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Personal Message: 

Tips for Appearance of a Leader
*Disclaimer: These are tips that will work in any setting, regardless of culture, class or age. Still, these are only tips—remember to always be yourself and authentic with who you are.

1. Overall Presence
· Imagine what people will see when they see you. Know ahead of time what you want their impression to be.

· Wear your conﬁdence like a garment; even on the days you feel less than conﬁdent, remember that which makes you feel best about yourself and let it show through your voice, face and stance.

· Keep your energy even and high. On the days you feel you have lower energy, drink more water, eat healthy foods and concentrate on fewer tasks and people.
2. Voice
· Three Powerful Characteristics:

· Lower (move the register of your voice from your head to your chest)

· Louder (project your voice to the back of the room)

· Slower (breathe, pause and add emphasis where needed)

· Sometimes when people are speaking while nervous, their voices tend to rise throughout their sentences, so that it sounds like they are asking a question instead of making a statement. Take care to keep your voice steady and level.

· Use vocal variety! Diﬀerent tones of voice, appropriate pauses and changes in pace help hold an audience’s attention.

3. Face
· Communicate and make contact with your eyes – they reveal your sincerity and strength and tell someone how accessible and approachable you are.

· If you are speaking to a group of people and are nervous to look anyone in the eye, try and identify a few pairs of “friendly eyes” to make eye contact with. If you are still too nervous, pick ﬁxed points in the room (above the heads of your audience, so you aren’t looking at the ﬂoor) and focus on those.

· Wear tasteful, minimal & classic makeup that accentuates your eyes more than your lips.

· Smile!

4. Movement
· Practice good posture (don’t slouch your shoulders).

· If hand gestures are natural for you when speaking, use them appropriately.

· Avoid making people nervous by “dancing” or shifting the balance of your weight from side to side. In situating yourself, it is good practice to place your legs about shoulder-length apart.

· If you are “walking and talking,” pace yourself so you aren’t moving too quickly.

5. Jewelry
· Remember that “less is more”—meaning that fewer accessories make the most impact.

· Choose simple jewelry that won’t create distractions (i.e., avoid dangly earrings).

· Be appropriate—if you’re asking for money, don’t wear diamond rings!

· Be aware of bracelets or bangles that create noise or tempt nervous gestures when speaking in public.

6. Colors
· Solids are preferable to too many patterns.

· If your skin is light, choose darker colors that complement your eyes. If your skin is dark, choose light and contrasting colors.

· When in doubt and it’s appropriate, choose a dark suit – they ﬂatter everyone!

7. Shoes
· Make comfort a priority.

· Choose the highest heels in the morning and the lowest in the evening to avoid pain!

· Change your shoes often.

8. Clothes
· Choose clothes that are simple, elegant and professional (with a touch of you).

· Avoid cleavage-revealing tops and short skirts – it is always wise to dress slightly more conservatively than your audience; unfortunately young women who don’t are often stereotyped as being less credible.

· A good rule of thumb for deciding “should I wear this?” is: “When in doubt; don’t!”

· If you are feeling nervous about an outfit, just pick something else.

9. Hair/Scarf
· Just like clothing and jewelry, hair should not be too distracting or have too many accessories.

· When in doubt, pull your hair back so people can see your face; this also will make you look older if you are a young woman.

· If you wear a scarf, choose a light color or positioning that enables people to read your eyes. Avoid playing with or rearranging your scarf while speaking.
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