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Thank you all for being here today, my name is Julianne McCaffrey and it is my distinct 
pleasure to be able to speak to you as you celebrate your 45th anniversary.   
As I trust you all know, the history of the business and professional women’s clubs 

stretches much further than that, with the first club being established in 1930.   

It’s worth noting that the employment rate of women back then was roughly 24 per cent, 

that means less than every 1 in 4 women were gainfully employed.   

Just looking around this room today I can see that number has been raised 

exponentially; due in no small part to BPW.   

In fact, it may be appropriate to use an old adage by saying BPW is the best thing since 

sliced bread, as 1930 also marks the year that packaged, sliced bread was first sold in 

stores.   

With that moment in history aside, let’s get acquainted.   

For the past 10 years I’ve been working in the communications field, previously as a 

journalist and PR practitioner, and currently as a speechwriter and college professor.   

With this unique skill set I feel qualified to teach you about the language of leadership. 

That is, how to create multi-faceted speeches using various methods of structure and 

style.  

Knowing how to effectively craft a professional speech will allow you the unique 

opportunity to influence and inspire audiences.   

A speech is a multi-sensory, two-way transaction between you and your audience, 

incorporating both verbal and non-verbal elements. 

If you came here today with some reservations about being put to the task of writing a 

speech, then I have every confidence you’ll leave here with the tools you need to carry 

out that task without hesitation.  

As well, if you came here today already feeling pretty good about knowing how to 

construct a sound speech, then I’ll provide you with some added expertise to make your 

speeches that much better.   

Let’s begin with the very foundation of a good speech: the structure.   

 



Some of you may look at speechwriting as something of an art form, and most great art 

forms are largely unstructured.   

Nothing can be further from the truth in regards to speech writing, and let me explain 

why with a few examples.   

We’ve all been there.   

We’ve all been part of a stagnant audience being subjected to a speech where it felt like 

the speaker was just droning on as we all struggle to find the point in what they’re 

saying.   

That is the result of a speech lacking structure.   

Conversely, we’ve all been witness to a speech that has exhilarated us.   

I’m sure you can remember a time in your life as an audience member where the energy 

and buzz in the room was almost tangible as you fervently hung on to the speaker’s 

every word.   

That is the result of a speech being effectively structured.   

Structure is essential for keeping both the speaker and the audience on track. 

Structure helps keep points concise and easy to follow. 

It should always be the foundation of your speech; you should never attempt to simply 

“wing it.” 

You may be interested to know that Mark Twain, famous author and speechwriter, has 

stated it usually takes more than three weeks to prepare a good impromptu speech.  

There are several effective structures you may choose to implement as part of your next 

speech.  The most tried and true of which closely resembles that of an essay.   

Additionally, I’ll explain some less common yet still just as effective structures that you 

may wish to use instead of the essay structure, depending on your topic.   

Regardless of what structure you use, it’s important to establish three fundamental 

elements that will help keep you on track.  

The general purpose, the specific purpose and the thesis statement.  

The general purpose is what your speech is designed to do.   



Is your speech designed to inform your audience, to convince them, or to persuade 

them?   

The specific purpose is a continuation of the general purpose, and explains specifically 

what you’re informing them about, convincing them of, or persuading them to do.   

For example: if you were Steve Jobs, the CEO of Apple, at a keynote speech then your 

specific purpose might be to inform them of a wonderful new iPhone that’s coming out 

next quarter.   

Lastly, there’s the thesis statement.  

The thesis statement is the central idea or objective and it is phrased in the form of a 

declarative statement.  It expands on the specific purpose and introduces the audience 

to the main points that the speech will develop.  

Going back to the Steve Job example, the thesis statement to go along with that might 

something like:  

The new iPhone promises to offer improved speed, better graphics capabilities and the 

ability to run more advanced applications.  

With your general purpose, specific purpose and thesis statement in check, you’ll be 

adequately prepared with the proper direction to begin crafting your speech.  

Let’s go back to what I’m going to refer to as the essay structure. 

If you’ve ever written an essay before then you’ll be familiar with the structure I’m about 

to explain to you.  

Even if you haven’t then I guarantee you’ve heard this structure used in many prolific 

speeches whether you have realized it or not.   

The essay structure is the most widely used because it has been proven to be most 

effective at keeping speakers and audiences on track throughout the duration of the 

speech.   

It has been used by any number of politicians, any number of keynote speakers, and any 

number of professors during lectures.   

Name the occasion, and it’s likely you can craft a speech using this structure. 

There are three basic components to this structure that I will explain to you in detail. 



The intro, the body, and the conclusion. 

