Rhetoric Improvisation and Speaking Freely

Two-day individual coachee workbook | 1:1 coaching

A working document for practicing the moments that matter in your role: making a point clearly, responding without a
script, handling challenge, and learning from specific evidence.

Participant: Coach:

Dates: Main language(s): [ In person [ Online

How this workbook works

Bring real situations, not polished examples. Across two days, you will establish a baseline, learn a small set of speaking
tools, rehearse with increasing variation, and choose experiments for the next four weeks. Your coach should adapt
prompts to your role, culture, audience, language and comfort level.

The purpose is better choices and more flexible practice, not a performance score or a promise that every high-
pressure moment will feel easy. You can pause, change a scenario, or decline video recording.

The six competency areas

Area Observable behaviors to practice

Looks toward listeners; stands or sits with available,

1. Presence steady posture; uses a pace and volume that can be
followed; returns attention after a stumble.
States the point early; groups ideas; signals transitions;

2. Structure uses a relevant example; ends with a clear takeaway or
ask.
Connects the point to the audience’s concern; supports it
3. Persuasion with reasons or evidence; acknowledges a real trade-off;

makes a credible request.
Takes a brief beat; identifies the question; answers the
4. Spontaneity core; adds a reason or example; stops when the answer
is complete.
Listens to the full question; checks meaning when
5. Interaction needed; responds to the concern; handles interruption
or disagreement without losing the thread.
Keeps a usable structure when time changes; notices
6. Pressure activation; resets; prioritizes the message; recovers and
continues after disruption.

Before day one: choose the work that matters

Pick one upcoming situation and one recurring situation. Keep the goal within your influence: a behavior you can try,
not a reaction you cannot control.

Upcoming situation: audience, purpose, stakes and date

Recurring situation that I want to handle better
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What I usually do when the pressure rises

What a colleague could see or hear if | made progress

My starting point Notes

Strength I want to keep
Habit that sometimes gets in my way
One boundary or concern for practice

Working agreement and baseline

Agree with your coach on: the purpose of each exercise; what is and is not in scope; how feedback will be given;
whether video is used; who can see it; where it is kept; and when it is deleted. Video is optional.

Baseline task (for example, a 2-minute update or answer to a real question)

My own first observation: what worked and what I want to change

Coach observation: one effective behavior and one experiment

Day one: build the foundations

Day one moves from your normal speaking habits to deliberate practice with rhetoric, voice, presence and unscripted
answers. The session durations below total eight coached hours. Agree with your coach on the day schedule and
breaks.

Time / duration Session Practice output
One baseline recording or live
60 min Contract, goals and baseline sample, only if agreed; two

observable learning targets.
A one-sentence point, audience
75 min Message and rhetoric relevance, reason,
evidence/example, and a clear ask.
Three versions of the same message:
75 min Structure under a short clock 2 minutes, 60 seconds and 20
seconds.
Pace, pause, emphasis, breath and
posture in a short explanation.
Practice the PACE response: Pause,
75 min Unscripted answer tool Answer, Clarify with a
reason/example, End.

60 min Voice and presence
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Rehearse one presentation, meeting
75 min Role-specific rehearsal contribution, pitch or difficult

answer from your work.

Compare observations with baseline;
60 min Review and consolidation choose one behavior to repeat on

day two.

Tool 1: build a clear message

Use this as a scaffold, not a script. Keep only the parts the listener needs.

Move Prompt Your notes
Point What is the one thing [ want them to
understand or decide?
Why does it matter to this audience
Reason
now?
Evidence What fact: example or brief story
supports it?
Ask / close What should happen next, or what

should they remember?
Turn the notes above into a 45-second spoken message

Tool 2: answer an unexpected question with PACE

Step Do this Example starter
Take one breath; do not race to fill
silence.

Give the direct answer first, even if it

P - Pause “Let me think about the main point.”

