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If you plan properly for your Q and A sessions and if you
manage the expectations of the audience, most times Q and
A can be successful and a credibility building task. Here are
some rules to consider.

Are you delivering bad news
(downsizing, budget constraints,
organisational realignments, take overs,
drop in productivity, environmental
issues, safety breaches) If so, you can
anticipate what questions you will be
asked, and you can prepare for them?

DO AS MUCH PREPARATION AS YOU CAN
BEFORE YOUR Q AND A SESSION.
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Tell them if you want questions
as you go at any time, or if you
want them to wait towards the
end. With short presentations
it is best to wait towards the
end; otherwise you may get
side-tracked and not finish
your content.

SET THE RULES AROUND HOW
AND WHEN YOU WILL MANAGE
YOUR QUESTION AND ANSWER
SESSION UP FRONT AS PART OF
YOUR INTRODUCTION AND
HOUSEKEEPING.

Let the audience know what you will talk
about and what you will not talk about.
If you are not going to talk about
budgets and financial implications, as it
is not your domain, mention this
upfront. That way you can manage those
questions that are outside of scope.

SET THE SCOPE OF YOUR QUESTION
AND ANSWER SESSIONS. 3
4 This is preparation and planned spontaneity. You need to put

yourself in their situation and anticipate all the questions.
Include the questions that would make you struggle, the
questions you do not want to be asked, the tricky questions
and prepare answers for all of these questions.

Keep the bank of FAQ’s current and broad and add new questions as they occur. My
rule is never to get caught out on the same question more than once. 

USING POINT 4 ABOVE, BUILD A BANK OF QUESTIONS THAT YOU ARE LIKELY TO BE
ASKED (FAQ’S) AND LEARN THE ANSWERS TO THESE QUESTIONS. 

KNOWING YOUR TOPIC AND KNOWING YOUR AUDIENCE
(WALK IN THEIR SHOES) WHAT QUESTIONS ARE THEY
LIKELY TO ASK YOU. 



How to Handle Hecklers
When Public Speaking

You may need to summarise or repeat
your conclusion, take home a message,
or call to action. If you allow the
questions to be last, a difficult and
contentious question asked by an
unhappy audience member, that you
struggle to answer, could unintentionally
become your take-home message. 

YOUR QUESTION AND ANSWER
SESSION SHOULD NOT BE THE FINAL
PART OF YOUR TALK 
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If during a question and answer
session you are asked something
that you do not know, you can
agree to find out and get back to
the audience. Often you will
have a colleague or work partner
who is working, teaching, or
researching in that particular
niche area and you feel that they
would have a more exact answer
to the question. 

TAKE THE QUESTION ON NOTICE
IF YOU DO NOT KNOW THE
ANSWER. 

This is not the time to bluff or “fake it
until you make it”. People will have
access to mobile devices and can
check statistics and facts quickly. If
you do not know, say so and get back
to them.

DON’T MAKE ANSWERS UP.8
9 It is frustrating when you hear a great question,

which the speaker then takes on notice, asks the
questioner for their business card, and says let me
find out and get back to you. But what about the rest
of the audience and me. We also want the answer.

On occasion, the audience does not fully hear or understand the question, so
repeating it back in a similar, shorter fashion provides clarity for the audience. 

PARAPHRASE OR REPEAT THE QUESTION BACK TO THE AUDIENCE.

WHEN YOU TAKE A QUESTION ON NOTICE, GET
BACK TO THE ENTIRE ROOM.

peter@peterdhu.com.au 0419 930 903 https://corporatecommunicationexperts.com.au/

If you would like more information or Peter to run a workshop, you can contact him at:


