
  Developing  
Your Voice and Tone 

 
 

  Now you know who you are and what you offer 

  You need to know the ideal tone and voice for you 

  Speaking and presenting information in way that people respond to, takes work 

  Practice is important 

  First, decide how you want to come across 

  Your Voice 

  Needs to come through in what you say and write 

  It will be in all you do 

  It will help you decide the message in all your material 

  And the way you pick topics and exercises in workshops 

  Your Tone 

  Reflects who will relate to you because how you choose to present yourself 

  It important you know who you are 

  If you’re not a formal person – don’t try to be one 

  If your style is relaxed – this has value to a lot of people  

  Some people won’t like it 

  Look at this list and answer the questions in the worksheet (see worksheet for list) 
 
 

  1. How do you want to be seen? Pick five words from the list above or choose your own. 

   2. Who are you? Pick 5 words that describe you from the list above or choose your own. 

    
 
 

  3. How do you want people to feel after working with you? Pick 5 words for the list above or choose 
your own. 



  4. Who likes you? 

   5. Why do they like you? 

   6. What do you like and want to know more about? 
 

7. Why do clients like you? 

  8. What do you want to say to people? 

  9. What don’t you get to say to people? 

  10. What do you do really well?  

  11. What don’t you do well? 

  12. What do you fear when it comes to speaking to clients/attendees? 
 

13. What traits would help you feel more effective? 
 

14. Do any of these match with the traits you picked for who you are or how you want to be seen? 
 
How To Be Likeable 
 
1. Be empathetic 
2. Tell the truth 
3. Learn to chat in a relaxing manner 
4. Be professional 
5. Be confident but humble 
6. Take an interest in others 
7. Be genuine 
8. Be relevant to the task at hand 
 
Think About What You Answered 

  Look at who it seems you want to be – based on your answers 

  Does this resonate? 

  If yes, is there something you need to do better to achieve this 

  What can you do to accomplish? 

  Practice both by yourself and then doing a workshop will help and you’ll get very comfortable 
 
 
 


