EFFECTIVE SPEAKING—COMMON PITFALLS 
 
THE TWELVE MOST COMMON PROBLEMS IN CONTENT 
 
1. Not adequately introducing the subject to the audience. 
2. Not having a clear purpose. 
3. Talking over the heads of the audience. 
4. Talking down to the audience. 
5. Not defining key terms, acronyms, or technical language. 
6. Covering too much information in the allotted time. 
7. Repeating ideas. 
8. Stretching out the briefing needlessly. 
9. Not making smooth transitions between the key points. 
10. Using too many (or too few) training aids. 
11. Concluding the briefing too quickly. 
12. Not allowing for questions and answers. 
 
THE TWELVE MOST COMMON PROBLEMS IN DELIVERY 
 
1. Lacking enthusiasm. 
2. Speaking too fast (or too slow), too loud (or too soft). 
3. Playing with note cards or the pointer. 
4. Reading word for word from the note card. 
5. Not maintaining eye contact with the whole audience. 
6. Trying to be too “cute” with the audience. 
7. Using words that the audience doesn’t understand. 
8. Making apologies. 
9. Trying to cover up mistakes. 
10. Saying “umm” or “ah” too much. 
11. Moving too much (or being too stiff). 
12. Hiding behind a podium or overhead project 
 
