
 
Speak    Confidently in Meetings  

 

If you’re not speaking up in meetings because you don’t feel comfortable to share your 
opinions and ideas, or you’re not given the opportunity to, then it’s likely you and your 
contributions will go unnoticed.  

Here are 3 Simple Hacks  to Help you Speak Up 
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Don’t Apologize for 
Sharing your Perspective

Take Back Space when 
Someone Cuts you Off

Create Space  
for Others

Your thoughts are just as 
important as anyone else’s 
thoughts in that room. Don’t 
preface your ideas and 
diminish your perspectives. 
Share your thoughts, 
perspectives and ideas 
consistently and without any 
hesitation, with nothing 
holding you back.

If someone cuts you off in a 
meeting or you get interrupted 
while speaking, be confident 
and assertive and say, “Joseph, 
I really do want to hear what 
you have to say, but could I 
please first finish my idea and 
then we’ll return to you so you 
can share?” Then, continue. 
Some variant of this is really 
effective.

If you notice someone else in a 
meeting who hasn’t spoken, 
you could create space for 
them by first creating space for 
yourself. E.g. you could say,“ I’d 
like to ask Jo what she thinks, 
but before I do that I want to 
share…“ and then you finish 
your idea and share your 
perspective.
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“How can I be 
more confident & 

speak more 
meetings?” 

And this question seems to mainly come 
from women in male-dominated 
environments, but it applies to many more.    

When you speak up in meetings and share 
your ideas or perspectives (and even 
questions!), you actively contribute to the 
conversation. As well as strengthening your 
influence, you’re more likely to be noticed, 
promoted & recognized for your 
leadership potential.

One of THE most common things 
I get asked is,  

Remember: Your voice is valuable and deserves to be heard.

Speak


