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Preparing Your Elevator Speech 
 
An ʹelevator speechʹ is a term taken from the early days of the internet explosion when web 
development companies needed venture capital. Finance firms were swamped with applications for 
money and the companies that won the cash were often those with a simple pitch. The best were 
those that could explain a business proposition to the occupants of an elevator in the time it took them 
to ride to their floor. In other words, an elevator speech that worked was able to describe and sell an 
idea in 30 seconds or less. Today, an ʹelevator speech can be any kind of short speech that sells an 
idea, promotes your business or markets you as an individual.  
An elevator speech is as essential as a business card. You need to be able to say who you are, what 
you do, what you are interested in doing and how you can be a resource to your listeners. If you donʹt 
have an elevator speech, people won’t know what you really do.  
 
KNOW YOUR AUDIENCE- Before writing any part of your elevator speech, research your audience. 
You will be much more likely to succeed if your elevator speech is clearly targeted at the individuals 
you are speaking to. Having a ʹgenericʹ elevator pitch is almost certain to fail.  
 
KNOW YOURSELF - Before you can convince anyone of your proposition you need to know exactly 
what it is. You need to define precisely what you are offering, what problems you can solve and what 
benefits you bring to a prospective contact or employers  
Answer the following questions:  

1. What are your key strengths?  
2. What adjectives come to mind to describe you?  
3. What is it you are trying to ʹsellʹ or let others know about you?  
4. Why are you interested in the company or industry the person represents?  

 
OUTLINE YOUR TALK - start an outline of your material using bullet points. You donʹt need to add 
any detail at this stage; simply write a few notes to help remind you of what you really want to say. 
They don’t need to be complete sentences.  
You can use the following questions to start your outline:  

1. Who am I?  
2. What do I offer?  
3. What problem is solved?  
4. What are the main contributions I can make?  
5. What should the listener do as a result of hearing this?  

 
FINALIZE YOUR SPEECH - Now that you have your outline of your material, you can finalize the 
speech. The key to doing this is to expand on the notes you made by writing out each section in full.  
To help you do this, follow these guidelines:  

1. Take each note you made and write a sentence about it.  
2. Take each of the sentences and connect them together with additional phrases to make them 

flow.  
3. Go through what you have written and change any long words or jargon into everyday 

language.  
4. Go back through the re-written material and cut out unnecessary words.  
5. Finalize your speech by making sure it is no more than 90 words long.  
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Write out your introduction: 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________ 

A few examples: 

Hello, my name is Jennifer and I’m a senior here at Trine.  I’ll be graduating in May and am interested 

in finding a mechanical engineering position with an area company. I was so excited to see that you 

would be at today’s fair and was hoping to learn more about openings you might have. 

 

Good afternoon, I’m Jennifer and I’m a sophomore here at Trine.  I saw on your website that your 

company offers internships throughout the summer and I was hoping to learn more about your 

program and specific skills you think a successful intern at your company would possess. 

Tips: 

1. Don’t walk up to the company representative and say “I’ve never heard of your company…”  

Even if that is true, start the conversation with, I’ll be honest, I didn’t have an opportunity to 

research your company but I would definitely like to hear more about you.   

2. When introducing yourself, offer to shake their hand (nice firm hand shake, no dead fish!) 

3. Practice your introduction several times before the career fair.  The key is that it sounds 

natural, not robotic 

4. Talk to a few employers at the beginning of the career fair and then work your way up to the 

employers you really want to make a good first impression on.  This will allow you to work 

out the jitters 

5. Relax…some of the employers there are nervous too!!!! 


