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Introduction

Welcome toENG 314: PUBLIC SPEAKING.

ENG 314 is a two-unit 300 level course that is tdaug the second semester of the
B.A. English Programme. It introduces you to theib@oncepts and techniques of
public speaking, bearing in mind that your abitiydevelop effective public
speaking skills will equip you with the ability speak English in a variety of social
and academic situations, and to enhance your uadeiag of academic and non-
academic spoken discourse.

What you will Learn in this Course

The ideas offered here have three purposes. Hrsy, can help public speaking
participants successfully prepare and deliver &ffecpresentations. Second, they
guide students, and anyone interested in develdpieig speaking skills. Third, the
information provides an objective basis for judgorgassessing the effectiveness of a
presentation when delivered before an audienceouffirout the duration of this
course, you will be exposed to activities and témpines that will help to increase
your confidence and stimulate further learningpeech communication — especially
as it relates to public speaking.

The material used in the development of this coussdrawn from two principal

sources: 1) several well-respected public speakixgpbooks used as primary or
secondary references for courses in oral commuaoicatr public speaking, and 2)
comments from follow-up critiques at public speakievents. This information is
consistent with accepted practice for public speak@ed specifically relevant to the
problems young speakers commonly have when faceld aipublic speaking

engagement for the first time.

Course Aims
Every speaker and presentation has different diiengrhis course is therefore

specifically aimed at helping you develop and dmlithe best possible speech
presentation, taking into consideration your indial skills, abilities, and style. The
general aim of this course is to help you to becanmenfident, persuasive speaker.
To achieve this aim, we shall start by explaining theoretical foundation of public
speaking and the principles of persuasive commtiaita Then we shall teach you
about the techniques and skills involved in thecpss of preparing a speech.



Throughout the study material, we suggest actwiiad give assignments that will
help you to practise the steps involved in pregp@amd delivering a successful
persuasive speech.

Course Objectives
Upon the successful completion of this course, you should be able to:

e prepare and deliver a functional, intelligent and effective public speech,
* develop, to a very high degree, the techniques of speech preparation and
delivery as outlined thus;

Preparation:

« Audience Analysis

« Topic and Purpose

« Content

« Structure

« Developing the Body

« Developing the Introduction

« Developing a Strong Conclusion

Delivery:

« Notes vs. Memorization

«  Wording
« Movement
+ Gesture

« Vocal Delivery
« Audience Interaction

Please note that the Self Assessment Exercises dntbr Marked
Assignments(TMASs) in this book are essential to #womplishment of these
objectives.



Working through this Course

This course is divided into Modules and units. \Witthese units, there are Self
Assessment Exercises and Tutor Marked Assignm¥iots.are expected to answer
these self assessment questions and tutor markegnamnts. Additional
requirements for the course will include a cumukate-TMA result and a final
examination. The Course Guide tells you briefly ithe course is all about, what
you are expected to know in each unit, what couragerials you need to use, and
how you can work your way through these materials.

Course Materials

The main components of the course are:
1. The Course Guide

2. Study Units

3. Assignments

4. References

Study Units
There are fourteen units in this course spreadugjirdhree modules. These are as
follows;

Module 1 Introduction to Persuasion
Unitl  Foundations of persuasion
Unit2  Theories of persuasion

Unit 3  Introduction to public speaking
Unit4  Analysing the audience

Unit 5 Selecting a topic and purpose

Module 2  Techniques of Persuasion



Unit 1 Supporting your ideas
Unit 2 Organising your material
Unit 3 Preparing the delivery

Unit 4 Persuasive speeches

Module 3 Listening in the Public Speaking Context

Unit 1 Hearing and Listening
Unit 2 Types of Listening
Unit 3 Hindrances to Effective Listening

Unit 4 Techniques of Becoming a Better Ligte

Unit 5 Listening in Persuasive Situations

As mentioned in the preceding section, it is important to recognize that each
speaker is an individual with a unique set of strengths. Speakers are not required to
meet all of the expectations set forth here to be successful. Beginning speakers
should identify their strengths and weaknesses and use the information in this
course material to improve their ability to communicate through oral presentations.

Public speaking is an art form that is developed through practice and feedback. For
the beginning speaker, the following instructions are essential to developing an
effective speech:

« Speakers should start with a message that interests them and their audience.

« Speakers should organize the message so the audience can follow their
thinking.

« Speakers should put enough good information in the message to make the
presentation believable.

« Speakers should deliver their presentations using voice, gestures, movement,
and eye contact to emphasize their words.

« Speakers should include plenty of audience interaction to keep people
involved.

Using these five key concepts to develop and deliver presentations will help
speakers succeed in public speaking engagements, build strong oral communication



skills, and ensure that the presentation has the meaningful impact desired by
participants.
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Assessment

There are two aspects to the assessment of thisecokirst is the Tutor-Marked
Assignments; second is a written examination. Indhiag these assignments, you
are expected to apply the information, knowledge experience acquired during the
course. The Tutor Marked Assignments are now bdorng online. Ensure that you
register all your courses so that you can have aesgss to the online assignments.
Your score in the online assignments will accoumt 30 per cent of your total
coursework. At the end of the course, you will néedit for a final examination.
This examination will account for the other 70 pent of your total course mark.

Tutor Marked Assignments (TMAS)

Usually, there are four (4) online tutor-markedig®sents in this course. Each
assignment will be marked over ten (10). The hase (that is the highest three of
the 10 marks) will be counted. This implies that thtal mark for the best three (3)
assignments will constitute 30% of your total ceussork. You will be able to
complete your online assignments successfully ftbeninformation and materials
contained in your references, reading and studig.uni

Final Examination and Grading.

The final examination for ENG 314: Public Speakimdl be of two hours duration
and have a value of 70% of the total course grale.examination will consist of
multiple choice and fill-in-the-gaps questions whill reflect the practice exercises
and tutor-marked assignments you have previousbowmered. All areas of the
course will be assessed. It is important that yeeliadequate time to revise the entire
course. You may find it useful to review your tutoarked assignments before the
examination. The final examination covers inforroatifrom all aspects of the
course.

How to Get the Most from this Course

1) In distance learning, the study units repla@e uhiversity lecture. This is one of
the great advantages of distance learning; youread and work through specially
designed study materials at your own pace, andtme and place that suites you
best. Think of it

as reading the lecture instead of listening toléaturer. In the same way a lecturer
might give you some reading to do. The study ueilsyou when to read and which
are your text materials or recommended books. Yeupeovided exercises to do at
appropriate points, just as a lecturer might giwa i a class exercise.



2) Each of the study units follows a common fornidie first item is an introduction

to the subject matter of the unit, and how a paldicunit is integrated with other

units and the course as a whole. Next to this setaof learning objectives. These
objectives let you know what you should be abledtm by the time you have

completed the unit. These learning objectives aeanthto guide your study. The
moment a unit is finished, you

must go back and check whether you have achiewedlifectives. If this is made a
habit, then you will significantly improve your ainge of passing the course.

3) The main body of the unit guides you through téguired reading from other
sources. This will usually be either from your refece or from a reading section.

4) The following is a practical strategy for worgithrough the course. If you run
into any trouble, telephone your tutor or visit teidy centre nearest to you.
Remember that your tutor’s job is to help you. Wiyen need assistance, do not
hesitate to call and ask
your tutor to provide it.

5) Read this course guide thoroughly. It is yotstfassignment.

6) Organize a study schedule — Design a ‘Courseviaw’ to guide you through the
course. Note the time you are expected to spendeawmh unit and how the
assignments relate to the units. Important inforomate.g. details of your tutorials
and the date of the first day of the semester adlave at the study centre. You need
to gather all the information into one place, sashyour diary or a wall calendar.
Whatever method you choose to use, you should demidand write in your own
dates and schedule of work for each unit.

7) Once you have created your own study schedolevdrything to stay faithful to
it.
The major reason that students falil is that theybgaind in their coursework. If you

get into difficulties with your schedule, pleasé yeur tutor or course coordinator
know before it is too late for help.

8) Turn to Unit 1, and read the introduction anel dvjectives for the unit.

9) Assemble the study materials. You will need ymferences for the unit you are
studying at any point in time.
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10) As you work through the unit, you will know wisources to consult for further
information.

11) Visit your Study Centre whenever you need ugdte information.

12) Well before the relevant online TMA due datessjt your study centre for

relevant information and updates. Keep in mind ttoat will learn a lot by doing the

assignment carefully. They have been designedIfoyloel meet the objectives of the
course and, therefore, will help you pass the eratian.

13) Review the objectives for each study unit tafecon that you that you have

achieved them. If you feel unsure about any of dbgctives, review the study

materials or consult your tutor. When you are aberit that you have achieved a
unit’s objectives, you can start on the next uRitoceed unit by unit through the
course and try to space your study so that yokkeap yourself on schedule.

15) After completing the last unit, review the cseirand prepare yourself for the
final examination. Check that you have achieved uh# objectives (listed at the
beginning of each unit) and the course objectiliste( in the course guide).

Summary

ENG 314 aims at equipping you with good public $pea skills that can empower

you to better communicate your ideas and opiniensell as help you succeed in the
job market and other areas of life. Remember; dpgais an art, which can be

effectively developed over time. It is not unusiml young students to have poor
public speaking skills because they have verelittbnfidence, or they are afraid of
this skill. Most students that have great publieagpng skills have develop this skill

over time and with a lot of practice. Upon commatof this course, your speaking
skills should be well-developed, particularly besmawf your ability to master the

techniques needed for the preparation and deliveygur speech.

We wish you success in the course

11
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1.0 INTRODUCTION

The Oxford Dictionary defines “persuade” as causingther person or even oneself
to believe, realise or agree with a point of viawacarry out an action. To persuade
is to convince. The purpose of persuasive writingresentation then is to convince
one or more people to agree with our point of vimwto take the action we want
them to take. Effective communication takes -carefildinning, selection of
appropriate words that will engage our intendedlees or listeners and a call to
action whether it is to believe our point of viewdn something we want our reader
or listener to do. Everyday we are bombarded witbr@ad range of persuasive
communication. Advertising is one of the most olngicexamples and is a multi-
billion naira industry focused on enticing sometmact — to buy — to get involved —
to sign up. Advertising messages come in many fptelsvision, radio, direct mail
sms, newspapers and magazines. In persuasive cdoatiom, the communicator of
a message is usually called thersuader. Since persuasion often takes place in a
public speaking context, the communicator or peatsuas also referred to as an
orator or speaker. Similarly, the recipient of peison is referred to as the
persuadee In public speaking context, the persuadee magalied the listener or a
member of the audience.

2.0 OBJECTIVES
At the end of this unit, you should be able to:

. Define persuasion in public speaking,
. Explain the concept of persuasion as a processrfranication, and
. Describe the approach to strategic persuasion.

3.0 MAIN CONTENT

3.1  What is Persuasion in Public Speaking?
According to Perloff (2003), persuasion can berdafias "...a symbolic process in

which communicators try to convince other peopleckange their attitudes or
behaviors regarding an issue through the transomssia message in an atmosphere

16



of free choice." In other wordsy public speaking, persuasion is a method of ggttin
someone to do, believe or accept something by meanke words you use. It
involves reasoning with the listener, using sourgliments or a compelling entreaty
to persuade.

In contrast, manipulation involves controlling afluencing a person or group of
people through unfair or unscrupulous means. Irsttmplest terms, persuasion is to
get what you want through the use of words. Persnasways benefits both the

persuader and the persuaded. Manipulation onlyfitetiee manipulator; some think

that persuasion is a bad thing. Actually, it carpbsitive, and in more ways that you
would imagine. Persuasion is not the negative kihdhanipulation that goes on in

the world around us. Manipulation does not creaisting relationships. Many

aspects of manipulation are a part of persuasi@nipuilation will always eventually

fail. Persuasion will last. Manipulation is alwdyad.

Persuasion follows a specific pattern of processethods and tactics that will help
you to help others. True persuasion is ethicalgbgrtruth and elicits the persuasion
criteria that is hard wired into our brains. Byri@ag how to persuade others, you
can experience a simple truth. The sooner you ésdpyone else get what they want,
the sooner you will get what you want. To mastespasion will require continuous
practice. The difference between persuasion andpmi@tion mostly lies within you.
Your intent is what makes the difference.

Persuasion usually results in long lasting relaimps. Persuasion is usually about
gaining agreement and support. It is about creatingmmon ground where you and
others can come together in purpose of thoughtoda@me an effective persuader
will require taking the time to learn how peoplekaadecisions. You will have to
look at how you persuade and where you need to mlalkeges and improvements.
Where you need to review the techniques, and horveviw them to get the best
results.

3.2  Relationship based Persuasion

In their bookThe Art of Wods. Richard Shell and Mario Moussa describe a four
step approach to strategic persuasion. They exjilatrpersuasion means to win
others over, not to defeat them. Thus it is vergantant to be able to see the topic
from different angles in order to anticipate thaateon of others to a proposal.

Step 1:Survey your situation

This step includes an analysis of the situatiothefpersuader, his goals and the
challenges he faces in his organization.

17



Step 2:Confront the five barriers

There are five obstacles that pose the greatésttosa successful influence
encounter: relationships, credibility, communicatrmismatches, belief systems,
interest and needs.

Step 3:Make your pitch
People need solid reason to justify a decisionayéte same time many decisions
are taken on the basis of intuition. This step disals with presentation skills.

Step 4:Secure your commitments
In order to safeguard the long-time success,vitéd to deal with politics at the
individual and organizational level.

3.3 Persuasion as a Process of Communication

What is a process? A process is a series of acbonsvents. This means that
communication has no fixed beginning or ending. tAs participants express,
interpret and reply to each other’'s messages, riheeps develops. When we say that
persuasion is a process of communication, we intipdy without communication,
persuasion is impossible. It also means that psimuais a dynamic, on-going
process that includes the expression and intetpyetaof messages. From the
foregoing discussion, we can postulate that peisuas a process of communication
in which a communicator succeeds in voluntarilynforg, sustaining or changing the
attitudes or behaviour of one recipient or a grofipecipients, in accordance with
what the communicator intends by his or her messkge important to also state
that persuasion can be used to sustain or stramgttisting attitudes or behaviour, or
to encourage recipients to form attitudes and hiebaviFor example, advertisements
for banking institutions which advertise new seegi@or lower rates not only try to
persuade people to become clients of the instiiythange), but also try to persuade
existing clients to stay with them (reinforcing).

34 Persuasive Communication: The historical conse

Communication as a field of academic study becastabéished at universities in the
western world during the 20 century. However, a systematic study of
communication can be traced to classical Greeksw@mn the fourth and fifth
centuries BC). Their focus was on the study ofarga— the creation and delivery of
spoken messages

18



Self Assessment Exercise

What do you understand by the term ‘Relationshgebdgyersuasion’?

4.0 CONCLUSION

Persuasion is a powerful force in daily life and laamajor influence on society and a
whole. Politics, legal decisions, mass media, namd advertising are all influenced
by the power of persuasion, and influence us in.t&ometimes we like to believe
that we are immune to persuasion. That we haveuwaatability to see through the
sales pitch, comprehend the truth in a situatioth @me to conclusions all on our
own. This might be true in some situations, buspasion is not just an overzealous
salesperson trying to sell you a car, or a telemisiommercial enticing you to buy
the latest and greatest product. Persuasion cauolike, and how we respond to such
influences can depend on a variety of factors.réstingly, when we think of
persuasion, negative examples are often the éirsbtme to mind, but persuasion can
also be used as a positive force. For example,igpgklrvice campaigns that urge
people to quit smoking are great examples of psisnaused to improve people’s
lives.

50 SUMMARY

In this unit, we have been learnt that persuasaymbolic; utilizing words, images,
sounds, etc and involves a deliberate attempt ftaeince others. In other words,
during persuasion, people are not coerced; theyirsmtead free to choose. The
methods of transmitting persuasive messages caar doca variety of ways,

including verbally and nonverbally via televisiorgdio, Internet or face-to-face
communication

6.0 TUTOR-MARKED ASSIGNMENT

1. How would you define persuasion?

2. Mention any three approaches to strategic psisn.

19
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1.0 INTRODUCTION

In the previous unit, we defined persuasion andyaed persuasion as a process in
communication. In this unit, you will be exposed tioe various theories of
persuasion that have shaped our understandingeafdhcept. Suffice it to say that
the study of persuasion in modern society takes actount a changed set of social
circumstances — we live in a society that is vaffegent from Ancient Greece and
Ancient Rome. We live in what is callatass society What makes mass society so
different from earlier societies? Briefly, the fmNing reasons: mass society is highly
technological; it is highly bureaucratic (thatitsis run by the state) and it depends
on the mass media for communication.

Persuasive messages are numerous in mass society are bombarded with

different forms of persuasion wherever we go. @au think of a single day in your

life when mass communication has not influenced?ydtven the carton from which

you pour milk into your breakfast cup of tea orfeefcarries an advertising slogan.
The point we are making here is that most persoasiday takes place through the
mass media rather than in public debate (as imp#st). However, to understand
persuasion in a mass communication context, we firessiook at some aspects of
persuasion in the interpersonal context.