Every speech, not just those structured with the essay format, should begin with a 

compelling introduction.   

The introduction is the entry way into your topic.  It is your one big chance to capture 

your audience’s attention and arouse their curiosity in what you’re about to say next.  

There are several techniques you can use to grab their attention and I’ll go over a few of 

them with you.   

A startling statistic will usually arouse attention, in fact, that’s how I began my speech to 

you today.   

However, make sure to use statistics with care by alluding to them in context, rather than 

bombarding the audience with tedious details.  

A personal reference is an effective introduction technique used to build a connection 

with the audience.  Try to use a personal fact, or personal experience that most people 

in the audience can relate to.   

Refer to a previous event that your audience has attended, or even a pervious speaker 

your audience has listened to.  This will also help build a personal connection with the 

audience.   

If you’re comfortable with the use of humour, that could also be an effective way to start 

a speech.   

Refrain from pulling jokes from a joke book.  Instead, self-deprecating humour is usually 

the safest route to take if you choose to use humour at all.  

After you’ve caught their attention by using one of these techniques, introduce your 

specific purpose and thesis statement. 

Make your main points clear by giving the audience a quick preview of what you’re going 

to expand on in the body of the speech.   

While previewing the main points, make sure to link the topic to the audience’s needs 

and motivations.   

Bear in mind that while the introduction and conclusion are the most important parts of 

the speech, it’s wise to write them after you have developed the bulk of the speech, 

which is the body.  



 

If you have developed a proper thesis statement, then organizing the body of the speech 

will come easy.  

Take the points that you wrote in the thesis statement, usually no less than two and no 

more than four, and expand on them.   

You don’t want to have only one main point because then your speech will be too short.  

Conversely, if you have more than four main points in a speech then you run the risk of 

presenting the audience with far too much information to take in during one sitting. 

When structuring these main points, the topic of the speech will determine the most 

appropriate organizational sequence.   

You can organize the main points according to chronology, space, cause-effect, topical 

or natural sequence, among other sequences.  

I wish I could go over all of many organizational sequences but I can just go over a few 

of the most common ones with you today.   

A chronological sequence, as you may have guessed, is organizing the main points 

according to time or order of events.   

As an example, an informative speech on how to cook a Thanksgiving turkey would be 

arranged according to steps it takes to do so.   

Additionally, a speech about the rise and fall of Enron would be arranged chronologically 

according to the events that happened over a span of several years.  

A spatial sequence involves organizing the main points according to geography or 

location.   

Description of a physical location such as building architecture or a city’s landmarks 

would be organized in a spatial sequence.  

A cause-effect sequence is just like it sounds, organizing the main points of according to 

the cause and resulting effects.  

For example, a speech about the rise in dementia amongst ex-NFL football players 

would be organized by explaining the cause of the condition and the resulting effects on 

the person’s life.   



A topical sequence involves organizing the main points according to a logical or natural 

sequence.   

By this I mean, some topics may lend itself naturally to a certain organizational structure 

such as arranging the points from least to most important, simple to complex or familiar 

to unfamiliar.   

These are a few of many organizational structures to consider.  Once you have 

determined the structure and laid out the main points then the next step to take is to 

expand on them. 

The most effective way of doing this is to state the point, followed by a sub-point.  

Branching off that sub point will be a statement of fact, followed by supporting materials.   

Also be careful to transition from one point to the next to keep your audience following 

along with what you’re telling them.   

Following the body of the speech is the conclusion where you tie everything together 

and summarize to the audience everything you just told them.  

A speech requires a conclusion to establish a clear ending and resolve the topic that is 

being discussed.   

A conclusion should never introduce new material; instead it serves to reinforce the 

information that has already been given.   

Just as there are tools and techniques for effective introductions, there are tools and 

techniques for effective conclusions.  

In addition to summarizing the main points of the speech, you may want to consider 

using a powerful quotation that directly relates to the subject and drives home the main 

points one last time.  

If the purpose of your speech is to persuade the audience, an effective closing tool 

would be to use a challenge or appeal. 

A challenge is a broad demand to the audience to take some kind of action in support of 

the topic, such as, “we need to stop global warming.” 

An appeal is very similar, but it adds a specific and well-defined action for the audience 

to take, such as, “we need to stop global warming by recycling more and driving low-

emission cars.” 



 A rhetorical question is an often-used technique to get the audience to think seriously 

about the speech, usually for well after the speech has concluded.   

Now that you know how to properly structure a variety of different speeches, it’s time to 

add some style to it.   

Style refers to unique uses of language a speaker can use to convey ideas and feelings  

Style can be developed in a variety of ways with memorable lines and phrases, as well 

as a number of technical devices.   

