in self advocacy

• Support and permission for Introverts to speak and contribute to the conversation.
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Discussion



What is 
credibility?

The quality of being trusted and 
believed in



Purpose of 
you speaking



DIFFERENT AUDIENCES
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Building Rapport and 
connection



THE “WHAT’S IN IT FOR THEM?” 
AUDIENCE matrix

What do you want out of the conversation?

What do you want your audience to get out of the conversation?

What’s in it for the audience personally?

What’s in it for the audience professionally?









Ding dong word bingo
Just Actually Almost I just think

I actually disagree I almost want to suggest Sorry Sorry to bother you but

Sorry if this is a silly 
question but

Sorry, it’s only me Just a minute A little bit

Just a second Am I making sense? Does that make sense? Do you know what I 
mean?

I am no expert at this but You clearly know much 
more than I about this 
but

Let me know if you have 
any questions?

How does everyone feel 
about this?

Oh: what do you think? I feel that… I guess that.. I think that…

I’ll just be two tics I think that I’m good at Maybe if I Maybe it would be better 
to
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Ding Dong 
Email 
Check List

Ding Dong words and phrases

Unnecessary apologies

Weak add ons

Weak questions for validation

Undermining disclaimers

Hiding your point behind a question

Remember to weave in warmth, authenticity.
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I think
I believe
The Truth is



Make more Impact by saying less.



• Keep your content “Headline”
• Keep focused on the topic
• Avoid feeling you need to ‘fill up’ 

silence with extra words
• Avoid going into too much detail
• Create curiosity and intrigue
• If you don’t know what you are 

talking about, don’t say it!









How could you include 
stories and case studies 

when you are in business 
conversations?
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WAYS TO START

• Statistic
• Statement
• Question
• Story 





How could you 
end a 
conversation?
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What are you 
going to say?





Creating a self psychological zone



Tips for 
managing 

nerves 
when 

speaking

Know what you are going to say

If  presenting practice

Exercise: stretch or even walk round the 
block

Breathing exercise

Vocal warm up



Discussion on this: including ideas 
of where it doesn’t work



Matching what 
you say with 
your non-verbal 
communication



Explain this theory. Power pose 
demonstration – get everyone up





Taking Notes in 
Meetings



Facial 
Expressions





The Voice
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When does your voice change?
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Tips for 
Introverts

You have a right to share your opinion

Plan 3 things you could say in any meeting

Ask for the agenda and plan

Use your non-verbal cues (facial expressions, body language) to 
indicate you wish to speak

In virtual meetings, use chat and highlight you have an opinion to the 
chair of the meeting

If someone has already said something you were going to say, make 
sure you speak: “I agree with xxxx; this is the best option”

Support other quieter people in a meeting



Top Tips for 
Extroverts

Think before you speak: slow down

Read the room: can you see other other people 
wishing to speak?

Avoid interrupting other people as they speak

Could you speak briefly?

Remember there is power in silence



What is the first 
action you will do 
as a result of this 

virtual workshop?
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