2.0 OBJECTIVES

At the end of this unit, you should be able to;

. State the different theories of persuasion,

. Differentiate ways of studying persuasion,

. Outline the theoretical principles of persuasiorg a

. apply what you have learnt to everyday communicagiocounters.

22



3.0 MAIN CONTENT
3.1 Persuasion in an interpersonal setting: Broadtarting points

In every act of persuasion, the persuader hasitbvfiays to motivate the recipients
so that they will voluntarily change their attitsder behaviour. For example, you
might want a group of colleagues to be more pasisibout affirmative action in the

workplace (an attitudinal change), or you might twempersuade someone to stop
smoking (a behavioural change) or to vote in thet eédection (also a behavioural

change). How do you go about it?

Complement: In order to motivate people, we must pay attentmboth the verbal
and nonverbal messages that we send. These messagecomplement each
other. A nonverbal message complements the veneakage when it conveys the
same meaning. When you tell someone “I'm pleasaddet you” and accompany it
with a warm smile, your tone of voice and faciapession (the nonverbal message)
are complementing the verbal message (the spokeatsjvo

Contradict: On the other hand, the person about to make anpoeakntation who
says, “I'm not nervous”, despite his trembling harahd perspiring forehead (the
nonverbal message) isontradicting the verbal message. The voice may also
contradict the verbal message. A change in pitoch,example, can tell us that
someone is perhaps telling a lie or being sarcastimerely teasing. Research has
shown that when we are attempting to conceal thi,tiour pitch tends to become
higher and this contradicts the verbal message.

3.1.1 Verbal messages

Before you study this section, let us sort outittfermation it contains so that you
can see at a glance how the various subsecticate tel each other.

The three aspects of verbal messages that thegoenrshas to consider ataiman
emotions,the need tde rational, and the need tshow credibility.

(1) Human emotions here, the persuader has to consider three paiatagly
people’sneeds, attitudesand the desire fazonsistencyin their lives.
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(2) Be rational: to present a rational argument, the persuadetchpsesent the
recipients with proof to support his or her argumerhe types of proof
discussed in this section areidenceandreasoning.

(3) Show credibility: the three factors to consider here are the peesisad
expertise, trustworthinessandgoodwill.

3.1.1.1 Consider human emotions

In this subsection (that is, subsection 3.1.1.1¢, ok at needs, attitudes and
consistency.

Needs:Needsare the basic requirements of life. They can radng® the physical
need for food and shelter to our need for an olveealse of wellbeing based on some
sort of success (for example, passing an exammatidhe ability to meet people’s
needs is one of the best motivators of change. pEson who is looking at a new
car or stove because he or she needs one immgdatabre likely to buy one than
the person who is just thinking how nice it woulel o own the latest model. An
understanding of your recipient’'s needs increasm® Yhances of holding their
attention and persuading them to do what you wdik&lthem to do. The classic
theory that outlines basic human needs was dewlbpeAbraham Maslow (1970).
Maslow’s theory, which is not difficult to underath is the need for self-
actualisation. This is explained below;

Self-actualisationis the need to develop our potential as human Beitagachieve
our highest goals. Self-actualisaton is the leastrete of all our needs. It includes
excelling in the activities you perform, expressipgur creativity, and generally
feeling that you are growing as an individual. BBges that focus on being “the best
that you can be” appeal to self-actualisation neadd are often directed at writers,
composers, artists, innovators, and campaign Isaddowever, whereaal people
are motivated by physiological needs, relativelyde are motivated by safety needs,
and the number involved in the other motivatiomsdily decreases to the top, where
considerably few respond to self-actualisation see@io be an effective persuader,
you must bear in mind that, if your recipients héwespend most of their time and
energy satisfying their physiological and safetgd® they will have little time left
for higher needs. In other words, you have to ic@nsyour recipient’'s needs before
you can persuade them.
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How do we use Maslow’s pyramid of needs in a réabtion? To persuade your
recipients, you need to do two things: (1) deteamihich of their needs are not
fulfilled or which may stop being fulfilled in th@ear future; and (2) find the
information or actions that will show them how tope successfully with the
problem. If you were trying to persuade an audtetw join your medical aid
scheme, for example, your appeal would be to thexlrfer adequate health care.
You would point out that the continued satisfactafrthis need is threatened by the
ever-increasing cost of medical care. You woukhtpresent convincing supporting
material (proof) to persuade them that your paldicmedical aid scheme can look
after the health care needs of their family. (W# escuss types of proof later on in
this section.)

Please note that Maslow’s pyramid of needs reflagsown society and culture.
Please note that ideas from other cultures do hedya agree with the order in
which Maslow has placed the needs. Also, as BuatwhDimbleby (1995) explain,
Maslow’s highest need is the product of a westehystrial, individualized culture
where the highest value is placed on self-actuaisa- being able to fulfil your
personal, physical and emotional needs and desinelsyltimately achieve a sense of
independence. But, then, some cultures placeigites$t value on qualities such as
mutual cooperation or equal opportunity for allh duch cultures, repressing your
personal needs and desires and focusing on thes nefedther people and the
community may take the highest place in the hiénarc

Consistency: Research shows that people like their lives to fleeliptable — we do
not like unexpected change. We therefore tendhjogtention to messages that are
consistent with our existing attitudes and behaviand avoid messages that
contradict or challenge them. Research also shbatsour attitudes and behaviour
are either in a state @onsonance(balance) odissonance(imbalance). We will
feel dissonance if we are presented with infornmatimat is inconsistent with our
current attitudes or behaviour. We need to beisterd otherwise we experience
psychological tension (discomfort). As a resulhew we feel an inconsistency, we
seek ways to reduce psychological tension by cimgngur behaviour until we are in
a state of balance; the greater the dissonancegrdater the motivation to change
something in order to feel psychologically comfbleaagain. For example, if you
have not made provision for retirement (a sourcedisfonance which the mass
media constantly remind us about) you would propabé easily motivated
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(persuaded) to buy a retirement policy in orderetach a state of consonance (peace
of mind).

3.1.1.2 Be Rational

We said earlier that the persuader has to offenfmsupport an argument or point
of view. The two components of proof are evidead reasoning.

Evidence: Evidence, in its broadest sense, includes evemythinat is used to
determine or demonstrate the truth of an asser@wing or procuring evidence is
the process of using those things that are eitepresumed to be true, or (b) were
themselves proved through evidence, to demonsaratassertion's truth. It is often
said that evidence is the currency by which on#lfuthe burden of proof

Reasoning:Reasoning describes the process of thinking wiyeagerson arrives at
a logical conclusion based on available eviden8edetective solves a crime, or a
labour mediator settles a dispute by using reagotonarrive at the logical or best
conclusion. (see Barker & Gaut, 1996). You oftenva at a conclusion in your
everyday life by using reasoning. For examplgpifi come home and see that your
spouse’s car has a large dent in the front fenddrtlaat the electricity pole outside
your house has been knocked sideways, you wouldapip reason (come to the
conclusion) that your spouse ran into the polersiRgsive communicators use our
reasoning ability to convince us about the logiamfargument.

We now go on to the third aspect of verbal messtggdhe communicator has to
consider — the need to show credibility.

3.1.1.3 Show credibility

If you want to persuade somebody, that person maggtrd you as being a credible
(that is, reliable) source of information. Credilyilis important in all communication
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situations. It is crucial in persuasive speakiigasions. The more credible you are
perceived to be, the greater will be your successinning their respect and
confidence, and the more likely you are to promogsv ideas or change their
attitudes. Speakers who are perceived as ignodmvipus, or dishonest do not
usually succeed in persuading others. The threeactaistics of credibility that

Aristotle identified are expertise, trustworthinessl goodwill

3.1.2 Nonverbal messages

Nonverbal messages are highly credible, perhapsusecthey often convey feelings
and emotions. If you are feeling upset, your earois usually conveyed by your
facial expression. It is important to be awar¢hef nonverbal messages that we send
because people generally believe the evidenceeaf délyes rather than their ears. In
other words, if a nonverbal message contradicteraal message, people tend to
believe the nonverbal message rather than the woadsire spoken. Turn down the
sound on your television set and watch an advengsg for a new product. Did the
advertisement persuade you to consider buying tbdugt in the absence of the
verbal message?

Although we have already explained how nonverbaksages complement or
contradict verbal messages in section 3.1., heam isxplanation of the other terms
that will help you understand better what we expdi

Accent: A nonverbal messageccentsor reinforces the verbal message when it adds
to its meaning. In the same way thatderlining or italicizing written words
emphasizes them. Saying “Come hamv’ conveys a more urgent message then
“Come here now”. Pounding your hand on the tabfenvsaying “Listen to me”,
conveys a more effective message than the worde algvhile your gesture may be
redundant, it adds emphasis to your statement aptliies the recipient’s attention.
Very often, reinforcing the message is not deliteer#é is done without conscious
thought or intent on our part.

Substitute: A nonverbal message may besabstitute for the verbal message.
Gestures, facial expressions, and other nonvet®d generate meaning without the
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use of words. You wave your hand to someone idstdasaying hello, or give
someone a hug instead of saying thanks for helpieg— your message is clear.
Similarly, the expression on the face of a dejegerson who comes home after a
hard day at work is a substitute for the staterfiére had a rotten day”.

Regulate: Nonverbal behaviour functions tegulate the flow of verbal interaction.
Your eye contact, tone of voice, nodding of thedyedight hand movements, and
other nonverbal behaviour tell your partner whertalk, to repeat a statement, to
hurry up, or to finish the conversation. Good prisbeakers learn to adjust what
they are saying and how they are saying it on thgisbof such cues from the
audience. The same applies to group communicafldre chairperson at a meeting,
for example, uses eye contact or hand gesturesaimhsif words to indicate whose
turn it is to speak.

3.2  Theories of persuasion

A theory is simply a creative interpretation or kxyation of a phenomenon. So,
when we speak of different theories of persuasiaa ho more than an attempt to
explainwhy persuasion occurs in some instances, leowd it happens. As you will
see, no theory can ever fully explain or accountafgrocess of persuasion. These
theories evolved over many centuries, from thelesirknown ones in Greek era up
to the present. The fact that elections are lbst, tribal and sectarian wars are still
fought in Nigeria proves that these theories offermore than partial explanations
of the phenomenon of persuasion.

Initially a theory is devised to account for atgardar situation. When it is applied
to other situations, deficiencies may emerge; sdhkory is adapted or a new one is
put forward to try and overcome these deficienciesa subsequent persuasion
situation new deficiencies will come to light, giying yet another process to
overcome the latest weaknesses. Thus the prooe8sueSs: new answers are
looked for all the time. The theories discussethis section are selected from a
wide range of theories on the subject, which arestamtly developing.

As we describe the various theories we shall trg@monstrate the progression in
their development. That does not mean that artgeotheories under discussion are
invalid. Each applies to apecific situation, but not tevery situation. A good
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persuader will recognise some of these situatioms @ofitably use these existing
explanations to persuade an audience as effecisghossible.

3.2.1 Attitude change theories

Attitude change theories are based on the assumphat our behaviour is
determined by our attitude to certain ideas, peoplproducts. If we feel strongly
about environmental conservation, we will have gatige attitude towards
environmental pollution. This will prompt certakmds of behaviour: we will pick
up the litter that others strew around, disposewfown litter, teach our kids not to
litter and campaign for anti-pollution legislation.

In a campaign to combat HIV/AIDS the communicatdiiist step would be to
change the target group’s attitude before behawaarchange (although a change of
attitude will not necessarily result in changed d&&bur, as we shall see in due
course).

To change someone’s attitude, certain steps inp#rsuasion process have to be
followed. Researchers have found that peopleomily change their attitudes if there
is sufficient reinforcement and they have idendiffere steps on which persuasion
depends:

. Attention

The people who are to be persuaded have to payiatig¢o the message, otherwise
they will not be persuaded.

. Understanding

If the people to be persuaded do not understandntessage, they will not be
persuaded.

. Acceptance

If people reject the message to which they have lexposed and which they have
understood, it will be impossible to persuade them.
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. Retention

Once the message has been understood and accey@egueople who have been
persuaded usually need to remember it for some tineg also need to remember it
for future use.

. Action

The behavioural change that is effected must cpores with the persuader’s appeal
to change the attitude.

Although all the elements of the persuasion proves® considered important, most
researchers working in the Yale tradition conceattan the third ste@cceptance.
They tried to establish which factors played theatgst role in the acceptance or
rejection of messages.

Over a long period, the Yale programme came up wéhous answers like the
credibility of the communicator, different channéts persuasion, and, especially,
the presentation of messages. Nonetheless, edfail explainvhy persuasion was
either successful or abortive in certain circumsésn Another problem encountered
by persuasion theorists focusing on attitude chavegethat they could not determine
why attitude change did not necessarily resultliared behaviour. It seems that
there are various factors, apart from attitude,cWwhiltimately cause behaviour to
change.

Self Assessment Exercise

What are the three aspects of verbal messagedhthgiersuader has to consider
when trying to persuade anyone?

3.2.2 Learning theory

Researchers who focus on learning theory regarsbpsion simply as a specialized
form of learning process. The basic assumptiohaswe learn to behave in a certain
way and change our behaviour in accordance witbugistances. Most learning
theories are rooted in the behaviourist traditiomhich is characterized by
experimental proof. The aim is to predict behaki@and ultimately control it, by
means of methods like conditioning.
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Classical Conditioning and Skinnerian Behaviourism

Classical conditioning dates back to Pavlov’'s famsiudy of dogs. The crux of the
theory is that, given the right positive or negati@ssociation, behaviour can be
established or learnt. The problem with class@aiditioning is that it relies on

irrational, unconscious forces in human beingsoiis them of their humanity by

regarding them simply as beings that react to dtimu

Skinnerian behaviourism follows this tradition, anit predicts that behavioural
change happens simply in response to the persowioament (ie, to external rather
than internal factors). Here, too, people are iclened as little more than robots
which merely react to external stimuli.

Social learning theory

Social learning theoryis derived from the work of Albert Bandura (197W&hich
proposed that social learning occurred through foain stages of imitation:

- close contact

- imitation of superiors

- understanding of concepts
- role model behavior

Julian Rotter (1954) moved away from theories based psychosis and
behaviourism, and developed a learning theorySdamial Learning and Clinical

Psychology(1954), Rotter suggests that the effect of behlavés an impact on the
motivation of people to engage in that specific eaebr. People wish to avoid
negative consequences, while desiring positiveltesur effects. If one expects a
positive outcome from a behavior, or thinks thexe ihigh probability of a positive
outcome, then they will be more likely to engagehat behavior. The behavior is
reinforced, with positive outcomes, leading a perso repeat the behavior. This
social learning theory suggests that behavior fisenced by these environmental
factors or stimuli, and not psychological factolena.

Bandura (1977) expanded on Rotter's idea, as veekaalier work by Miller &

Dollard (1941). This theory incorporates aspects behavioral and cognitive
learning. Behavioural learning assumes that peomavironment (surroundings)
cause people to behave in certain ways. Cognitearning presumes that
psychological factors are important for influencimgw one behaves. Social learning
suggests that a combination of environmental (§o@nd psychological factors
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influence behavior. Social learning theory outlinlkesee requirements for people to
learn and model behavior including attention, réten (remembering what one
observed), reproduction (ability to reproduce thledvior), and motivation (good
reason) to want to adopt the behavior.

3.2.3 Consistency Theory

This theory rest on the assumption that human kedagnot like disequilibrium and
continually strive to maintain equilibrium (balande their attitudes and behaviour.
Consistency theory assumes that behaviour chamnges rasult of disequilibrium
experienced by recipients. Consistency theorywebbystematically from Heider’s
(1958) simplebalance theory into the more sophisticatetheory of cognitive
dissonance.Consistency theory postulates thahen our inner systems (beliefs,
attitudes, values, etc.) all support one anothdrvainen these are also supported by
external evidence, then we have a comfortable stht&ffairs. The discomfort of
cognitive dissonance occurs when things fall oual@mfnment, which leads us to try
to achieve a maximum practical level of consistemcgur world. Furthermore, we
also have a very strong need to believe we areggbsansistent with social norms,
especially when there is conflict between behavibet are consistent with inner
systems and behaviors that are consistent witralsaorms, the potential threat of
social exclusion often sways us towards the lateeten though it may cause
significant inner dissonance.

Festinger (1957) opines that the ways we achievssistency between conflicting
items include:

- Denial or ignoring: 'l didn't see it happen.'

- Rationalization and excusedt was going to fall anyway."

- Separation of item3l don't use my car enough to make a difference .'
- Transcendence'Nobody is perfect.'

- Changing item 'I'll be more careful next time.'

- Persuasion 'I'm good, really, aren't I?'

Example

If you make a promise, you will feel bad if you dot keep it.
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Using it

Highlight where people are acting inconsistentlyhvizeliefs, etc. that support your
arguments. Show how what you want is consisterit thig other person’s inner systems and
social norms.

