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List 22 guidelines to speak eloquently like a leader

Below are 22 guidelines to speak eloquently like a leader, structured, concise, and
practical.

22 GUIDELINES TO SPEAK ELOQUENTLY
LIKE A LEADER

A. MINDSET & INTENT (Internal Foundation)

1. Speak with purpose, not volume
- Know the reason for every sentence before you say it.

2. Slow is smooth; smooth is strong
— Leaders pause. They do not rush.

3. Anchor yourself emotionally
- Don't speak from anxiety; speak from clarity and calm.

4. Focus on the message, not on being impressive
- Over-trying kills eloquence. Simplicity is king.

5. Respect the listener's intelligence
- Avoid talking down to people; offer direction, not domination.
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B. STRUCTURE & LOGIC (How to frame your
words)

1. Lead with the headline
— State the core message in one crisp sentence first.

2. Use the Rule of Three
— Deliver points in sets of 3 for clarity and emphasis.

3. Use short, powerful sentences
- Long sentences dilute authority; sharp lines carry impact.

4. Stay within one track of thought
- Don't scatter ideas; leaders move in clean straight lines.

5. Close the loop
- If you open a topic, finish it. Never leave listeners hanging.

C.LANGUAGE STYLE (How your words
feel)

1. Choose strong verbs, not fancy adjectives
- “We will build” is stronger than "We are very committed.”

2. Use concrete imagery
— Leaders make the invisible visible.
Example: "We're building a bridge, not a maze."

3. Avoid filler words
— Cut: “um, like, you know."
- Replace with silence.

4. Use respectful directness
- Direct # rude.
Example: “Here's what we need to do next."

5. Speak in clean language
- Remove clutter: "Basically, actually, literally.”
- Clean language equals clean leadership.
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D. DELIVERY & PRESENCE (How you sound
and appear)

1. Use controlled pacing
- Vary slow, steady, and fast when emphasizing key points.

2. Maintain vocal warmth
- A soft tone with firm content = authority without aggression.

3. Let silence work for you
— Silence signals confidence and leadership control.

4. Stand or sit with intentional posture
- Open shoulders, relaxed face - trustworthy presence.

5. Look people in the eye with steadiness, not intensity
— Leaders connect, not intimidate.

E. INTERPERSONAL LEADERSHIP (How you
interact)

1. Answer questions with structure
— Start with your direct answer - then 2-3 reasons - then the next step.

2. End every message with direction
— Leaders always give an actionable next step.
Example: “Let's proceed with the plan and reconvene at 3 PM."”

If you want, | can also create:

o A daily practice routine for eloquent leadership

o A before-speaking checklist

» A sample 60-second leader speech using all 22 guidelines
Below are all three:

1. Daily Practice Routine

2. Before-Speaking Checklist
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3. Sample 60-Second Leader Speech using all 22 guidelines

Everything is concise, structured, and leader-level.

1) DAILY PRACTICE ROUTINE (10
minutes/day)

A. Mindset (2 minutes)

1. 1-minute grounding breath —inhale 4, hold 2, exhale 6.

2. State your Intent — “Today, | will speak slowly, clearly, and with purpose.”

B. Structure Training (3 minutes)
1. Pick any topic.

2. Practice expressing it in one headline sentence.
3. Then add three supporting points using the Rule of Three.

4. Practice closing the loop: restate the conclusion.

C. Language Style Training (2 minutes)
1. Replace weak words with strong verbs.
2. Practice 5 sentences without fillers (“um, like, you know").

3. Convert vague lines into concrete imagery.

D. Delivery/Pacing (2 minutes)

1. Read a paragraph slowly, emphasizing key words.
2. Insert 3 intentional pauses.

3. Practice voice warmth: lower volume slightly while keeping firmness.
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E. Interpersonal Leadership (1 minute)

1. Answer one imaginary question using:

Direct Answer

Key Reasons (2-3)

Action Step

2) BEFORE-SPEAKING CHECKLIST (30
seconds)

A. Clarity

1. What is my headline?
2. What are my three key points?

3. What outcome do | want the listener to walk away with?

B. Language

1. Are my words simple, clean, and strong?
2. Did I eliminate filler words?

3. Am | using verbs > adjectives?

C. Delivery

1. Is my pace controlled?
2. Am | willing to pause?

3. Is my tone warm but firm?

D. Presence
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1. Are my shoulders relaxed and open?
2. Are my eyes steady, not intense?

3. Am | anchored emotionally?

E. Leadership Direction

1. Do | know the exact next step | will give at the end?

3) SAMPLE 60-SECOND LEADER SPEECH
(Uses all 22 Guidelines)

Headline:

“Today, we focus on building momentum the right way."

Message:

“We have one clear direction: simplify, strengthen, and execute.

First, simplify — remove the tasks and distractions that don't help the mission.

Second, strengthen — reinforce what is already working through discipline and
consistency.

Third, execute — move with intention, not speed, and finish the work we start.
Our goal is simple: productive clarity, not noisy activity.

We are not here to rush. We are here to be effective.

When something feels overwhelming, pause. Breathe. Return to the headline.
Use strong actions, not complicated language.

Speak clearly, close every loop, and respect each person in the room.

As we move forward, | want all of us to align on one next step:

By tomorrow at 1 PM, prepare your top three priorities, trimmed down to the
essentials.

We build momentum not by doing more, but by doing what matters.”

If you want, | can also create:
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o A 30-second “leader voice” training drill
o A dialogue script showing how to speak like a leader in conversation

o A self-test to measure your progress in eloquent speaking
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