A - Answer . . “The short answer is...”
is provisional.
. Add one reasot, f.act or example.; as.k “The reason is...” / “When you say X,
C - Clarify a clarifying question if the premise is ,,
do you mean...?
unclear.
E-End E,E,(;Eicor bridge to the next useful “That is the key point.”

Question I find difficult: write a PACE answer in keywords, then speak it without reading

Day one practice record

Scenario / prompt  Target behavior Evidence I noticed Next adjustment

What should I repeat tomorrow, and what should I change?
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Day two: respond, adapt and recover

Day two adds uncertainty in steps. Your coach should adjust the challenge so it stretches your current skill without
turning practice into an endurance test. You may pause or reset at any point.

Time / duration Session Practice output
Name day-one learning; repeat a
short message or PACE drill.
Practice summarizing a question
before answering; distinguish the
stated question from the underlying
concern.
Acknowledge the concern, state your
60 min Disagreement and interruption view and evidence, then invite the
next step.
Add one variable at a time: surprise
75 min Pressure ladder question, interruption, time limit,
skeptical audience.
Review agreed clips against chosen
60 min Video / feedback review behaviors, not appearance
judgments.
Run a realistic presentation, meeting
or Q&A with planned variations.
Repeat one segment; identify what
60 min Repeat and compare changed and what still needs
practice.
Schedule four small field
experiments and feedback moments.

45 min Reconnect and warm up

60 min Listening and the real question

90 min Integrated work simulation

30 min Transfer plan

Tool 3: handle disagreement without surrendering your point

Try this sequence when an objection is substantive: acknowledge the concern; clarify the point you agree or disagree
with; give your reason or evidence; offer a next step or question. You do not need to agree in order to show that you
heard the concern.

Move Prompt My useful wording
Acknowledge What concern have [ heard
accurately?
Position What is my actual view?
Support What reason, example or limit
matters?

What question, decision or action

Nex
ext step moves us forward?

Tool 4: recover your thread

If interrupted or you lose your place: pause; name the point you were making in one sentence; answer the interruption
if it needs an answer; then return with a signpost. Recovery is a practiced behavior, not proof that nothing went wrong.

A phrase I can use to return to my point

Pressure practice ladder
Add this condition WhatI noticed in myself = What helped / what I will

try

Prepared, low-stakes
version
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2 One unexpected question
Interruption or genuine

3 disagreement

4 Shorter time or skeptical
listener

5 Combine two conditions, if
useful

Feedback and video review

Ask for feedback about behaviors that can be seen or heard. “You paused before answering and gave the conclusion
first” is more useful than “You seemed confident.” Agree on recording, access, storage and deletion in advance. Do not
record if you or the coach have not agreed.

Review lens Evidence from the practice Keep / adjust next time
Message: was the main point easy
to identify?

Structure: could the listener
follow the sequence?

Voice: where did pace, pause or
emphasis help?

Presence: what did posture, gaze
or movement communicate?
Interaction: did I answer the
question actually asked?
Recovery: how did I respond when
the plan changed?

Feedback I want to request from my coach

What I learned by watching or listening to myself

Four-week transfer plan

Choose one real opportunity each week. Make the practice small enough to do. Track your action and evidence, not
whether other people gave the response you hoped for.

Situation and date One behavior to Evidence I will look Reflection / next

test for step
State my point in the
first 20 seconds.
Use PACE for one
unplanned question.
Acknowledge and
answer one
objection before
adding my view.
Deliver a short
4 message, then ask
for specific feedback.
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After-action review: use after each real attempt

Question Notes

What was my intention?

What did I actually do that I could see or hear?
What helped the listener or task? What is my
evidence?

What will I repeat or alter next time?

Progress check at four weeks
Which behavior is easier to choose now? Give one example.

Which situation still catches me off guard?

What is my next practice target, and when will I work on it?

Progress may mean a clearer point, a more relevant example, a shorter answer, a better question, or a quicker
recovery. It does not require feeling completely confident or controlling the audience’s response.
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