Defending

You will always be inconsistent in some areas. Wttemging to fit in with the
inconsistencies that someone else is pointingtbunk about the other, potentially more
serious, inconsistencies that you will be openipg u

Balance theory

This was one of the first consistency theories.wdis originated by Fritz Heider
(1958) and later expanded by Theodore Newcomb (19%8wcomb applied the
theory to the most elementary form of human comeation, namely when one
person communicates with another on a single topic.

Imbalance

&

: o
You Friend
‘ You convince your friend
You decide you like your friend that it isn't your kind of car.
less than before because of his
taste in cars.
Balance
+
A
\!
+ U
You Friend

You may decide that the car is right after all
and that you still like your friend
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In such a very basic situation, disequilibrium meyse if, for instance, the two
parties have very different opinions on a subje¢aur (inconsiderate) friend may,
for example, try and sell you a car. You do nddtelithe car, so you feel
uncomfortable (in terms of the theory, imbalandees). There are only a few ways
to restore the balance. First, you can try to aoeeriyourself that the car is the right
one after all. Or you may decide that if yourtiddikes such a car, he isn’t as smart
as you thought. A third way would be to persuaderyfriend that you do not like
the car until he realizes that it isn’t the right ¢or you.

The degree of discomfort will depend on how strgnglu feel about the matter. A
second-hand car is probably not such a seriou®.isdut if your friend tries to
persuade you to vote for a political party whossagland policy you abhor, you will
definitely revise your opinion of your friend besauyou will be disillusioned about
her convictions.

It is good to know that those we respect and Ilara our values and ideas. It is also
good to know that people whom we dislike diffemfrais on issues that matter to us.

A persuader who wants to reinforce existing atBaith a target audience can do so
by creating a balanced or comfortable situationtlier recipients. Thus it is nice to
know that your soccer hero drives the same kinthofas you do (you may have seen
it in a television advert). Political rhetoric dams plenty of examples of political
parties trying to establish rapport with their éollers. In the 2011 election in
Nigeria virtually all the opposition parties bagbéeir campaigns on criticism of the
prevalent corruption as well as political crime amolence. In this way they linked
up with their followers’ existing fears in an attetito reinforce the equilibrium of
their target groups.

If persuaders want to change an audience’s atStudebeliefs, on the other hand,
they will try to create imbalance by causing psyobal discomfort. There are two
ways of doing this:

. If the communicator and the recipient like one arotany disagreement on
an object or idea will cause the recipient to eiqrere imbalance.

34



. If the communicator and the recipient do not likecle other but share an
attitude towards an object or idea, the recipiatitexperience imbalance.

Here is example:

You need a new car and your employers provide aaltawance. You have no
liking for a particular make of Korean car and diot really consider buying one.
While going round the various car dealers’ showrsomsearch of a new car, you
happen to walk into one which is selling that matar car. The salesperson is
pleasant, creates a good impression and triesrsugee you of the good prices of
new models and the luxury features that outclassetlof other cars in the same price
range. The factor that makes you reconsider yaindination to buy this car is
when the salesperson tells you that both of theicakdoctors in your town have
traded in their German cars for top of the rangel@l®of this make. The fact that
the doctors are also driving these Korean carsesansbalance and you start looking
at the car afresh.

Another example would be if a political party triés expose a scandal in an
opposition party. The imbalance this causes antoa@pposition party’s supporters
enables the other party to canvass these peopiedrcause.

The value of this theory is that it demonstrateat tthe human striving for
psychological comfort is a major factor in the pasion process. The application to
the simple situation envisaged by Heider and Newxraomavitably made researchers
wonder about the implications for more complexatitans. This led to research that
took balance theory a bit further.

Congruency theory

This is a ‘theory of prejudice which proposes tii most important determinant of
one person's attitude toward another is the siityilar “congruence” between the
two people's belief systems. Where there is highilaiity mutual attraction is
thought to ensue; dissimilarity is presumed to leackjection. The rationale for this
idea is similar to that derived from social compan theory: that the perception of
similarity of opinion is assumed to provide consexisvalidation for one's own
beliefs, and hence is socially attractive. The thewas proposed by Rokeach (1960)
. What lent controversy to the theory was Rokeadayymthesis that belief similarity
(or dissimilarity) was a more important factor irtermining people's attitudes
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toward outgroups than the ingroup-outgroup categhiference itself. That is, he
suggested that members of ethnic minorities arericihated against not because
they belong to a particular group but because tmeyassumed to have different
beliefs from the discriminators. In the final arsby he proposed, an outgroup
member who agreed with us would be preferred toirgmoup member who
disagreed.

The following example illustrates this:

If you have a strong religious conviction thattalimans have a right to live and the
political party which you fervently support weredecide in favour of abortion on
demand, you will experience incongruence. OsgoadTannenbaum’s (1955)
theory of congruence predicts that attitude chamiidoe effected in one of the
following two ways in order to restore congruendg:you may revise your view on
abortion, or (2) you will be critical of your pat$ydecision and loosen your ties with
it.

Clearly the principles are the same as those afnoal theory; only the situations are
more complex. Congruency theory is still a vemdistic approach to persuasion,
in that it concentrates on only a few variables @ogs not take account of the
complex interaction between varieties of factors pgarsuasion. Despite this

objection, the theory made a valuable contribubigrspecifically identifying the role
of congruence as a variable in the persuasion psoce

Cognitive dissonance theory

Both of the theories discussed here — equilibribeoty and congruence theory —
allow for attitude and behavioural change. Thebanges may be regarded as
gualitative, since they relate to degree of diffieee (ie they presuppose a before and
after difference). But they do not take accountjaéntitative differences (ie we can
modify our judgment a little, a lot or not at all).

Cognitive dissonance theory, which was originalloleed by Leon Festinger,
tackles the problem of both qualitative and quatitie differences between people
and ideas. Whereas earlier theories predictedgesam attitudes, judgments or
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evaluations, cognitive dissonance theory predis when two things do no follow
logically, we experience psychological tension. W#l then try to reduce this
tension in some way.

Another feature of cognitive dissonance theoryhet it considers this tension to be
caused by dissonance within the person’s psychtabgystem, as opposed to
balance and congruency theory which attribute itogical inconsistencies. Our
attitudes and opinions are shaped by how we femitadifferent ideas and how they
relate to our past experience and distinctive iildiality. The theory also allows for
individual differences and how we feel at a giveonment.

Festinger(1957), definalissonanceas the feeling one gets as a result of exposure to
two pieces of knowledge about the world that do amtord. Consonanceon the
other hand, is the term he uses to describe equilibbetween two elements which
complement and accord with each other can vary foma instance to another —
something for which balance theory and congruereorty do not allow (for
example, | thoroughly like Communication as a scbpnd the fact that | am less
keen on the compulsory paper on research methoglalgses only mild feelings of
dissonance or discomfort.

Belief-hierarchy theory

Rokeach and Rothman’s (1965) belief-hierarchy thes relevant particularly to
persuasion situations where people are so comntittexd particular viewpoint that
their self-concepts enter into it. It goes mustHer than the other consistency
theories to accommodate the complex medley of huattgndes, beliefs and values.

Choosing between two brands of detergent doesskotaich from a person, so it is
relatively easy to persuade people to change tthanbrand. But when it comes to
something like religious beliefs, there is much enat stake, in the sense that what
people are and how they perceive themselves ariteiti Hence it is not so easy to
persuade them that the religious beliefs that ey up with and are personally
involved with can change.

Some people support their political party so fetlyethat their self-images are
directly committed to that position. These peagde only be persuaded to question
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their position if the inconsistencies, incongruencelissonance become so great that
they will be prepared to question their self-corisep

Self Assessment Exercise

Think of a practical situation that you encountgularly where elements of each of
the following consistency theories are applicalilescribe each situation and try to
explain it with reference to the specific theory.

. balance theory
. congruency theory
. cognitive theory

. belief-hierarchy theory.

3.2.4 Social Judgment-Involvement Theory

This theory hinges on two key concepts: anchortpaamd ego involvement. Both

concepts represent internal points of reference weaall have. When we assess
people, issues, opportunities, ideas, productsthedike, we compare them with

these internal points of reference in order to nmeakiecision.

Anchor points refer to information on a specific issue which waé come across
before and which thus forms part of our frame demence. We compare the
situation we are facing with our existing knowledajgout it in order to arrive at a
decision. Here is an example:

Suppose you are a member of the governing bodypoivate secondary school. A
child of a prominent public figure, who has beerpadled from another school

because of drug abuse, applies for admission todthool. The governing body
proposes admitting the child. In deciding whettrenot to support the proposal, you
would consider several internal points of referefeechor points). You followed

the public debate about the child’s expulsion mpiness at the time. You might also
have an opinion about the child’s influential pasenin addition, there have been
instances of drug abuse in your own family and kiaue strong views on juvenile

drug abuse. A further consideration is the posgieaction of the children currently
attending the school and their parents (based an gxperience). Social judgment
and involvement theory predicts that you will comgthe proposal about the child’s
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admission with all these anchor points before tkirdecision. Hence your decision
is made purely on the basis of your anchor poietss{ing knowledge). These
anchor points function on a continuum, ranging fréuth acceptance (because of
agreement) through neutrality to rejection (becaateconflict with the anchor

points). In the case of the proposal to admit ¢héd to the school, you would

support, oppose or be persuadable either way, degeon the extent to which the
facts of the matter agree or conflict with yourstixig anchor points.

You would be able to support the proposal quitelyeddt accorded fairly well with
your established anchor points. You would not ltde & support it, however, if it is
too remote from these anchor points (that is, dobflicts with your existing views
of the matter).

The second key concept in this theorgg®-involvement. This concept relates
closely to those elements in consistency theohiatrefer to attitudes about which
recipients feel strongly and which form part ofitheeing. In particular, it links up
with Rokeach’s notion of self-concept. People rhaywery much involved with a
particular group and may even go so far as to desthemselves in terms of a
specific social orientation, by regarding themsglas feminists, liberals,
environmental activists and the like. Sherif cdess the degree to which people
seek social affiliation with like-minded peopleasritical factor in determining their
ego-involvement with an issue. The degree of egolvement determines the
extent of message distortion, which in its turredeines people’s judgment in a
specific situation. Highly involved people tenddok at things in terms of extremes
(right or wrong) and are unable to compromise orsane. Less involved people, on
the other hand, are better able to exercise sawdgiyent because they are able to
see all sides of the matter.

Advertising uses ego-involvement a lot to securapct loyalty. The men drinking
beer with a famous brand name in an advertisemgmtesent more than just a
beverage: they represent a life style and soc@d@ance.

When people are heavily involved with an issughtextent that their self-concepts
are associated with it, it is almost impossibl@éosuade them. Hence, persuasion is
usually aimed at people with little or no ego-inkarhent with a particular issue.
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3.2.5 Relationship-Based Persuasion Theory

Richard Shell and Mario Moussa (2007), presewoua-§tep approach to strategic
persuasion which they described as “RelationshgeBdersuasion Theory”. They
explained that persuasion means to win others oe¢to defeat them. Thus it is
important to be able to see the topic from diffé@amgles in order to anticipate the
reaction others have to a proposal.

Step 1:Survey your situation
This step includes an analysis of the persuadé&nati®on, goals, and challenges that
he/she faces in his organization.

Step 2:Confront the five barriers

Five obstacles pose the greatest risks to a sdatedtuence encounter:
relationships, credibility, communication mismatshieelief systems, and interest
and needs.

Step 3:Make your pitch
People need a solid reason to justify a decisiehaythe same time many decisions
are made on the basis of intuition. This step désls with presentation skills.

Step 4:Secure your commitments
In order to safeguard the longtime success of suasive decision, it is vital to deal
with politics at both the individual and organizatal level.

4.0 CONCLUSION

In this unit, you have been exposed to the diffetbrories of persuasion. These
theories form the bedrock of academic and philogaplpostulations in the field of
persuasion and their relevance have been carefullyned in this unit.

5.0 SUMMARY

We have presented the summary in the form of a mmagd, because we believe that
a mind map often helps us to remember information?
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MINDMAP

THEORIES OF PERSUASION (UNIT 2)

interpersonal setting
Verbal messages
— consider human emotions
be rational

show credibility

nonverbal message

N

hedries of persuasion
attitude change theory
learning theories
classical conditioning
[ and Skinnerian belwawrism
social learning theory
consistency theories
balance theory
congruency theory
cognitive dissonance theory
belief-hierarchy theory
social judgment-involvement
theory
relationsiiased theory
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6.0 TUTOR MARKED ASSIGNMENT

1. Discuss briefly, any two persuasion theories krmow. Clearly outline the
differences and similarities between the theories.

2. What do you understand by the term “Classicalditemning”?
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1.0 INTRODUCTION

In the previous unit, you studied various theord®ut how we persuade other
people. In this unit, you will get to understané techniques of persuasion, and you
will be exposed to the issues that create thetfedrmost people have of speaking in
public. The reason we do this at the outset iswlgawould like to assure you that it
is perfectly normal to feel uneasy — even terrifiedf standing up in public and
addressing a crowd of people! During the coursinisfmodule we will give you as
much advice as we can to help you to overcome fgars and stand up in front of a
crowd of people with confidence.

2.0 Objectives

At the end of studying this unit, the students $thdne able to
1. explain the theoretical foundation of public akiag,

2. speak effectively in the public and

3. listen effectively to public speeches.

3.0 MAIN CONTENT
3.1 The Oral Tradition

This section is a very brief overview of the onadition in Africa. Its purpose is
draw your attention to the fact that public spegksinot a modern invention. It has
been a part of the culture of many African coustrier hundreds of years. We
concentrate on the praise-poem as an example afafioral literature because we
assume that you have heard about praise-singdraver seen them in action, either
in real life or on the television.

However, As you may be able to tell, the study @hmunication was based in the
oral tradition. The oral tradition refers to thecab transmission of information
between people from generation to generation. Histaw, tradition, culture—all

were passed along by orally for centuries prioth® creation of the written word.
Even after the written word was invented, the “dratlition” remained intact due to
the prevalence of illiteracy. Even today theresilétraces of the power of the “oral
tradition.” For example, some nursery rhymes, sacHumpty Dumpty date back
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to 16th century England. Did you ever sing it ah#éd? Well, you many not know it
refers to a cannon used in the English Civil Waichifell from its perch atop a
church wall when, in 1648, it was hit by enemy fitecan be hard to believe, given
that we live in a mass and computermediated sqcibft at one time the spoken
word was the primary medium of communication, egeer the written word.

The oral tradition of public speaking is most clgsiéed to the study of rhetoric.
Rhetoric is generally known as the art of using discoucspdrsuade people. Most
often, rhetoric is used to persuade individualdalce up or reject a belief, assign
meaning to a person, event or object, or even parm action. Rhetoric is actually
one of the oldest disciplines studied in the Westeorld; its origins date about to
around 476 B.C.! Murphy’s (2001) work on rhetorisaholarship originally focused
on both the creation of and analysis of public Epeasince it has historically been
the main vehicle of persuasion. Political assemsblad campaigns are still
prototypical contexts of rhetorical, public speedionically, rhetorical theory
emerged from written classical texts from the amici&/estern civilizations of Greece
and Rome.

3.2 Importance of Public Speaking

As you study this section, please relate the pairsnake about the importance of
acquiring public speaking skills to your own pemipnsocial and work
circumstances. Those of you who have not yet hdidltime position could think
about the following:

After graduating from University, Phuma obtainedad position in a large
company. He worked on a project to increase thiei@icy of the salaries
department.  After six months, his supervisor askaoh to prepare a
presentation for all the senior personnel in thganization. Phuma had to
report on the progress he had made and his plansmijplementing his

recommendations.
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The scenario we have sketched is not an unusuatisih for a university graduate to
find him — or herself in. If you were in Phuma’ssition, would you feel confident
about giving this presentation?

Please note the fact that, at the end of this mgctve emphasise that successful
public speaking involves more than just a good lepea

3.3  The Public Speaking Process

For many people Public Speaking can be so daurthag they will do almost
anything to avoid it. Yet once we have a tastatfand discover the real rewards that
can result from giving a good speech, many of usideo what all the fuss was
about. Given some encouragement and some goodcmp#iaking training almost
anyone can develop the ability to deliver a googkesp in public. There is no magic
wand. We cannot transform you instantly into soneeamth no fear of the
auditorium. What we can do however is demystify plblic speaking process for
you. We can give you enough insight and understandbout the dynamic between
you and your audience that you will start to feekcontrol of the event rather than
run by it. This is a turning point for most peopléey get to the point where they
feel they know what they are doing, at which poitiat they have previously
experienced as anxiety they now start to feel ashilaation.
Confidence is a key factor to develop as a pulpéeaker.

The following processes of public speaking can lyelp prepare your talks.

They areAssess, Analyse, Research, Organise, DelivandDiscern.

Assessrour Speechmaking Situation

Consider the occasion

How long will your talk last? Will you be the keyteospeaker or one of many? Has
your audience heard you before and what is thgression of you and your
organization? Is this talk one of many or a simgkesentation?

