
Telling Your Story
Communicating Effectively 
with Different Audiences



Know Your Audience
Who are you talking to?  Think of some of the groups or people we might be 
asked to present to in our line of work;

- County Administration
- Other Departments
- Electoral Boards
- Governing Bodies
- Election Officers
- Staff
- Other????



Logistics
Think about the following;

- How long do you have with them?
- Respecting time is vital.  If it’s an hour keep it less to give time for questions.

- Where is the presentation being done?
- Your office?  Somewhere else?  What is room setup like? 

- Will you have access to technology?
- Powerpoint/Google Slides?

- Are handouts going to be necessary/helpful?
- Can be helpful or can be distracting depending on audience.



What’s the Point
Think about the people you are speaking to and consider the following before 
you start putting the presentation together;

- What are they interested in?
- What can you use to ‘hook’ the audience?

- What is the point of the presentation?
- What is the overall goal?  Budget increase?  Information?  Training?

- What do you need them to get out of the presentation?
- Think of the ONE thing that they need to get if nothing else!

- What do you want them to get out of the presentation?
- Think of all the OTHER things you’d like them to get out of it!



Creating your Message
Now that we know the audience, logistics and the point it’s time to work on 
the message itself…..

- It’s important to tailor the message to the audience
- Why do they care?  Depending on who you are talking about it could be Election Officers 

not having to come in to sign OR County Board or Admin not ending up on TV.

- Start with a story or information that will ‘hook’ them
- Between 2000 and 2016 Elections the number of Absentee Voters increased by 387%.
- The Election Office processes 36,000 Transactions yearly.
- Elections are really everyones responsibility because….

- Don’t use a lot of jargon or industry lingo
- They don’t know what AB, VRAV, VEBA, SBE, ELECT means so spell it out.



Creating your Message
Now that we know the audience and the point it’s time to work on the 
message itself.  

- Organize your thoughts...don’t jump around topics
- Use statistics, facts, relevant code sections, and comparisons

- Need to be able to back up your claims!
- How many staff members to other similar jurisictions have?  Or what budget?
- What kind of support do other localities provide their Election Offices?

- Recap the highlights at the end to ensure they got the point
- What was the most important part for them to hear?
- Why should they care about what you say?

- Leave time for questions and encourage participation



Slide Presentations
- Use as few slides as possible

- Too many slides is a book not a presentation.
- Death by Powerpoint is real and it’s painful.

- Do not read the slides to the audience
- Presumably they know how to read, they’d rather hear what you have to say.

- Slides are reminders of what you want to talk about not a script
- Bullet points then you talk about each topic.

- Decide whether to print or not print slides for everyone
- This can be helpful if they need to take notes.
- It can also distract them and they are reading slides instead of listening to you.
- One option is to distribute the presentation after.

- Organize your thoughts...don’t jump around topics



Slide Presentations
- Tables, charts and graphs are your friend

- They are easy to read and give data in a quick easily digestible format.
- These are always a huge hit with our County Admin and BOS.

- Make sure all equipment works in advance
- Formatting tips

- A Sans Serif type font is ideal, avoid ‘cute’ fonts.
- 24 point minimum size, need to see 6’ plus away.
- Avoid italization, dark backgrounds, red and green.
- Do not use all caps.
- Use same bulleting and format system throughout.
- Don’t get too fancy with graphics and such...keep it simple.



Presentation Tips/Thoughts
- Start on time and end on time

- Be respectful of everyones time!

- Don’t overtalk.  Say what you need to say and move on
- Overtalking risks confusing people.  Make the point and move on.

- Avoid cross conversations that will distract others
- If questions don’t pertain to everyone address them afterwards
- Decide in advance how to handle questions;

- At the end of each slide and/or topic.
- At the end of the presentation.
- Blurt them out as you go.



Presentation Tips/Thoughts
- Read and know the info before hand so it’s natural
- Make eye contact with audience members and smile
- Speak clearly, don’t mumble
- Be direct and to the point...don’t whine

- Contrary to what we might think, sadly no one cares.

- If you have a story tell it...people connect with stories
- Avoid wormholes...don’t get sucked in a direction you don’t want to go
- Project confidence...remember that in all likelihood you know far more 

about the subject than the people you are talking to!



That’s all folks!
- Recap at the end, make sure they got what you wanted them to get!
- Encourage questions, comments, clarifications, etc.
- Be sure to thank everyone for their time.
- What else are we missing?  Thoughts, comments?