These technical devices include similes, metaphors, alliteration, repetition and 

mnemonic phrases to name a few.  

A simile is a figure of speech to show comparison by using the words ‘like’ or ‘as’.  

A famous and often-quoted simile can be heard in the movie Forrest Gump, where the 

title character proclaims that “life is like a box of chocolate, you never know what you’re 

gonna get.” 

A metaphor is much like a simile with the removal of the words ‘like’ or ‘as’.  

You may even use metaphors in your day-to-day life without realizing it with common 

phrases such as: “It’s raining cats and dogs”, “he has the heart of a lion”, and other 

similar expressions.  

Alliteration is a technique used for emphasis by stringing together a series of words with 

the same sound.   

Again, by looking at common expressions you have likely heard many examples of 

alliteration, such as:  “Busy as a bee”, “dead as a doornail”, “right as rain”, and so forth.  

An effective way to emphasize key ideas is to repeat specific words or phrases.  Many 

famous speeches involve the use of repetition.   

The most famous of which may be Winston Churchill’s “We Shall Fight on the Beaches” 

speech where Mr. Churchill utters the immortal words:  

“We shall fight on the beeches, we shall fight on the landing grounds, we shall fight in 

the fields and in the streets—“  

If people took nothing else away from that speech, they will always remember those 

lines due to the effective use of repetition.   



Many famous speeches also involve the use of mnemonic phrases, which are ear-

catching lines used to summarize main ideas and key themes.”  

I’m sure everyone remembers Franklin Delano Roosevelt’s famous line, “give me liberty 

or give me death,” which is a fine example of a mnemonic phrase.  

In addition to using these stylistic devices, you may want to consider the use of some 

informal styles.   

You may want to consider an informal style over a formal style if you have a limited 

amount of time to deliver the speech.  

Another time to consider an informal style could be when crafting an elevator speech, 

which is something I have been told you would appreciate some more guidance on.   

A few informal styles I will go over with you today are some of my favorites to use: T3, 

AIDA and PREP. 

T3 is an abbreviation for ‘tell what you’ll tell them, tell them, tell them what you told 

them.” 

Start off by introducing the subject and tell them what you’re going to cover in the 

speech, then go ahead and tell them.  Finish off by briefly going over what you just told 

them.   

AIDA is an acronym for: Attention—Interest—Desire—Action.   

First get their attention with a catchy opener. 

Once you have their attention present them with some information to sustain their 

interest.   

Once you have their interest create a desire in them for what you want them to do.  

Finally, finish with a call to action based on the desire you’ve just created in them.  

PREP is an acronym for: Point, Reason, Explanation, Point.  

This is an effective formula to help structure an argument or well thought out opinion.  

Begin by stating a point, like, ‘I like to keep in shape.” 

Give a reason: ‘When I’m in shape I feel healthy and have more energy.” 

Provide an example, such as, ‘I’m able to accomplish more in a day without feeling 

tired.” 



Finally, restate the point you began with: ‘This is just one of the reasons why I like to 

keep in shape.” 

If you’re still unsure what kind of stylistic devices or what kind of structure to use then it’s 

important to take some time to consider your audience.   

Gather some information about your audience either from speaking to members of the 

audience directly, or speaking with the event coordinator.  Then tailor your speech 

accordingly.  

Depending on the background of the audience, they may be used to a particular style 

and may have some difficulty following an alternative format.   

Additionally, you may have to adjust your use of language according to the audience.  In 

some cases it may be appropriate to use things like slang, jargon or even obscenities.   

In other cases you may be better off to shy away from those things.   

I realize that everything I’ve told you today might be a lot to take in, so let’s finish off by 

briefly going over everything again.   

Crafting an effective speech involves the careful orchestration of structure and style.  

Begin by determining the general and specific purpose, and then develop a thesis 

statement with 2 to 4 main points.  

Write the body of the speech by expanding on the main points in the thesis statement.   

The most important parts of the speech, the intro and conclusion, should be written after 

you’ve developed the body.   

A number of stylistic devices can be used to add flare to the speech.   

If time is a factor, then some informal styles can be used to craft a shorter, yet still just 

as effective speech.   

With all of this information in tow, I encourage you all to take what I’ve presented you 

with and impress your next audience with the language of leadership.   

Should you require any further clarification on anything I’ve told you today, you can 

reach me through the contact information on my website at w-w-w-dot-McCaffrey-Media-

dot-com.   



At this time I would like to thank you all once again for inviting me to speak with you 

today. 

I wish you a very happy 65th anniversary and many more to come.   

 

 

 

 