Find a topic
Generally speaking, the topic of your talk is atleapparent to you. You want to
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speak before a community group to change a pofioy. have been asked to make a
toast at your best friend's wedding. Your bosgising and you'd like to honour her.
Or you are sharing your recommendations for imprg\a procedure to make your
work more efficientlt is recommendd that your topic be worthwhile, appropriate,
culturally sensitive and limited in scope.

Clarify your speaking goal

what is thepurpose of yourspeech? Have you been invited to share your expertise
on a topic? Will you be celebrating a special omrasr presenting an award? Do
you seek to motivate your audience to make a clta@gere you merely talking to
entertain?

Develop your central idea

Can you get your point across in thirty secondess? Audience members expect
that you will be able to give them the bottom lared to make it accurate, brief, and
Clear.

Analyze Your Audience

Determine demographic, psychographic and situdticmaracteristics of your
audience. Just as a gardener must tend to thadndivneeds of each plant, a
speaker must know his/her audience well. Learthall you can about your audience
in order to meet the needs of your speaking ocnasio

Consider cultural considerations
Ignoring cultural differences and expectationsosstdered rude and impolite.

Interact with your audience during your talk
All speakers seek to converse with their audienembers in order to reach them.
As you are delivering your talk, consider adoptnigeightened conversational tone.

Get feedback following your talk

If you are enrolled in a public speaking coursey wdll receive expert feedback

from your instructor who is trained to do just tHi4uch like a referee or judge sees a
performance differently than do the fans, yourrunsor will be looking at elements

of your presentation that many audience membersanayay not notice.
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Your audience members can give you some usefulnrgton as well, particularly
about how well you adapted your talk to their marar needs.

ResearchYour Topic

Develop your expertise
You want to be perceived by your audience as aerréxpyour subject. Experience,
knowledge, and integrity are keys to developingryepertise.

Work with other experts to boost your credibility

Even the most expert of us recognizes that therenany perspectives and ways to
look at a topic. Good speakers ensure that they@ate-date and aware of what
other experts are doing in their field.

Assess the credibility of resources

As you know, there are many of people who preterattexperts on subjects for
which they know little. In addition, some misre@esthe facts or fabricate
evidence.

Work with reference librarians
Reference librarians are experts in finding resesyrparticularly in accessing
subscription databases and hard-to-find publicatidihey make research easy.

Find evidence to back up your claims
Evidence gives credence to your arguments. Whemnguakclaim, you can expert
your audience to be thinking, "What evidence do lyauve to support that assertion?"

Organize and Write Your Speech

Choosing a pattern of organization
A well organized speech typically includes thresaclparts: a beginning, a middle
and an end.

Starting your talk
Be creative. In the introduction to your speech) gaur listeners' attention and then
focus their attention on your central idea by mglarclear statement of your thesis
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and a preview of your main ideas. The introductsoalso a time to develop rapport
with your audience and establish your credibility.

Ending your talk
As you conclude the speech, provide a summaryéeaips the main ideas of your
speech. Then, end in a dramatic fashion to give gonclusion a sense of finality.

Developing visual aids

Visual aids provide support for your talk. Visuaén organize the entire
presentation, providing a visual roadmap for théience, and/or illustrate a point
that you are trying to make. In some cases, ang@etuworth 1,000 words.

Using Power Point

Many presenters enjoy using computer software teigee a slideshow presentation.
If used well, this is a valuable addition to yoalkt Used poorly, your audience will
suffer from death by Power Point.

Deliver Your Presentation

Select a mode of delivery
Will your talk be delivered extemporanously, asanmscript, memorized or without
preparation?

Demonstrate dynamism
How will you capture and maintain the attention amdrest of your audience?

Manage your nervousness
Nervousness is both natural and normal. Once ypaa»and accept it, you will then
be able to control and manage this apprehension.

Interact with your audience
How will you adapt your talk to your audience dgrihhe presentation? How will
you handle questions and answers?
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Use visual aids
For some, seeing is believing. How will you showiyaudience your main points?
Will you use a computer-generated presentationRiaeer Point?

Dress for success
The key to a successful appearance is to dresgimas way that no one notices
what you are wearing.

Discernother Talks

Analyze other talks
You will learn much by watching others' talks. Ugiyour critical thinking skills to
evaluate the efficacy of a talk is also valuable.

Give feedback to other speakers

As you become more proficient at watching and eatatig talks, you will likely be
asked to offer feedback to speakers. While somakgpe may prefer vague
platitudes, it is likely that your colleagues vagblicit constructive criticism and
descriptive feedback.

Learn from expert speakers
Talk with expert speakers and learn from them! \Wafieat speakers and discover
their secrets for planning, practicing and presgnéixcellent talks.

Work with public speaking support groups
There are a number of organizations available $stgou in developing your public
speaking skills.

Volunteer to speak

There are countless opportunities for you to gakestin business, social, and
personal contexts. Whether it is a retirement,atsgpanquet, wedding, or toast at a
special dinner, you can use your speaking skillmaie the occasion more special.

Consider a career in public speaking

Many celebrities find themselves being expectespwak to community and
professional groups. Indeed, many people who hageuntered a signficantly
unusual experience find themselves thrust intgtligic limelight for more than 15
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minutes. Whether you are an author, athlete, actactivist, you might find
yourself turning your fame into your career.

3.4 Differences between Public Speaking and OtherForms of
Communication

It is important for you to understand the differesdetween oral and written
presentations, and the differences between speaadkesrdinary conversion. You
are probably already aware of some of these diffare through your own
experiences of written and spoken communicatiore iMgZlude them here simply to
draw your attention to them. See (section 3.41aad).

Difference between private and public speaking

Public speaking is to a general audience. Priyagaldng is to certain individuals.
Differences between Conversation and Public Spealgn

Despite their similarities, public speaking andylabnversation are not identical. As
the size of your audience grows, the manner in llyicu present the story will
change. You will find yourself adapting to three jonadifferences between
conversation and public speaking. First of all, lmulspeaking is more highly
structured. It usually imposes strict time limitatts on the speaker. In most cases, the
situation does not allow listeners to interrupthnquestions or commentary.

Therefore, public speaking is very much a one wamraunication. The speaker
must accomplish her or his purpose in the speseff.iin preparing the speech, the
speaker must anticipate questions that might ansthe minds of listeners and
answer them. Consequently, public speaking demana$ more detailed planning
and preparation than ordinary conversation. Segopdiblic speaking requires more
formal language. Slang, jargon, and bad grammae htile place in public speeches.
Even though a principal is very angry about thedaism in school, he does not say,
“We should send those idiots who vandalize the schooperty to hell.” Listeners
react negatively to slang, jargon, or poor gramrsar,speakers must polish their
language and choose words for the greatest etfastly, public speaking requires a
different method of delivery. When conversing imfally, most people talk quietly,
interject stock phrases such as “you know,” “itke|” and “really,” adopt a casual
posture, and use what are called vocalized pauses.
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Effective public speakers, however, adjust theices to be heard clearly throughout
the audience. They assume a more erect posturg.aMoed distracting mannerisms
and verbal habits. In conclusion, with study anaicpce, you will be able to master
these differences and expand your conversationdls skto speechmaking.
Public speaking is when you speak it out loud toe thworld.
Private speaking is when you keep it to a groug person you know.

The Difference between Oral Communication and Pubti Speaking

Public speaking is generally defined as speakinfyant of a group, usually in an
open setting. Oral communication is any form ofedeg.

3.5 Ethics and Public Speaking

Have you ever thought about the implications ofirgv people inaccurate

information on which to base important decisions,0b persuading people to do
something that could have an influence on theoksteir lives, or of denying them

the right to express a point of view that differenfi yours. You hear people say
things like: “You can’t believe what he says — ha'€ar salesman”, or “she’s an
estate agent — she’ll say anything to make a sale®you can’t discuss anything

with him — he won't let you get a word in edgewaydh fact, we consider such
behaviour to be unethical. In the same way thatettare guidelines for ethical
behaviour in other areas of life, so are there gjinds for ethical behaviour in public
speaking.

3.5.1 Speaker Ethics

Here, we have presented guidelines to evaluateetties of your behaviour as a
public speaker. Make the questions relevant topgrsonally by putting yourself in
the place of the listener in each case, and thookiathe possible consequences of a
public speaker using unethical means to persuadetyanake a decision that was
not in your best interest.

Let us study these guidelines that can facilithie éthics of your behaviour as a
public speaker;

Have | investigated the subject fully before expresng opinions about it?
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This question relates to giving and receiving inmate information or faulty advice.
For example, think of a union official explaininghaw contract to workers. If the
official does not fully understand the contentshaf new contract, and its benefits
and limitations, the workers will not obtain théamrmation and advice they need to
make an informed choice that could influence théure in the organization.

3.5.2 Listener Ethics

You will probably find that it is easier to makstkner ethics personally relevant to
you because most of us are more in the audiencedibiag the speaking. Approach
your study of listener ethics by, once again, pimg concrete examples from your
everyday experiences.

Please note that the guidelines for listener ett@sbe summarized into two broad
categories:

. the obligation to give the speaker a fair hearing

. the obligation to evaluate the speaker’'s messdueadly.

3.6  Listening in the Public Speaking Context

This section focuses specifically on listening e fpublic speaking context, rather
than on listening in the interpersonal context. vi&\theless, the knowledge you

already have will make it easier to understand gbition of the unit. For example,

you may find that you can pay less attention to es@ubsection because you have
studied them before but take note that most ofitii@mation is presented in a

different way because of the emphasis on the pgbkaking context.

During the course of each day we are constantlgaalpon to listen in a variety of
situations. We listen to the sounds of naturésaffic noises, to music, to
advertisements, to persuasive speeches from paiicand to our family, friends
and colleagues. In fact, studies show that wedpawst of our communication time
engaged in listening rather than in speaking. H@wneve do not always listen as
efficiently as we should. Test this statement ddidve you ever been lost because
you did not follow the directions someone gave gorrectly? Have you missed an
appointment because you got there at the wrondtifdave you ever given
inappropriate feedback because you were not lisgeta what was being said?
When was the last time you jumped to a wrong caiatuor felt that you were
misunderstood? All these situations involve yduility to listen attentively.
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“Critical” in this context does not mean findingufafor the sake of finding fault. It
means that, to assess a message, you should thstasth the positive points in a
message and to its limitations or shortcomings. stMalvertisements, for example,
only stress the positive qualities of a product.otder to make an informed decision
about whether or not to buy the product — whethés the right product for you —
you have to listen for what is not explicitly sthtan the advertisement. In other
words, you have to “listen” for the shortcomingsusself in order to evaluate the
product. “Evaluate” is about judgment — how youeratr assess the quality of
something. For example: is the knowledge convedyethe speaker useful to you?
Will you support the proposals recommended by preaker? Why and how? The
ability to listen critically is linked to how welfou can evaluate your own and other
people’s messages. Research has shown that lgamilsten critically to other
people’s speeches is one of the most effective whysecoming more critical of
your own oral presentations. This ability will gdong way towards helping you to
speak in public with greater confidence.

3.6.1 Hearing and Listening

The reference to “deaf’ ears brings us to the hfiee between hearing and
listening. Make sure that you understand the ¥alg two points:

. while hearing is described as a passive procesig Wtening is the active
process of interpreting sounds, that is, conversiognds into meaning in the
mind.

. while we listen or give meaning to both the venbailt of the message and to

the nonverbal part of the message.

3.6.2 Types of Listening

There are many names for different types of listgnHere is a collection of types and the
different names that get ascribed to them, alonly abrief description of each.

Name Description

Listening in a way that demonstrates interest anuderages

Active listening continued speaking.
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Appreciative
listening

Looking for ways to accept and appreciate the gbleeson
through what they say. Seeking opportunity to grais

Alternatively listening to something for pleasusach as to
music.

Attentive listening

Listening obviously and carefully, showing attentio

Biased listening

Listening through the filter of personal bias.

Casual listening

Listening without obviously showing attention. Aatu
attention may vary a lot.

Comprehension
listening

Listening to understand. Seeking meaning (buelittore).

Content listening

Listening to understand. Seeking meaning (buelittiore).

Critical listening

Listening in order to evaluate, criticize or othesgpass
judgment on what someone else says.

Deep listening

Seeking to understand the person, their persoraiidytheir
real and unspoken meanings and motivators.

Dialogic listening

Finding meaning through conversational exchandengs
for clarity and testing understanding.

Discriminative

Listening for something specific but nothing elsg.(a baby

listening crying).
Empathetic Seeking to understand what the other person istgel
listening Demonstrating this empathy.

Evaluative listening

Listening in order to evaluate, criticize or othepass
judgment on what someone else says.

False listening

Pretending to listen but actually spending morestim
thinking.

Full listening

Listening to understand. Seeking meaning.

High-integrity
listening

Listening from a position of integrity and concern.

Inactive listening

Pretending to listen but actually spending morestim
thinking.

Informative

listening

Listening to understand. Seeking meaning (buelittore).
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Initial listening Listening at first then thinking about response wding to

interrupt.
Judgmental Listening in order to evaluate, criticize or othesgpass
listening judgment on what someone else says.

Listening most of the time but also spending same tday-

Partial listening dreaming or thinking of a response.

Reflective listening Listening, then reflecting back to the other peradrat they

have said.
Relationship Listening in order to support and develop a refegiop with
listening the other person.
Sympathetic Listening with concern for the well-being of théet
listening person.
Therapeutic Seeking to understand what the other person istgel
listening Demonstrating this empathy.

. , Paying very close attention in active listeningvtmat is said
Total listening : L .
and the deeper meaning found through how it is said

Whole-person Seeking to understand the person, their persoraiitlytheir
listening real and unspoken meanings and motivators.

3.6.3 Causes of Inefficient Listening

Effective listening is arguably one of the most ortant skills to have nowadays.
Personal relationships need effective listenintjssto face complicated issues
togetherBusiness people and employees need effective ilngteskills to solve
complex problems quickly and stay competiti@audents and professors need it to
understand complex issues in their fielfilsus, it is beneficial if we can understand
and eliminate listening barriers that blocks démpmonious and lasting
relationshipsFor most people, we listen only to answer baclodrave a reply,
instead of listening to understand.

Effective listening, on the other hand, is not altbe wordshearing the words
being deliveredand it certainly requires more than hearing the sounds transmitted.
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Effective listening encourages to understandvhat the other person talks about or
feel. And we can do this by focusing thre other person, by thoughts and feelings
and not only by words.

Barriers to Effective Listening

And to guide you on how to listen and communicattds, we have listefive (5)
barriers for effective listening that you should consciously avoid or eliminate
whenever you are engaged in a conversation witthanperson;

1. Environmental Distractions

Environmental distractions are factors that diuiue attention of an individual or
group from the chosen object of attention ontosthigrce of distraction. It is the lack
of ability to pay attention, lack of interest iretbbject of attention, or the great
intensity, novelty or attractiveness of somethitigeo than the object of attention.
Distractions can come from both external souraed,internal sources.

External distractions can include electronic gasl¢jke personal computers or
laptops, cellular phones, music players, televigpmmtable gaming consoles and etc.
Internal distractions can be absent-mindednesk dainterest, lack of attention, etc.

These external and internal distractions are tinencon barriers for effective
listening. They are basic, but most of us ofteigédthat these basic issues can
happen at home, in school, at work or in the comityiun

To eliminate this type of listening barriers, wremversing with people, put
yourself in a good environmental position withoxteznal and internal distractions.
Take time to stop and give your full attentiorthie person you are talking to. It will
not only help you understand the other person hdite also create more
meaningful and deeper relationship with them.

2. Pride

Another type of listening barrier is our pride goe Most often, we let our pride or
ego to take over the conversation. We think theatwe already smart enough to
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even listen to other people. We think that weletter than other people and feel we
have nothing more to learn from them. When we ctagselves and stop listening to
other people, we are doomed because we stop lgariiim eliminate this listening
barrier, you have to be more open-minded to lisighlearn from other people. You
may learn more things if you open yourself anchst But be mindful of selective
listening. Remember that you do not have to agideeverything, but it is helpful

if you at least, listen to what they have to say..

3. Assumptions

The human mind is mysterious and can processai Information, especially in
between conversation, even while the other pargiligalking. Which is why we
have the tendency to interrupt, since we assumevhalready know what the other
is telling us. Such behaviour is caused by andibiemning barrier called
assumptions.

Assumptions are statements that are assumed taebarid from which a conclusion
can be drawn. Quite often, when we make assungptioa already create
conclusion in our mind without even considering tiheughts and feelings of the
other person. And as such, you create more gapraesolved problems.

To resolve and eliminate this listening barriegqtice keeping an open-mind and
listen before you make any assumptions. You maputting yourself in the shoe
of another so you can fully understand and feektrgiments of the other person.

4. Close-Mindedness

Another listening barrier to effective conversatismclose-mindedness. Close-
mindedness is intolerant of the beliefs and opimiohothers; stubbornly unreceptive
to new ideas. When we think that we have all theners, and that the things we
know are always the right answers, then our mirlolase for new ideas.

In order to eliminate this listening barrier, s&ito always keep an open mind for
effective listening. You will learn and build de=pelationship if you stop being
close-minded.

