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Welcome 
  

  

Good morning and welcome to the Women’s 

Leadership Conference workshop on “Communicating 

with Impact”. I am thrilled to be working with you.   

  

I have some helpful tips, tools, and techniques to 

share with you to strengthen your professional 

presence in meetings and presentations as you move 

through your careers in the business world.  

  

Our time together will provide you with opportunities 

for learning and practicing.  I encourage you to ask 

questions, share your thoughts and experiences.  

Think of this as your private laboratory, a safe place to 

see what communication tools feel right for you.  
  

  

  

           

Monica 
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Advice given to women between 
1830-1900 

We’ve Come a Long Way… 

If you talk in society, talk only about those things you 
understand. 
 
 
Never talk when a man is eating.  It may spoil his digestive 
juices. 
 
 
Always remember that the lyrical recitation of poetry will 
bring you  
more knowledge than mathematical knowledge or skills. 
 
Better to say too little, than to say too much in company. 
 

77% of the highest-achieving women have strong ties 
with an inner circle of other women. 

 
— Forbes.com, Why Women Need To Network Differently Than 

Men To Get Ahead 
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Executive Presence in 
Numbers 

26% 

78% 

98% 

“Executive Presence” 

COQUAL 

“Executive Presence Is a Top Priority for Leadership” 

Sally Williamson & Associates 

Of total of what you 
need to get to the next 
level 

Lack of EP will hold you 
back 

Skills not Innate 

https://coqual.org/wp-content/uploads/2020/09/26_executivepresence_keyfindings-1.pdf
https://coqual.org/wp-content/uploads/2020/09/26_executivepresence_keyfindings-1.pdf
https://sallywilliamson.com/executive-presence-top-priority-leadership/
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Everything Communicates! 
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Networking Strategy:  

YOUR Title/Role 

BENEFIT of your Role 

What you DO 

I’m LOOKING 

FORWARD to… 

X 

X 

X 

X 

Prompts: 

Have a Powerful Introduction 
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Verbal & Non-Verbal Presence 

Projecting Confidence 

 

1. Incorporate Vocal Variety 

 

2. Eliminate Tentative Language 

and Uptalk 

 

3. Take Up Space 

 

4. Practice Symmetry 

 

5. Establish Stability 



H.E.C. 

Be Well Organized 

Headline: 15 words or 

less  

Examples: 2-3 supporting points  

Comment: Your 

insight,  conviction, 
synthesis, editorial  

H. E. C. is a great tool for getting to the point, to offer an 
opinion, or to answer a question. It is important to say the 
three to four distinct and related sentences in order, H. E. C. It 
is also important to complete H. E. C. within 30 seconds. 
* Keep in mind, you can build an H.E.C. for every main point. 



H. E. C. 
 

H. E. C. is a great tool for getting to the point, to offer an opinion, or to answer a 
question. It is important to say the three to four distinct and related sentences in 
order, H. E. C. It is also important to complete H. E. C. within 30 seconds. 
 * Keep in mind, you can build an H.E.C. for every main point. 

 
 

Headline: A factual response to the question being 
asked or the topic at hand. An overview statement 
designed to give the listener a Big Picture idea of 
your topic. 
 
"Landing commercial contracts with large 
healthcare enterprises is more challenging than 
ever. " 
 

 

Example: A more in-depth statement containing 
examples, evidence, or experiences of details 
refered to in the headline. Provide facts with 
context, and how to view those facts. 
 
 “There are two points that speak to this: 
1. "The continued tight economic environment has 
increased restrictions by 25%.  
2. The negotiations involved take time and 
patience” 
 

 

Comment: A statement of your opinion/ 
perspective/suggestion of the topic being 
discussed. 
 
"Based on what we see, companies who are 
successfully attaining enterprise contracts need 
strong negotiation skills ". 
 

 



  

1.   Adjust camera lens height to eye level. Raise laptop on books or small box. 

Note this is different than merely tilting laptop monitor forwards or backward. Put eye 

line in the correct location within the frame. Eyes should be in upper third of screen. 

Adjust headroom (the space above your head) to ONLY 2-3 inches from head to top 

of screen. 
  

2.   Direct eye contact to camera lens. This is the best way to build relationships 

with listeners. Strengthen peripheral vision to look at a co-presenter, meeting 

software, notes, or deck. *Hint- practice honing this in future video calls. Speaking to 

camera lens directly is vital skill to appear confident and persuasive. 
  

3.   Control the background. Everything communicates. Dedicate five minutes to 

remove any items off the floor, straighten books, distracting items in the shot frame. 

This shows a level of respect in American business culture. 
  

4.   Balance lighting.  For consistent on-demand balanced lighting, use a ring light 

or other light source such as a lamp, placed behind the camera lens, so that is it 

illuminating front of face, balancing natural window light. 

  

5.   Set up medium-wide framing shot.  Full face to mid-chest. 
  

6.   Check technology in advance. Silence notifications, close unnecessary apps, 

charge air pods. Check mute buttons, turn off text alerts. 
  

7.   Sit up straight. Hunching forward unintentionally makes a speaker look small 

and less confident. Sit on the edge of the chair, feet planted on the ground, position 

camera lens to precisely eye level when looking straight ahead. 
  

8.   Keep an eye on the time. It's best to run a bit under than over to keep a meeting 

running smoothly. Consider using cell phone stopwatch to see time at a glance. If 

running long, don't rush through content by speaking quickly; parachute out with 2-3 

high-level comments to complete the thought. 

Here are eight specific components to check off your list 

before going virtual. 

Eight Current Tips for Effective 
Virtual Presence: 





Monica’s Ten Second Relaxer 
  
  
 
Use this exercise when tension produces an upper thoracic breathing 
pattern (when you see or feel your upper chest expanding as you 
inhale) due to nervousness or stress.  To correct this pressure-
producing breathing and move the control of your breathing down to 
the diaphragm, follow these steps: 

  
  
 
 1. As you inhale upper thoracically, squeeze your thumbs against any 
other finger on the same hand.  Squeeze tightest at the top of our 
inhalation. 
   
2. Hold this for 1 second and say 1 positive thought to yourself about 
the speaking situation: i.e.: I know my message.  
  
3. As you exhale upper thoracically, release the pressure created 
between your fingers.  Release all the pressure by the time you 
complete your exhalation. 
  
  
  
Repeat this exercise three times during a ten second period.  It will 
release the nervous tension and allow you to switch to the more 
appropriate and comfortable diaphragmatic breathing pattern. 



Monica 

Remember to speak with 
confidence 

 

Thank You 



NOTES: 