5. Defensiveness
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This listening barrier refers to an attitude oripos of defense. It is when we
constantly protect ourselves from criticism, expesof our shortcomings, or other
real or perceived threats to the our ego.

Defensiveness is a primal response to feeling letthadhreatened, misunderstood or
disrespected. This will normally lead to seriesiefer ending arguments, protests,
denials and blames. To eliminate this listeningibarremember not to view
comments and criticisms as personal attack. ldsiea them as a tool for personal
assessment, improvement and growth.

Most of the barriers listed above give us the tangédo interfere with the speaker.
Interfering with the speaker also means that waatosalue what they are saying.

3.6.4 Becoming a Better Listener

Any attempt to develop one’s listening skills hasake into account the different
types of listening and the external and internatiées that can interfere with one’s
ability to listen efficiently. One way of dealivgth some of these sources of
interference is to concentrate on replacing padeting habits and listening
behaviours with effective skills and behavioursm@oof these listening behaviours
are;

1. Show Respect

Respect that every human beings are different.rQibeples opinions and stories
may be different from ours. Showing respect is missefor effective listening.

2. Be sensitive

Sometimes people just needs someone who can igsterir problems and stories so
preaching and acting like a problem expert in #ifisation can cause deeper
problems. There will be moments you need to k& more sensitive on what
other people think and feel, especially if you wintesolve the problem or save the
relationship.
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3. Pause

Learn to leave at least a couple of seconds pdtesetlze speaker talks before giving
your reply. On the other hand, before startingraersion, set a rule or agreement
that both sides will let the other person listestfbefore speaking or replying. This
may feel awkward or weird at first but it's an effiee way to create a good
conversing environment. It will uneasy at firatf It will be much easier when it
becomes a habit.

4. Listen to Understand

Most of us are listening because we want to hayeoa reply. This kind of attitude
often gives us a problem when it comes to commtioica Keep in mind that the
most effective conversation are the ones whereaevesed our ears more than our
mouth.

Our main goal is to avoid those effective listeniagriers listed above. We need to
set aside our defenses, open our minds for nevs igle@ start listening not just with
our ears but with our hearts. Because sometingeemtst important message having
delivered is not in the words we just heard. Wed® hear the words not being
said.

4.0 CONCLUSION

We have studied the human activity called “Pulgieaking”, and found out that it is
the process of speaking to a group of people inractsired, deliberate manner
intended to inform, influence, or entertain théeiers. We also observed that in

public speaking, as a any form of communicatiors fame basic elements, often
expressed asvho is sayingwhat to whomusing whatmediumwith what effect®",
while bearing in mind that the purpose of publieagng can range from simply
transmitting information, to motivating people tat,a@o simply telling a story. Good
orators should be able to change the emotionseaf listeners, not just inform them.
Public speaking can also be considered a discoaosemunity. Interpersonal
communication and public speaking have several compts that embrace such
things as motivational speaking, leadership/pedsodavelopment, business,
customer service, large group communication, angsn@mmunication. Indeed,
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Public speaking can be a powerful tool to use forppses such as motivation,
influence, persuasion, informing, translation, an@y entertaining. A confident
speaker is more likely to use this as excitement arate effective speech thus
increasing their overall impact.

50 SUMMARY
We have been able to show you, in this unit that & public speaking is often

due to lack of training and little or no experienoespeaking in public, and an
inability to evaluate or judge one’s performancewsdver, thorough preparation and
practicing the delivery of the speech can help youovercome your speech
apprehension and give an oral presentation treasigcess.

While experience helps to build confidence and mups the delivery of speeches,
even the most accomplished public speakers havelyopemitted that they feel a
certain amount of nervousness before taking tha.fldhey also claim that a certain
amount of “nerves” is actually a good thing becom&seps them “on their toes”.

6.0 TUTOR MARKED ASSIGNMENT

1. Fill in the blank spaces below by writing dovire tcomponent of the public
speaking process you think is being dealt withaiohecase.

You are attending an oral presentation where theager of an office equipment
company is demonstrating the advantages of a nestofat machine which, he
hopes, your company’s financial director will buyhe financial director has invited
all the employees in the organization to attend ghesentation. The boardroom
where the presentation takes places provides the.(1. of communication. The
manager of the office equipment company is the.(2). and the employees of your
organization are the (3) ....... The purpose of thesags is to (4) ...... and (5) ......
the audience. The speaker uses both verbal and.(6) messages to achieve his
purpose. Most people are paying attention bectnesspeaker is demonstrating his
) ...... skills by presenting the rather dull tectahidetails in an interesting way.
At one stage, the audience’s attention is distchbiethe ringing of a cell phone (8)
....... During question time, the financial direct@ka about the costs involved in
servicing the machine (9) ....... The speaker’s kndg#ée about the topic and the
confident way in which he makes the presentatidp te build his (10) ...... with
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the audience. Two days after the talk, the fir@ngianager does, in fact, buy the
Photostat machine (11) .......

Questions 2 to 10 are multiple-choice questiorieas® make sure that you do them
because your examination paper consists largatyuttiple-choice questions.

2. As you listen to a speech about safety precasitio your workplace, you
relate the speaker’s ideas to your recent expegiehburning your hand in an
exposed flame. You made the connection because of ...

(1) the purpose of the speech
(2)  your frame of reference
(3) your attitude to the speaker.

(4) the cultural context of the speech.

3. Patrick is listening to his new Communicatioatleer introducing her talk on
public relations. He thinks to himself, “This lao® is going to be really
boring”. What is the cause of Patrick’s poor Istey here?

(1) being too critical
(2)  jumping to conclusions
(3) giving in to distractions

(4)  not listening comprehensively.

4. In an oral presentation, when you try to infloerthe attitudes, beliefs or
values of the audience, the purpose of your spseaciainly ...

(1) informative.
(2) emotional.

(3) instructional.
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(4) persuasive.

During speech about earthquakes, the speakieeagqiuzzled expressions on
the faces of his listeners. In response, he sayt, me explain that point
again to make sure it's clear”. The speakeris ...

(1)  building his credibility
(2) adapting to the audience’s frame of reference
(3) adapting to feedback

(4) taking the context into account.

While on a visit to Brazil, the President of Biigan University Students’
Union was invited to address a group of universiiydents about campus
unrest. When he suggested during his speech ltretidents should behave
like those in Nigeria, the President was demornistyat.

(1) asensitivity to cultural diversity.
(2) awareness of the audience’s frame of reference
(3) aforceful personality.

(4) an ethnocentric point of view.

In public speaking, ethical decisions shouldariaele according to ...
(1) asetof moral standards
(2) the audience’s frame of reference
(3) the speaker’s purpose

(4) acode of legal rules.

How many of the following statements about tifeecences between public
speaking and conversation are CORRECT?
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(Here you need to start by picking out which staats you think are correct
and writing down their numbers. Then count up hoany statements are
correct and ring the correct answer.

(@) Because the listeners who attend your pubtitute are interested in
the topic, it is easier to hold their attention rthashen talking to
someone in an ordinary conversation.

(b)  Public speaking is easier than ordinary corateds because the
speaker only has to respond to nonverbal feedlvack the audience.

(c) Conversation is easier than public speakingabge in a conversation
the communicator can ignore the cultural context.

(d)  Public speaking usually requires more formalglzage than ordinary

conversation.
(1) one
(2) two

(3) three
(4) four

Please read the following scenario carefully amhthnswer questions

(9) and (10). (This is an example of a multipl®@ick question where you have to
apply your knowledge to a real situation. By answeiiwg questions on the same
scenario, you also have to show that you understargdn explain why you chose

your particular answer). Irene is president of éhectrical workers’ union at her

workplace. For several months the committee has lasking the employer to grant
a cost-of-living pay rise. The committee reaslidest the employer is not going to
meet their request. Irene arranges a meeting mhvahe is going to ask the union
members to go on strike. She also invites the eyeplto the meeting so that he can
state his point of view.

9. What type of listening are the union memberthatmeetingnainly involved
in?
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(1) empathic listening
(2) discriminative listening
(3) critical listening

(4) informative listening.

10. Why did you choose the response you selectepi@stion 9? Because the
union members...

(1) want to understand and remember every detatudsed at the
meeting.

(2) want to evaluate what each speaker is saying.
(3) have attended the meeting to give supportdo thader.

(4) have attended the meeting to prevent the empliogm speaking.
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1.0 INTRODUCTION

The steps in the speechmaking process which yaliestun unit 3 cannot be studied
in isolation — they are all connected. What yoarrein one unit is related to
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everything you will learn in the other units. Hagisaid that, the only way to learn
about public speaking, however, is to tackle oe@ stt a time. This means that we
have to create some artificial divisions in the way present the work. In this unit
(and in the units that follow), we will sometimesvie to refer to things that you have
not yet learned about. For example, this unit dealk the audience. In order to

explain why it is important to understand the ande we have to refer, for example,
to the topic of your speech, to ways of attractyogir audience’s attention, and to
adapting your speech to the audience’s needs ameksts. But you will only study

all this in later units. The main point, though,that you should not start feeling
depressed or anxious about the “gaps” in your kadgé. By the end of this

module, you will in fact have learned everythingiyteed to know. When you come
to revise the module for the examination (and weggsst that you give yourself

plenty of time for revision), you will find that ewything fits into place — all the

separate units forms a whole and you will undedstaow they are all linked to each
other eventually.

2.0 OBJECTIVES

After studying this unit, you should be able to;

1. analyse the audience you will be speaking tmingiven speech event,

2. apply the theoretical principles you have Igama speech you will prepare, and

3. explain the methods for obtaining information wasll as demonstrate the
guidelines for adapting the speech to the audience.

3.0 MAIN CONTENT
3.1 Types of Audience

In public speaking, an audience is a group ofriste who listen to a talk or speech
Analyzing your audience type is essential in anglistspeaking engagement. You
need to investigate exactly who will listen to wiiati are going to say. That way,
you will know what format, style, vocabulary, ové or information is expected.

You can determine the characteristics of yourdaagidience through a
demographic profile, or by investigating informattior assumptions about your
particular audience.
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.3.1.1 Homogeneous and Heterogeneous Audiences

Audiences vary in homogeneity—the degree to whigy thave similar
characteristics, values, attitudes, knowledge,sandn. Homogeneous audiences
consist of individuals who are very much alike;gregeneous audiences consist of
widely different individuals.

Obviously, it is easier to address a homogeneousgpgthan a heterogeneous group.
If your listeners are alike, your arguments willdseeffective for one as for another.
The language appropriate for one will be approeriat another, and so on, through
all the elements of the public speaking transaction

With a heterogeneous group, however, this doeaml. The argument that works
with one subgroup will not necessarily work withotirer. The language that is
appropriate for the educated members will not i@miate for the uneducated, so
when you address a heterogeneous audience yobavgl to make some tough
decisions.

Homogeneity—heterogeneity also relates to the diomensions just considered.
Thus, audience homogeneity-heterogeneity applidssio willingness to listen, their
favourableness, their passivity, and their knowéedgpr example, some audiences
will be extremely similar (homogeneous) in theitlwgness to listen; others may
contain members who differ widely in their willingss to listen.

3.1.2 Adapting to your Audience

Adapting to the Heterogeneous Audiencelhe most difficult audience to address
is not the unwilling or the unfavorable or the uowhedgeable. It is the mixed
audience: the audience consisting of some whoaratesome who do not, of some
who know and some who do not. At times, addresirsgtype of audience will
seem impossibile. It is not, so do not despairchiess face this type of audience
every day, as do politicians and advertisers. ldegesome general principles (rather
than specific adaptation guidelines) for dealinthvine heterogeneous audience.
These should help you in this difficult but not ioggible task.

- The greater the heterogeneity of the audience, thmore difficult will be
your analysis and adaptation.A heterogeneous audience will require a much
more complex audience analysis and a much moréut@tan of adaptation
than a homogeneous audience. Consider, for exampl€A audience
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3.2

composed of parents (differing widely in incomeuyeation, and cultural
background) and teachers (differing widely in baokmd, training, and age).
Each of these groups will have different pointviefv, backgrounds, and
expectations. As a speaker you will have to recgthese differences and
take special care to appeal to all groups.

When the audience is too heterogeneous, it is sonnets helpful to
subdivide it and appeal to each section separatel. common example is
the audience consisting of men and women. Sayothie is abortion on
demand. To limit yourself to arguments that wouygeal equally to men and
women might seriously damage your case. Consideretore, concentrating
first on arguments that women can relate to and dgmethose to which men
can relate. You thus avoid using supporting matetfet fall in between the
groups and that are effective with neither.

Homogeneity does not equal attitudinal samenesshe audience that is
similar in age, sex, educational background, anansavill probably also
share similar attitudes and beliefs. However, ifn& always true.
Heterogeneity increases with the size of the grégpany group expands in
size, its characteristics become more diverse—Hkaspn mind when you're
analyzing your audiences.

In depth audience analysis — your key to sucees

An experienced speaker knows the importance ofgstppreparing his/her

material far enough in advance so he/she may hafieient time to rehearse

and "fine-tune" the speech. Unfortunately, thisxi@ enough to assure that
your speech or presentation is well received. Yspgech preparation must
also include gathering information about your andes and their needs. A
well prepared speech given to the wrong audiennéhase the same effect as
a poorly prepared speech given to the correct aadieThey both can falil

terribly.

It is critical that your preparation efforts inckidome amount of audience
analysis. The more you know and understand about godience and their
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needs, the better you can prepare your speechstoeathat you meet their
needs. Speech preparation should use what | likaltdhe 9 P's.

Prior ProperPreparation

PreventsPoor Performance of the

PersonPutting on thePresentation.

Nothing will relax you more than to know you havemperly prepared. The

stage fright or speech anxiety felt by many speakerdue to not knowing

enough about the speaking environment or the acéeiefhe more you know
about your speaking environment and your audietiee,more relaxed you

will be when delivering your speech. Many speakieosyever, often overlook

the need to include any kind of audience analysigpart of their speech
preparation. Proper audience analysis will asshe¢ you give the right

speech to the right audience. Most professionadlsgs send their clients a
multi-page questionnaire in order to gather enougbrmation about them

and the speaking event to properly customize g@mdeches. Using the word
"A-U-D-I-E-N-C-E" as an acronym, we have definedngogeneral audience
analysis categories that these surveys shoulddaclu

A nalysis - Who are they? How many will be there?

U nderstanding - What is their knowledge of the stiffje

D emographics - What is their age, sex, educatioackdround?

| nterest - Why are they there? Who asked them tbhdye?

E nvironment - Where will | stand? Can they all seb&ar me?

N eeds - What are their needs? What are your nedtis apeaker?

C ustomized - What specific needs do you need toesd@r

E xpectations - What do they expect to learn or fresn you?

Develop specific questions which fit into each loéde eight categories and
ask the client or audience to tell you what theyntw&ssentially, ask them
what they need and give it to them.
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Self Assessment Exercise

Say whether the follows statements are true oefals

4.

True

Whatever the occasion, listeners will |:|
have fairly definite expectations about
the kinds of speeches that are

appropriate for the occasion

Knowing how the physical setting |:|
might influence your listeners’
response to your message is an

important factor in audience analysis.
True

The fact that you know in advance tht|
the room in which you will be speaking
is too hot or too cold

is not your problem.

If your speech is interesting, youdo [ ]

False

False
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not have to keep within a strict time

limit.

5. The larger the audience, the more |:| |:|
visual aids you should use.

6. As a general rule, the larger your
audience, the more formal your

1 L

presentation should be.

7. Audience size is not important because
it makes no difference whether the
speech you have prepared is heard

by 10 people or 100 people.

Answers

1. True 5. False
2. True 6. True
3. False 7. False.
4. False



3.3 The Setting

Audience Size and Room Layout

Audience size will determine the nature of yoursergation, especially in terms
your delivery style and subject matter. If the @mde is large, you may need
consider a more animated presentation style, takilmgaccount the size of the
auditorium and the possibility of people gettindetracked by conversations and
other distractions. You may need to invigorate yan@sentation with larger exhibi
attention-grabbers, and a more forceful speaking.t8ince a large audience
requires bigger rooms, you will need to use micoop@s, screen projectors, and
larger chalkboards or whiteboards. If the audiaasmall, you can use a more
intimate, informal presentation style. This will keait easier for you to stay focused
on each individual in the room.

The type of room, the shape of your environmert attangement of the furniture,
and the distance between you and your audiencaldeetors that will affect your
presentation. Will th@resentation be held in an office, a hotel, antaudim, a park
or a classroom? Will the presentation have a fosmating arrangement? The
following table illustrates five types of physidalouts for presentations: conferet
style, auditorium, classroom/laboratory, banqued, @rcular. Each layout has
advantages and disadvantages:

Conference

o o 0 0 Conference seating is most frequently used for I
business meetings and presentations. Whether
situated at a conference table or simply using a U-
shaped pattern of seating, this style offers intin
and upelose demonstrations. It is also ideal for u:
exhibits and handouts, and for facilitat
. guestion/answer sessions and debates. This |
Y allows the audience to view your presentationmfro
Speaker an intimate perspective. It encourages participe
and interaction between presenter and audient
also allows the audience members to interact
each other. This layout is also ideal for work grs
because it affords tabletop space for modaelsge
taking, and computer devices.

Auditorium
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P Auditorium seating is for large groups (over

° o @ ° people and even 2,000 or more). This layou
advantageous for lectures and formal presenta

® ° ® . . :
° o ® ° You W|Il_need to rely on _prOJectoster presentatior
® @ and slide shows (i.e., PowerPoint). Yc
e ® o demonstrations and exhibits will have to be I
) ) enough to be seen from afar and you will more ¥il
require a microphone and sound system to be F
o & This layout provides less intimacy and a gre
. possibility of distractions (i.e., side conversatio
! due to group size. It is not useful for interaci
Spanker between audience members either because c

unidirectional seating. Larger groups are also r
difficult to manage.

Classroom/Laboratory

Classroom/laboraty seating is good for small a
0000 o000 mediumsized groups (up to 60 people). In i
| || | layout, people can work individually or in sm
teams, utilizing the tabletop space in front ofnth
9000 o000 Technical presentations work very well in t
| || | environment because theylloav both group an
instructional dynamics. Each table can be equi
0000 00080 ;i cducational materials: documents, moc
| || | computers, etc. Unlike conference style layouts,
] speaker can work with individual teams separa
! Thus, this layout provides both intimate and non-
Speaker intimate features. It can be used for a formaluex
or an informal discussion among groups. It is @s
ideal environment for facilitating team projects.

Banquet
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® The banquet layout is probably the least advanta

.Oi .Oi for the technial presenter. Banquets usually con
® ® separate tables for the audience. Unlike
o ®

® ® classroom/laboratory layout, tables are round
® * more likely to be used for eating and drinking téasl
O. of for working. There is also the disadvantage

¢ ® multi-directiond seating: people are looking at e:

° o ° other and away from the speaker. This encour

® ° o @ talking and more distractions. People will havedo
.O .O position their chairs at the outset of your preagon
° L ° ® and not everyone will be comfortable. Banc

Y presentatiom work better with an informal styl

Ep;m Because not everyone will be able to see
comfortably, you will have to rely more on
auditory, less visual presentation. Discussion
have to be very lively and filled with attention-
grabbers, jokes, and asides that keep people focuse

Circular

Circular style layouts are not common in

® professional world. However they have sc

® advantages for certain audiences, children

o particular. Circular presentations require that

Y ® speaker move around from persorpg&rson in al

o - animated, informal style. These presentations

® intimacy, group interaction, and permit dynai

L demonstrations that require shifting around in

° o space and mobile exhibits that rotate. In

' professional world, the circular layoig refreshing

and will encourage a relaxed environment

informality and interpersonal exchange. Spati

there is nowhere for the audience to hide bec

everyone is equidistant from the spea

Participation should be easy to solicit in
situaton.
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3.4  Gathering the Information

Note that there are two ways of obtaining the imfation you need for your speech:
(1) your existing knowledge of the group and thiirsg; (2) questioning the person
who invited you to speak. All audiences share aedaneral characteristics that will
help you to understand them better. Let’s lookhatsort of information you would

obtain about an audience you do not know by askiagelevant questions;

. Why does the group exist? What goals does the gmwtope to fulfill?
These two questions should help you to decide dopec for speech and
which aspect of your topic you should focus on. Ybur talk is about
gardening and the audience is a group of house rswgeu would assume
that their goal is to make their gardens look ativa. You could focus your
talk on what to plant for a colourful garden, omsthing similar. However,
if they were a group of professional gardenersir theal might be to learn
about the biology of drought-resistant plants, dgample, or a new form of
pest control. In other words, the focus of youresgh would depend entirely
on the audience.

. What is the nature of the occasion at which | willthe speaker? The
answer to this question should help you to decale formal or informal your
speech will be.

. Can you share any insights about the make-up of thaudience? The
answers should provide you with demographic infdroma about your
listeners.

. What expectations do you believe audience memberslmhave about the

presentation? This information should tell you something aboutaty the
group considers acceptable or unacceptable. Aioek group, for instance,
would probably consider it appropriate if you speaka topic related to its
beliefs or the beliefs of another religion, or gyl a moral question or social
issue. But a topic that focuses on changing theligious beliefs or
promoting legal prostitution would not be approf#ia

. Are you aware of any attitudes held by audience mebers that could
have a positive or negative influence on your prestation? By now, you
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understand why it is important to find out whetlyeur audience will agree
with your views or strongly oppose them. If yowlnthe audience is likely
to disagree with your views, you will have to fingys of dealing with this.

3.5 How to use the Information: Adapting to your Aulience

This section provides guidelines for ensuring gwat do indeed prepare your speech
for a specific audience. The guidelines are nfficdit to understand — study them
on your own. You should however note the infororatn the last paragraph of this
section — that adapting your speech to the needisnéerests of a specific audience
requires a great deal of practice because it isobrtiee most important and difficult
skills a public speaker has to learn.

Type of Audience and Occasion

Children

Technical presentations can be made to childrealloiges (from 3 up) and ir
variety of settings, including classrooms, schootitariums, parks, communi
centres, Boy/Girl Scout meetings, and camps. Even td@viand the Internet
ideal places to educate and inspire young peoplenApresenting to children, ¢
and education level are critical factors to consittethe United States, each age
gradelevel corresponds to general curriculum requiresieBy asking teachers
other leaders in advance, you can gather the reagesgormation about what th
have previously learned and what they are curreledyning, to ensure that f
information in your presentation conforms to their education lemedl interest
Culture is also a major factor, as children frorffedlent geographical settings (i
urban and rural) will have varied experiences aache from different racial ai
ethnic communities.Listed below are various situations where you mige
speaking to children.
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Occasion

Types of Technical Presentations

Science Fairs

Keynote presentations
Project award presentations

Subject overview (e.g., robotics, aeronautics, gEaoe)

Curriculum & Unit
Study Topics

Subject overview

Demonstration of a particular technology: hands-on
(mechanical) or interactive (interpersonal)

Demonstration of how a particular technology isduse
toys, games, or other products children use

Career Learning

Overview of your profession (e.g., “A Day in thefd_pf
a Mechanical Engineer”)

Career track advice (counselling session)

Public Awareness

Seminar on the advantages or hazards of a pairticule
technology

How children can participate in a scientific cause

Mission statement for a non-profit organization or
corporation using scientific technologies in the
community (e.g., energy, environmental preservatiot
etc.)

—

Technical
Scholarship Awaro
Ceremonies

Vision of future (e.g. the future of mechanical
engineering)

Keynote presentations

Mission statement for scholarship sponsor orgaioizat
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University Students

Both undergraduate and graduate students are kypideences for technical
presentations. Settings range from classroomdtwddories, banquets, auditoriums,
parks, student rallies, and seminar halls. Thedesaoes include students studying
both technical and non-technical disciplines. Ursitg students generally fall into a
narrower age category, usually between 18 and 8@&eier they can also include
adults of all ages. Unlike with children, age, atdtand geographic origin are not as
relevant as is their field of study. If you are gommicating to students of
mathematics, engineering, chemistry, or physica,may take the libertio be more
technical in your approach. However, if you are ommicating to students in the
liberal arts, business, or any other area thabtslmectly technical, you will have to
tailor your approach to their area of study. Iniadd, there are also wide ranges of
student cultures at the university level - a cd@taften deeply affected by current
events, popular trends, the media, and speciaksti®(e.g., human rights,
environmental concerns, etc.).
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Occasion

Types of Technical Presentations

Student Project
Grants

Meeting with students to award project grants for
research or other endeavours

Science Fairs

Keynote presentations
Project award presentations

Subject overview (e.g., robotics, aeronautics,
aerospace).

Seminars &
Academic
Instruction

Subject overview

Demonstration of a particular technology: hands-or
(mechanical) or interactive (interpersonal) exegis

Seminar or mini-course

I

Career Advanceme

Overview of your profession and skills needed for
interviewing, job requirements, and career
advancement

Career track advice (counselling session)

Public Awareness

Seminar on the advantages or hazards of a particu
technology

How students can organize around or participage in
particular scientific cause

Mission statement for a non-profit organization or
corporation using scientific technologies in comimty
(e.g., energy, environmental preservation, etc.)

la

Technical
Scholarship Award

Future-vision (e.g., the future of mechanical
engineering)
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Ceremonies - Keynote presentations

- Mission statement for scholarship sponsor orgaioizat

Business and Professional

Business and professional groups will more likedytioe audience you must
communicate with most frequently. They involve @&range of people: corporate
executives and professionals from every field,udolg technology, finance,
marketing, sales, product development, human ressuas well as non-work
settings where people from a wide range of expeegmay be present (such as at
awards banquets). Settings range from small oftfce®nference rooms, hotels,
auditoriums, laboratories, factories, universiteas] corporate training facilities.
With these audiences, you should point out thevaglee of your subject matter to
their professional field and industigs well as a wide range of popular topics sut
mass culture, trends, current events, economiesntdia, and special interests.
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Occasion Types of Technical Presentations
Business - Keynote presentations
Conferences _ _ _ _
- Speech on a particular subject topic relating to a
professional field or industry
- Honour an individual’s achievements
Seminars & - Subject overview for a particular industry

Corporate Training

Demonstration of a technology: hands-on (mechanic

or interactive (interpersonal) exercises
Seminar or mini-course

Technical sales training

al

Corporate Policy &
Public Awareness

Seminar on the advantages or hazards of a particulé
technology

How businesses can organize around and participat
particular scientific cause

Mission statement for your corporation and the ible
plays, using scientific technologies in communéyg(
energy, environmental preservation, etc.)

135

Sales Presentation
& Meetings

S

Selling your product or technological innovation to
potential clients, retailers or distributors

Product demonstrations: applications, functionahiyd
markets

Charitable Events

Keynote speeches

Corporate or organizational mission statement
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- Public awareness speech

Government and Institutions

Government and institutional audmes include federal and state organizat
governing bodies, and commissions, hospitals, dsh@ssociations, universiti
military, and other public and nagrofit organizations. Settings range from si
offices to conference rooms, hotels, audibms, laboratories, public halls, &
government training facilities. With these audies)ogou should aim to describe
relevance to their field (e.g., healthcare), orgatonal mission, and professio
specialization (e.g., military), as well as ades range of popular topics such
current events, economics, politics, and specitdrasts. If you are testifying
advocating your cause before a government bodyh ascthe National Assembly
expectations will be that you are an expert in ybald. Your communicatior
should take on a more authoritative, scientificeto¥iou should be prepared to b
your ideas with data, case studies, and solid reise
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Occasior Types of Technical Presentatior
Government - Testifying on behalf of your company or organizatio
Hearings

Testifying to advocate your product or technology

Testifying as an expert witness in a court of law

Presentations to
Lobby Groups

Advocating your product or technology to a special
interest group

Soliciting funding and support

Sales Presentatio

Selling your product or technological innovation to
potential clients such as hospitals, schools, #&soas,
and public organizations

Product demonstrations: applications, functionahiyd
markets

Seminars &
Training Events

Subject overview for a particular industry

Demonstration of a technology: hamats{mechanical) ¢
interactive (interpersonal) exercises

Teach a seminar or mini-course

Technical sales training

Solicitation for
Funding

Future-vision (e.g., the future of mechanical eeghng)

Mission statement for your organization and purpafse
funding or grant

Charitable Events

Keynote speeches
Corporate or organizational mission statement

Public awareness speech
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Community Groups and the General Public

Comnmunity groups and general public audiences includac corganizations
neighbourhoodyroups, public advocacy groups, and public semiregtings ranc
from civic centresto hotels, auditoriums, public halls, and churchéhth thes:
audiences, you shoulgfer to their regional geographic interests, a§ aga wids
range of topics, such as current events, the mqumbaular culture, and yo
awareness of their particular concerns and inteiastour subject matter.

Occasion

Municipal and Public
Hearings

Community Seminars
Training Events

Charitable Events

4.0 CONCLUSION

Types of Technical Presentations

Testifying on behalf of your company or
organization and its role in the community

Testifying to advocate your product or technology
and its role in the community

Subject overview for a particular industry

Demonstration of a technology: hands-on
(mechanical) or interactive (interpersonal) exergis

Seminar or mini-course

Subject overview for a particular community group,
and information exchange

Keynote speeches
Corporate or organizational mission statement

Public awareness speech

The occasion and place in which you deliver yourspntation may be one that
enhances or interferes with the effectiveness af poesentation. It is very important
to determine ahead of time the audience and wieafatilities are like before you
speak. It is also important to familiarize yourseith the occasion. This way you can
properly plan your delivery or make adjustmentsetessary
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5.0 SUMMARY

For most public speakers, audience analysis isnib&t important step in planning a
target presentation. In this unit, we have emplealsihe fact that for a speaker's final
product to be fully successful, the speech mustaimed toward the intended
audience--its knowledge, its opinions, its needs #s wants. We then discussed
how to determine the knowledge, opinions, needs vaamts of your target audience.

Endeavour to look at any speaking engagement ap@ortunity to practice your
speaking skills.

6.0 TUTOR MARKED ASSIGNMENT

1. How would you use your information to adapt tayaudience in an end of year
speech you intend to give to your colleagues?

1. What is an audience-centred speech? (one sejtenc

2. Write down two topics you think your fellow strts would be interested in
and which they would find relevant.

3. When planning your speech, in which two areahesinformation obtained
from a psychographic analysis particularly useful?

4. The Vice Chancellor of the university has tolakpto students why there is
going to be a 15 percent increase in fees this. y#dnat sort of attitude can
the Vice Chancellor expect his audience to havhisonew?
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5. You are preparing a speech on the topic of gjpodeliver to two different
audiences. One audience consists primarily of gqueople (below the age
of 25). The second audience is composed of elgedple. Which aspect of
sport would you focus on for each audience?

Questions 6-12 are multiple-choice questions. d&laaake sure that you do them
because your examination paper contains a largebaunof multiple-choice
guestions. You should study the guidelines fomamsg multiple-choice questions.
Write down the number of the most correct answeedoh question on a separate
piece of paper. This way, when you revise for tkan@nation, you will have to
think, about the correct answer again. We prowige correct answers to the
multiple-choice questions, but only discuss thenams in cases where the options
are “difficult”.

6. Your primary purpose in delivering a speeclois.
(1) gain a desired response from the audience.
(2) gain experience as a speaker.
(3) try out new ideas on the audience.
(4) display your knowledge of the topic.
7. Which of the following is a demographic charaste of an audience?
(1) knowledge?
(2) size
(3) age

(4) attitude.
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10.

11.

Which of the following is a psychographic chaeaistic of an audience?
(1) cultural background

(2) attitude towards the topic

(3) group membership

(4) gender.

If you were giving a speech to an audience @ ghbject of compulsory
retirement, the most important factor to consigdeaudience analysis would
be the .......... of the audience.

(1) income bracket

(2) group membership
(3) gender

(4) age.

If you were giving a speech to an audienceamm tomputers work, the most
important factor to consider in audience analysmil be the ....... of the
audience.

(1) occupation

(2) knowledge

(3) gender
(4) age.
The ............ will usually indicate how long a speetiould be.

(1) audience size
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(2) occasion
(3) physical setting
(4) topic.

12.  The group membership of an audience can pravseééul information about
itS.ovvnennns

(1) interests
(2) gender
(3) ethnicity

(4) age.

7.0 REFERENCES/FURTHER READING
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UNIT 5 SELECTING A TOPIC AND PURPOSE

CONTENTS

1.0 Introduction

2.0  Objectives

3.0 Main Content
3.1 Choosing a Topic
3.2  Determining the General Purpose
3.3  Determining the Specific Purpose
3.4  Phrasing the Central Idea

4.0 Conclusion

5.0 Summary

6.0 Tutor-Marked Assignment

7.0 References/Further Reading

1.0 INTRODUCTION

For many people, the thought of giving a speedinant of a group can be terrifying.
Even if you are comfortable with public speakingcan be difficult at times to
determine what to speak about. In this unit, wdl shgose you to some important
tips that will help you select a speech topic thdl impress your audience every
time.

2.0 OBJECTIVES
At the end of studying this unit, you should beegiol:

1. choose an appropriate topic for a speech yoa taygive
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2. decide on the general and specific purposdsi®tpeech, and

3. arrive at the central idea of your speech aedntlain points you will be talking
about in any given speech event.

3.0 MAIN CONTENT
3.1 Choosing a Topic

The most important point in this section is thahether you choose a topic from
subjects you know a lot about, or from subjectd tloar would like to know more
about, your choice will be guided by your analysishe audience, the occasion, and
the setting. For the purposes of this study ueits assume that your listeners are
your fellow students. They have come to hear yost speech (the occasion) in a
lecture hall in your university or college (thetseg). By the end of this study unit,
you should be able to see a clear connection betitveematerial you studied in unit
4 and this unit (unit 5). Now, study the followistgps to choosing a topic;

Steps to choosing a topic

Think about your audience Who are you speaking to? What do they care about?
The first thing you should always do is put youfrsel your audience's shoes and
consider what they would like to hear and why.

Connect If you have an idea for a topic, look for a wayre¢late it to your audience.
Does not just talk about a topic in general - trhelp your audience understand and
care about it.

Consider your own knowledge and backgroundWhat do you care about? The
easiest speeches to deliver are ones on a togigdhaknow inside and out. Your
own passion and knowledge about a subject will cmaugh in your presentation
with very little effort.

Look for timely topics. Pick up a newspaper or check the headlines oitemet.
Sometimes an interesting story can spark your iergatPlus, it gives you a great
way to open your speech.
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Consider what actions you would like your audiencdo take when you finish
speaking How should they feel after hearing you? What wlogdu like them to do?
Instead of just speaking about a topic, think iadtabout trying to persuade your
audience to take a certain action or change aftmligehaviour.

(http://lwww.wikihow.com/Select-a-Topic-for-a-Speégch

3.2  Determining the General Purpose

What is the Purpose of a speech?

Before one begins to think about delivering a sheeae must determine why he or
she is giving the speech. Speeches serve a varfiepurposes. The immediate
audience helps determine the purposes of a spdeebple assemble for a speech
because they expect to hear or learn somethingdideyot already know. A speaker
must satisfy these expectations. Establishing opaipose in giving a speech
demands explicit attention. It is not enough étidve that the speech is expected or
that speaking is somehow a routine act. Such gssams will quickly be discerned
by an audience; and if the audience suspectshibagfgeaker is there unwillingly or
unenthusiastically, such an audience will be fas leeceptive. If a speaker does not
have a clear reason to give the speech, then dezisshould not be given.

The Central Purpose of a Speech

There is really only one purpose of a speech: akgyemust wish to engage his or
her audience with a central idea or propositiohe &ct of engagement is crucial. A
speech is a dynamic relationship between a speakerithe audience. A speaker
who views an audience as nothing more than theiygassceptacles of his or her
insights will lose that audience. It is importantréemind ourselves that every speech
has objectives, and these objectives include: cgngeinformation or insight,
persuading the audience and motivating the listener

93



Determining the General Purpose of your Speech.

Most speeches have one of the following generagaes: to inform, to persuade, to
entertain, and to pay tribute.

Some speeches may have other purposes such asottuce, to present, to accept,
to inspire, to eulogize. Before you begin to plad @repare your speech, decide its
purpose.

To Inform

In an informative speech, you are concerned aboutggnew information to your
listeners. You want your audience to understandramember new information.

To Persuade

In a persuasive speech, you want your listenechange their opinions, attitude or
actions.

To Entertain
An entertaining speech is light, fun and enjoyable
To Introduce

A speech of introduction is designed for one spetkatroduce another to the
audience.

To Present

A speech of presentation is formally designed tanfdly present an award or honour
to another person in front of an audience.

To Accept

A speech of acceptance is made by a person whebeised an award or honour in
front of an audience.

To Pay Tribute

A speech of tribute praises or celebrates a peggonp, institution or event. It
generally conveys love, gratitude, respect or aalinoin.
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To Inspire

The inspirational speech is given to move listetes higher level of feeling or
activity. You want your listeners to feel uplifted encouraged.

To Eulogize

The eulogy is a speech made in honour of someowehas died.

3.3  Determining the Specific Purpose

Formulating a specific purpose is the most impdriarly step in developing a
successful speech. Once you have chosen a topia gederal purpose, you narrow
your choices to determine the specific purposeonir \speech. The specific purpose
should focus on ONE aspect of a topic.

The specific purpose limits the topic to one thah de covered adequately in a
speech that has a predetermined, reasonable timte i

A specific purpose statement is a single phrasedtades precisely what a speaker
hopes to accomplish in his or her speech.

Begin the specific purpose statement with an itifieai What is an infinitive?

An infinitive is a verb with the word “to” in fronof it. Examples of infinitives that

might be used to start a specific purpose statearento explain, to tell, to show, to

demonstrate, to persuade, to entertain, to prove&onvince, to inform, to inspire, to
introduce, to present, to accept, to pay tributext, include a reference to your
audience. For exampl explain to my audience, to persuade my listeners

Always remember to limit the specific purpose staat to one major idea, and
make your statement as precise as possible. Makeysu can achieve your purpose
in the time allotted for your speech.

Finally, keep your statement simple. Don’t be techinical, and always bear these
requirements for writing a good specific purposenind when writing your speech,;

. it should contain one main idea

. it should be a complete sentence

. it should be clear and concise

. it should be worded as a statement, not as a questi
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. it should be worded in terms of the audience respgou want at the end of
the speech.

3.4  Paraphrasing the Central Idea

Paraphrasing is the process of restating informaitiodifferent words. When we
paraphrase, we maintain the original meaning, betsay it in our own words.

Paraphrasing is an active learning strategy whielpshus place information into
long-term memory as we move from an understandiegell to an active

comprehension level. Good paraphrasing skills aeeessary to create effective
speeches, prepare for tests, answer essay testogsesind avoid plagiarism when
researching reports. Paraphrasing includes:

* Replacing difficult vocabulary words or phrasesthwwords the student
understands

* Rewriting lengthy or complex sentences into senptentences, or combining
simple sentences into more interesting, completesers

» Explaining concepts and abstract ideas from seeteor passages using more clear
and concise wording

* Translating ideas and information into studeotsh words

Problems with underlying language-processing skileke paraphrasing especially
difficult for students with language-based learnimisabilities. Weaknesses,
particularly at the semantic (word), syntactic (sece), and

discourse (paragraph) levels, minimize the abibtyplay” with words.

Limited vocabulary and ability to construct compgentences make it difficult

for students to come up with a “different way ofisg things” in

their own words.

Tips for Successful Paraphrasing

1. Understand the context of what you are paraphrasirigead the whole sentence
or several sentences of the speech to have atdegsheral understanding of the
context in which words are being used. Make suaéttihe synonyms you use in your
paraphrased version do not change the meaning gfabsage.

2. Use “semantic” paraphrasingUse a thesaurus and/or your own knowledge to
replace words in the passage with accurate synarensure to check the part of
speech of the word you are replacing. How a synoisynsed can change the
meaning of the word or sentence.
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4. Use “syntactic” paraphrasingIn addition to replacing key words, change the
structure of the original sentences by either ifingrthe order of sentence parts,
breaking them into shorter sentences, or combisiimgle sentences into compound
and complex sentences.

5. Rewrite the paraphrased versio@ombine the various changes

noted above and rewrite the passage in your owdsvor

The most important thing for you to learn in thegson is how to arrive at the main
points for your speech. Once again, it is onlyplactising that you will learn this
technique

4.0 CONCLUSION

This unit has exposed you to the necessary tecesiglselecting a topic and
purpose for your speech. It is very important fou yo attempt the exercises and
assignments, as they will help to improve your speeriting skills tremendously.

5.0 SUMMARY

We shall use the mindmap to summarise what you learat in this unit.

MINDMAP

Selecting a topic and purpose

choosir@% \pm@

central idea

determining the determining the

general purpose pecific purpose
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6.0 TUTOR MARKED ASSIGNMENT

1.

Write down the general purpose of the followspgech situations/topics:

(@) Alecture on public speaking

(b)  An advertisement for a soft drink

(c) A music programme on the radio

(d)  Arequest to donate blood to the Red Cross

(e) A plea for drunk driving to carry stricter péres

() A wedding toast.

Select one of the topics you wrote down in 1o¥d) and then answer the
following questions:

(@) What is the subject of your speech?

(b) Is your general purpose to inform/instructadf what information do
you have to provide, or what action, techniquecedure or process do
you have to explain?
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(c) Is your general purpose to persuade? If so,tvafti@udes, beliefs,
values or behaviour do you want to reinforce omcje®

(d) Is your general purpose to entertain? If soydo have any personal
talents (such as a sense of humour) that you ceffidédtively use in
your presentation?

(e) Is your general purpose a combination of twohoee of the purposes
listed above? If so, arrange them in order of irtgrure.

7.0 REFERENCING/FURTHER READING
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MODULE 2  TECHNIQUES OF PERSUASION

Unit 1 Supporting your Ideas
Unit 2 Organising your Material
Unit 3 Preparing the Delivery
Unit 4 Persuasive Speeches

UNIT 1 SUPPORTING YOUR IDEAS

CONTENTS
1.0 Introduction
2.0  Objectives
3.0 Main Content
3.1 Forms of Support
3.2  General and Specific Guidelines for Supporttagerial
3.3 Recording your Information and citing your sms
4.0 Conclusion
5.0 Summary
6.0 Tutor-Marked Assignment

7.0 References/Further Readings

1.0 INTRODUCTION

You now know the main points you have to make inryspeech. But you cannot
stand up and say to the audience, “These are thepuamts | want to make.” Their
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answer would probably be “So what?” You need tolarpor enlarge on these main
ideas. You need to give your listeners additionrmation about each main point
so that they understand what you mean and willebeliwhat you say. That
additional information is your supporting materiéd. other words, you have the
skeleton or outline of a speech and now you haastbmeat to the skeleton to make
your ideas credible, interesting, and memorabtethis unit we will discuss how to
support your ideas — the sort of material you rteddok for, and where to find it.

2.0 OBJECTIVES

At the end of this unit, you should be able to:

1. identify how to source for relevant materialstgport the main ideas of your
speech,

2. state why supporting material are an important pf your speech, and

3. discuss the types of supporting materials tbatgan use to give substance to your
speech.

3.0 MAIN CONTENT
3.1 Forms of Support

The term supporting materials refers to the infdromaa person provides to develop
and/or justify an idea that is offered for a lis€s consideration. Supporting
materials serve a variety of functions in oral praations: to clarify the speaker's
point, to emphasize the point, to make the pointemnoteresting, and to furnish a
basis that enables others to believe the speglars Without supporting materials,
an oral presentation is little more than a strihgssertions (claims without backing).

We have already noted that Support MateHasdtrates your assertions so the
audience will understand the concepts and conaigsiou are presenting. These are
various forms of supporting materials:

Examples Concrete instances. Visual is better. Make suweaudience
understands or can relate to what the exampleugriating (3 step)

Testimony (authority): direct quotations or paraphrasesigisomeone else’s

knowledge/information and, thus, their credibiliBequires acknowledgement (oral
citation).
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Surveys compilations of many people’s views, public apm quantitative. Be
sure you understand what group the survey repres@ick who is the source of the
survey.

Definition: clarification of unfamiliar terms and concefdtby example, by
synonym, by classification ].

Analogy: illustrating a concept by relating the unfaniilia the familiar. Be sure
the audience understands the points of similarity

Statistics quantitative information. Good for establishsignificance. Use round
numbers if possible. “Humanize” large abstract hara by linking them to
something familiar.

Narration: stories. They are visual, personal and chragicdd. Highly concrete
and memorable. Good for illustration; weak forgdro

Explanation (description/detail): describing an idea or cqoide your own words.
Most effective when highly visual (use lots of arjees). Often overused.

Proof — getting the audience to accept your ideas, belfeve and be
persuaded There are three traditional types of proof:

1. Pathos— using emotions to get support

2. Ethos-- using credibility to get support (either yawn credibility or that of
your sources)

3. Logos— using logic and evidence (support material)rtvp you are correct
and gain support.

Self Assessment Exercise

State at least, five supporting material you wiédor a speech titlexamination is
not a true test of knowledge
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3.2  General and Specific Guidelines for Supporting/laterial

General Guidelines for Supporting Materials
1. Pertinence-- Each piece of support should be clearly reletathe point it is
used to support.

2. Variety -- The presentation should not rely excessivelypoa type of support
(such as examples) but should instead use a nuvhldédferent forms of support.

3. Amount-- The presentation should include a sufficient amaf support (enough
to make the ideas presented both clear and comgédithe audience).

4. Detalil -- Each piece of support needs to be developéuketpoint that audience
members can both understand the item of support A&Dsee how the item backs
the point it is used to support.

5. Appropriateness- Each piece of supporting material should meetdemands
that the audience and the occasion place on tliedtimaterial that is likely to be
received favorably. A "scholarly" audience, for eyae, will probably place higher
demands on the speaker's sources of informationaligeneral” audience would. A
"graphic” description of a particular topic, whéatirely fitting in some occasions,
might be out of place in another.

Specific Guidelines for Supporting Materials

Supporting materials are usually offered in recigfiorms. Depending upon the form
of support provided, you should ask yourself somestjons to determine if you are
making the best possible use of that kind of matkeri

For Examples/Narratives:

* |s the example/narrative representative?

* |s the example/narrative sufficiently detaileddanvid?
* |s the example/narrative personalized?

* If necessary, was the source cited in the speech?

For Statistics:
* |s the source of the statistics reliable?
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* Has the source of the statistics been cited énsipeech?

* Has the statistics been used correctly?

* Have you rounded-off complicated statistics?

* Have you interpreted the statistics (explaineid &inother way)?
* Have you done something to emphasize the stisti

* Have you used statistics sparingly?

For testimony

* |s the source qualified to make the statementrgoguoting?

* |s the quotation accurate?

* Have you attributed the testimony prior to theotg?

* Have you made it clear whether you are paraphgasr quoting directly?
* |If you are quoting, is the quotation brief?

* Have you clearly signalled where the testimongibs and ends?

* Are the source's conclusions reasonably free fiocas?

For comparison/contrast

* |s comparison appropriate and justified?

* |s the comparison meaningful -- does it tell yaudience something valuable?
* Have you avoided overdoing the comparison?

locating the information

. personal experiences and observations
. interviews
. library materials

3.3 Recording your Information and citing Sources.

A sourceis the place where you got your information, sasla book, newspaper
clipping, vital record certificate or e-mail exclygn Acitation is how you record
that source for future reference and connectybtr data. It is important to cite
your sources, but also important to cite them athyeThese are the proper formats
for recording your genealogy research findingsafderemember that it is very
important to properly document and cite your sosirgben preparing for a public
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speech event. There are so many possible soumagoiln may come across which
makes it vital that you keep proper track of whemeh piece of information came
from.

There are many ways to record a citation, and trey for the different kinds of
sources. How you record a book is different fronwlymu would record a newspaper
clipping. While | would not expect an undergraduatedent to learn a dozen
different citation formats, you should still try twee as complete and consistent as
possible. Whether you use the usual punctuationsgyid (brackets, etc) is really up
to you. Remember that it is never ethical to passameone else’s ideas as if they
were your own. Always give credit to the peopleoat ideas you have used by
naming your sources.

It is important to cite your sources, but also imaot to cite them correctly. Study
the formats for citing sources;

Books: Authorpbook title (publisher, publication date), page numbers,tlonaof
source.

John SmithQur Family History in WalegFamily Tree Books, 1973), p. 45-55,
found at the Huntsville Public Library.

Newspaper Clippings: "Title of piecaiame of newspapecity, date of
publication, page numbers, location of source.

"Old Courthouse DemolishedMuntsville Daily PressHuntsville Ontario, March
16, 1962, p. 13,

4.0 CONCLUSION

The point we have emphasized in this unit is timagrder to be a credible speaker,
you have to provide the audience with evidenceotovimce them that what you are
saying is believable. Stating an opinion, or givéome information in a general
way, is usually not sufficient to convince an amde of the credibility of your
statements. You need to support your ideas in a thay makes them clear,
interesting, and trustworthy.
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5.0 SUMMARY

Always give credit to the people whose ideas yotehssed by naming your sources.
It is equally important that you know where todfitihe appropriate material you
intend to use in your speech. If you find inforroatfrom someone who has a
recorded citation, you shoufebt simply add that citation to your records until you
have verified it for yourself. You should still i@ the source info, but make sure
you also note where you got the actual informatrom. You should also make
notes if you are getting your information from #ntual document or a transcription

6.0 TUTOR MARKED ASSIGNMENT

1. With good examples, differentiate betweemnegal and specific guidelines for
supporting material.

2.  Discuss any four specific guidelines yoll use to select supporting materials
for a speech on ‘The National Youth Service Corp programsiould be
scrapped”.

7.0 REFERENCES/FURTHER READING
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UNIT 2 ORGANISING YOUR MATERIAL
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1.0 INTRODUCTION

As far as the organisation of a speech is concegmdneed to organise your speech
in a logical way. Indeed, another way of thinkiadgout organisation is that it is the
logical order in which things are done. If you wgotur speech to go well, it is vital
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that you organise it logically. A well-organisegegch, that is, a speech that has its
main ideas arranged in a logical sequence, hasntatyes for both the speaker and

the audience. It makes it easier for your listerierfollow your ideas and remember

them, and it reduces the risk that you will forgsiat you want to say.

2.0 OBJECTIVES

By the end of this unit, you should be able to;

1. arrange the main points and supporting matefialspeech into an appropriate
organizational pattern, and

2. discuss the theoretical principles that guidedhoice and structure (layout) of a
particular organizational pattern (cognitive oute&m

3.0 MAIN CONTENT

3.1  Structure of the Speech

A speech (or presentation) generally falls int@éhparts, the introduction, the main
body and the conclusion (beginning, middle and elt§ch of these serves an
integral and essential role with it's own uniquadion. The body of the speech is
the biggest and is where the majority of informatis transferred. Consequently, it
requires careful thought and consideration as a®lsome imagination to organize
the body of a speech effectively.

To aid in planning the body of your speech, it barhelpful to make use of concepts
and themes which run through the body of your dpgemviding structure and tying
thoughts together in unified manner. This is nos&y that your delivery must be
uniform throughout. For example, a speaker miglg several characters from a
popular movie, television series or play to illas¢ér how a proposal might impact
people in various roles within an organization. Tharacters and the attitudes they
portray may differ significantly but their commoausce provides a unifying factor
that the audience will pick up and appreciate.

The time to consider the way to organize the bddyooir speech is after you have
selected and ordered the points you want to malkee best "organizers" act as a
mechanism for the audience to grasp and remembat yau say. Organizers make
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it easier to provide continuity between openingdy@nd ending. They help you
connect with the audience quickly and are an ar@mneembering the points you wish
to make, allowing you to deliver the speech witmimium use of notes.

Organization ldeas

Here are a few ideas for organizing a speech. Heashits own strengths and
weaknesses and some may work better than otheessdiven topic or setting. They
can be used individually or in combination. The Is far from complete and you
should feel free to get creative and come up watlryown ideas.

Acronyms Organize your speech around an acronym, withirtdevidual letters
representing a keyword, which summarizes a comgooieyour presentation. If at
all possible, choose a word which is related inesavay to your topic.

Colour: Colour can be used to organize a presentatiortt@rmbe coordinated with
props, visual aids and handouts. As an added bonaisy topics have associations
with a particular colour (environment - green) aav@ colour as an important
component (fine art, interior decoration). In suchses, using colour as an
organizational aid is quick and easy as well asxgantuitively clear to your

audience.

Issues Issues can be financial, aesthetic, philosoplicgbolitical among others and
can serve to simplify complex topics defuse arehsres the audience has strong
opinions or high emotions.

Opinions. Many topics have distinct vantage points, depsgdipon a number of
factors including, but not limited to, factors suam age, gender, political affiliation,
faith, job function, etc. Exploring different viepoints can be excellent for political
topics or topics related to changes in the worlalac

People People can be actual, mythical, historical, peit or stereotypical. As with
the illustration above, don't overlook well-knowhatacters from literature, movies
or television shows. You may also consider usingratters based on stereotypical
group behaviours. Examples of each of these inchaliicians, police detectives,
teenagers and their concerned parents. Using dbesacan make for great
entertaining speeches, which derive humour fromdmfrailties.
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Places People have a strong sense of place and oftere makeric associations
with specific types of geography or with specifacdtions. Many topics, such as
travel or history, are place-specific.

Problems and solutionsThis is a good all-purpose organisation and arekent
choice for emerging topics. It is flexible in thatu do not necessarily need the same
number of solutions as you have problems.

Shapes and patternsUse shapes such as circles, squares, or triarfgles
identification and to illustrate relationships amalv things work.

Storylines Use a universal plot from literature, mythologlassic movies, popular
novels or nursery rhymes. Alternatively, real sterand life experiences can make
for powerful narratives.

Time: Try using themes from the past, present and déufiur topics that change over
time. Create a project time line and compare sigmificant calendar units such as
the fiscal year.

For a clearer analysis, we present the Basic Sireicf a Speech thus;
All speeches contain at least three parts:

An Introduction

A Body

A conclusion

In thelntroduction , you state the topic of your speech. You telldhdience the
main points of your speech. In other words, youwhst you are going to speak
about.

In theBody, you speak about each point in detail. For eadht you must give the
audience some evidence or information that wilphe{plain and support each point.
The Body is the longest of the three parts.
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In theConclusion, you should summarise the main points of your speand
emphasise what you want the audience to remember.

Making a Simple Outline

An outline is a way to organise your ideas logicalhd clearly. Without making an
outline, your speech will probably lack structusad so be difficult to understand.
By using a presentation outline, you can "see'sthecture of your speech. In
addition, it can also serve as your speaking script

The following presentation outline is a very simplay to organise your material
into a speech format. If you have time, you shdodik at the detailed speech outline
When making an outline, you should not write f@htences, but juéey words

and phrases

1. Introduction

What is the topic of your speech?

Why should the audience listen to your speech ?

What will your main points be?

2. The body

What are your main points and ideas (sub-topics)?

What is your supporting evidence and informatiarb¢sub-topics)?
3. The conclusion

What were the main points of your speech, and wbatou want the audience to
remember?

Note that the presentation outline is not a word-foravscript for the speech but an
outline of ideas to serve as an organisationalpgiesentation tool for the speaker.
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3.2 Preparing the Introduction

A good introduction should capture the audiencié&nton, bring them together as a
group and motivate them to listen attentively te Hpeaker. Here are some tips to
help you do just that

Expressions that can signal introductions;

Shall we start? May | have your attention, pleaseRet's get started!
Before we start, let me remind youwf our schedule.

Let me first introduce myself briefly.

It is a great pleasure for me to be here with ymlay.

The title of my talk is...I will be proposing soreelutions...

We can cover those points in about 20 minutes.

This will leave us 10 minutes for questions beforéne coffee break, if there is
any

Let me start with an anecdote that will illustratg topic.

Who has not experienced/been affected by...?

Have you ever wondered how much time we waste wloary....?

Did you know that...? You will be surprised to hdaat...

Let me report the words of our chairman.

3.2 Organising the Body of your Speech

The body of your speech contains the detailed mé&tion that you intend to convey
to your audience. You can begin by Formulating aga@izing Questioinherent
guestions).You then go on to assess the information you hatleeged, and identify
the ideas and information needed to develop yquicto

Always endeavour to divide the Speech into Key sdg&ch as these;

* Topical
 Chronological

* Spatial

* Causal

* Pro-con

* Mnemonic or gimmick
* Problem-solution

The above mentioned organisational patterns araieeal thus;
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* Topical — topic divides itself into subdivisions. In toplarder, your speech topic
can also be divided into subsections, but talkingua them in a logical way does not
depend on time order or space order. If you wgpdaming about bias in the work
place, for example, your main points could be thwing:

(1) Racial bias

(2) Gender bias

(3) Age bias

(4) Physical disability bias

It does not matter which of the four main pointsi yliscuss first — they are all
equally important. They do not depend on a tinteeppr a space order to make
sense. They are all subsections of the speeath topi

» Chronological patterns— follows a time sequence (periods of time or psses)
When you discuss your main points in the time ondevhich they occurred, you are
using a chronological pattern.

* Spatial — divides into geography or physical proximitya8e or spatial order is
used for describing things such as objects, org#aorss, or places

» Causal-explores the causes and effects of the topic @& wersa; you need to use
causal order especially when you are trying to ocwesyour audience that “this”
was caused by “that”, or that “this” was the resdltthat”. You use this pattern all
the time in your everyday conversations:

Pro-con — presents both sides of controversial issues
* Mnemonic or gimmick — organizes a speech according to a memory device
* Problem-Solution: This organisational pattern isalso one that you use

regularly in your everyday conversations. “I see groblem. This is what we
should do to solve it?”

Problem: Township children who start school in urban areee at a disadvantage
because their English language skills are not dealtkeloped.

Solution: Providing these children with extra English lessovould alleviate this
problem.
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You also need to be careful about the words y@ecst express the information
contained in the body of your speech. You may neetk yourself these questions:

Does your audience need a dictionary to decipher speeches?
Do you write your speeches with encyclopaedic dit?i
Do you draw your speechwriting inspiration fromdédocuments?

Technical writing, essays, financial reports, agghl writings all have their place —
butnone of them belong in your speechwriting

Speeches which usemple, conversational languagare more enjoyable to listen
to, easier to follow, and more likely to be remeneioe

When involved in public speaking, you usually thathout getting content from your
expertise and experiences. However, to add the humach to any presentation,
consider including conversation. For example, teeliboy went to his mother with a
guestion. Since the mother was busy on the compsiter replied, "Why don't you
go ask your dad?" The boy's response: "l don'tyealre to know that much about
it." Although this is a joke, my guess is that tenversation is based on an actual
dialogue between mother and child

With this objective of looking for real conversatiofor your next keynote

presentation, have paper and pen always availabiecbrd key sentences. Listen to
other people's conversation. Write down clever essrdgs of people you talk to.
People will be flattered if you say, “Do you minfllitake a moment to jot that

down? That was so clever!” You might find just thght place for it in your next

speech. Effective presentation skills come fromaaiety of sources as well as
presentation skills delivery. Telling about a carsation you were involved with or

overheard will also help you to deal with stagagliti since it is a story that’s

comfortable for you to tell.

Conversation is not just an important part of ipgesonal skills; conversation can
become an integral part of your presentation.

3.4 Preparing the Conclusion

Audiences tend to put a lot of emphasis on thest ind final impressions o
speaker (techniclgl known as the primacy/recency effect). Becausthisf it i<
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very important to finish your speech with somethgrgat. If you have ever se
a standdp comedian perform, you will find that they sakieit best jokes for tl
end of their set, for this very reason.

To end your speech with impact, you can use a fothe devices such ¢
guotations, jokes, anecdotes, audience involvemeestions, etc.

One of the best ways to conclude a speech is toh&econclusion into tt
introduction. For example, you might have beguour speech by telling
suspenseful story that relates to your topic, laneghe end of the story for -
very end of your speech. Or refer back to the sama¢ation. Or refer to the jo
that you told. Any of these strategieslwjive your speech a sense of connet
and closure, and will leave the audience with afgfieal impression.

If you are delivering a persuasive speech, you migh a slightly differer
ending because your goal is not just to be remeedbet's to irspire people 1
take action. One way to do this is to issue atoadletion. This means that y
specifically tell your audience what actions yoipest them to take related
your speech. Another way to inspire action with¢baclusion of your speeds
to appeal to their emotions. If you create a ddsamaotion within your audienc
and then leave them with that emotion, they willetdhat emotion with thei
For example: If you leave them feeling guilty abaot+ecycling by painting
bleak pictue about the state of the Earth that their grandddl will live in
then they might recall that emotion the next tifleytchoose not to recycle ¢
alter their behaviour.

Leaving a strong final impression is the most int@air aspect of the conclusi
but there are some other necessary steps as well:

1. Making a smooth transition from the body of #peech to the conclusior
crucial. To do this, use a signpost known as alodimy statement. The mq
common concluding statements include: “in conclg “I leave you with”
“finally today”, and other similarly obvious endisg

2. Just as it is important to preview a speeclhénintroduction, it is important
summarize the speech in the conclusion. The meradkience hears your m
points, themore likely they are to remember them. By previayidiscussin(
and summarizing your main pointgour audience will be exposed to ther
least three times during your speech.

A good conclusion should be abot-10% of the total speech length. Anytr
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shorter than 5% means that the ending has comalingtly. Anything mor
that 10%, and the audience may become restless bfihgs up another point:
it sounds like a conclusion, you need to finish rygpeech in a reasona
amount of time. The conclusion is not the placadd new material.

The point being made here is thia¢ tbeginning and conclusion of your talk
actually the most important parts. This is where gatch the attention and lei
them with one final thought. Your closing momies the main influential fact
to persuade your listeners to do what you want tteedo

Here are some more suggestions for writing the losran of your speech;

3. An effective way to conclude a speech is toeevyour points and connect all to
your introduction text. Restate the most importaoint of your speech. Connect it
with the central idea in the introduction linesrEsample state it in other words or
use the rhetorical technique of repetition by répgea few important key phrases or
words.

4. In a speech conclusion you could briefly redaprhain speech topics. Summarize
the major supporting points or pharagraphs. It $iglpur audience to absorb and
retain all information, your central message and y@ke it easy for them to follow
the logical steps you have informed them about.

5. Conclusion writing can also be explained asrofethe so-callednoral of the
story.

- Restate the problem and provide your solution o $&ntences

- Show a benefit or valuable application

- Give the ultimate answer on some big question sudsyou proposed earlier
or at the opening of your speech presentation

- Offer them 'how to do it' steps; visualize a coursxjuence or time path of
action

6. Reaffirm the connection between the needs atedeists of the listeners and your
speech topics.

7. Close with a dramatic but appropriate statenterged on emotional appeals.
Examples of this kind of a speech conclusion cteld

- Finish with a heart-felt human interest story orsp@al experience anecdote
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Connect the public speaking topics with the eveyyfielings and lives of
your public speaking audience

Recite a couple of lines from a nostalgic song,npa® quotation from a
historical speech and refer to its similarities

State a slogan - transform your central motto, ide@rinciple into an easy
one to remember.

4.0 CONCLUSION

Persuasive speech in public speaking is the amisoig words to influence an
audience. It involves directing, guiding or appeglito the thinking, logic or
emotions of an individual or an audience. Sincegbal of persuasion is to help the
listeners to accept the idea, attitude or actioimgo@resented by the speaker, the
intelligent organization of the structure of thesph cannot be overemphasized. This
organizational structure is often accomplishedHeydpeaker’s use of argumentation,
rationalization, symbolism's, and how the speakesgnts supportive information.

5.0 SUMMARY

In this unit, you have learnt what organizing yspeech is all about, and the
important techniques of developing a good orgarmnat structure for your speech.
You also learnt that a persuasive public speectdsieonvince, to change the
minds of your audience with logical thought and sond reasoning.You were also
informed that if you are going to change the mihgilaur audience through
persuading them, you need to know how to implerttentechniques of organizing
your persuasive material intelligently.

6.0 TUTOR MARKED ASSIGNMENT
(1) Say whether the following statements are tiuialge.

True False

(@) Clear organization is usually less |:| |:|

important in speaking than in writing.
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(b)

(€)

(d)

(e)

(f)

9

(h)

(i)

Speakers who present well-organised
speeches are more credible than |:|
speakers whose speeches are poorly
organized.

Chronological organization is used
primarily for informative speeches.
Speeches arranged in time order
follow a spatial sequence.

Transitions are one of the forms of

il

supporting materials used in a speech.

“We've dealt with the problem. Now

|

let’'s consider the solution” is an
example of a transition.

It is seldom appropriate to discuss thg

i
i

importance of your topic in the

introduction to your speech.

Establishing goodwill is more

important in the introduction to a |:|
persuasive speech than it is in the
introduction to an informative speech.

In the conclusion to a speech, it is I:I

|

IRl
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inappropriate to refer back to the ideas

mentioned in the introduction.

() In the outline of your speech, you |:| |:|

identify the main points by Roman

numerals and sub points by capital letters.

Questions 2 to 10 are multiple-choice questionigad® make sure that you do them
because your examination paper also consists dfpiesthoice questions.

2. What is the most important reason for limitihg tmain points in a speech?

(1)

There is no time to include supporting matsriathere are too many
main points.

(2) Itis difficult to balance the time given toakapoint if there are too
many main points.
(3) Itis difficult for the audience to keep traskmore than five main
points.
(4) There is usually not enough time to developertban three to five
main points.
3. Deciding on an organizational pattern for yoaimpoints depends on ......
(1) your topic, your purpose, and your audience
(2)  your topic and your credibility
(3)  your topic and your audience
(4)  your topic, your audience, and your supportemals
4. Which organizational pattern would be the mdfgtotive for arranging the

main points in a speech with the specific purp68e:inform my audience
about the steps involved in a successful job imeert?
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(1) causal
(2) topical
(38) spatial
(4)  chronological.

When main ideas follow a directional sequenioey fare organized in

(1) causal order.
(2) topical order
(3) spatial order
(4) geographical order.

Which organizational pattern would be the mdfstotive for attaining the
main points of a speech with the specific purpt$e:inform my audience
about the three major types of television prograsifhe

(1) analytical
(2) topical
(3) spatial

(4) problem-solution.

Here are the main points for a persuasive spalectt the depletion of the
ozone layer.

(1) The depletion of the ozone layer has reachistsg@roportions in
Nigeria.

(2)  Solving the problem requires that the governnmamediately ban all
aerosol sprays.

These main points are arranged in ................ order

(1) chronological order
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(2) topical
(3) spatial
(4)  problem-solution.
8. All the following are purposes of a speech idtrction except.....
(1) gaining the audience’s attention
(2) providing examples to support the main point
(3) introducing the topic of the speech
(4) enhancing the speaker’s credibility.
9. Which of the following would you most likely finin a speech introduction?
(1) atransition
(2) acall to action
(3) a startling statement
(4) alengthy quotation.

10. In his persuasive speech, Jerry concludedtivdlollowing statement: So the
next time you receive an e-mail message annourachigod donation week
on campus, decide that this will be the time fou yo get involved — to do
something that could save a life.

What method of concluding his speech did Jerry use?
(1) an appeal to action
(2) ahypothetical example
(3) asummary

(4) reference to the introduction.
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UNIT 3 PREPARING THE DELIVERY
CONTENTS

1.0 Introduction
2.0  Objectives
3.0 Main Content
3.1 Verbal Behaviour.
3.2  Vocal Behaviour
3.3  Visual Behaviour
3.4  Overcoming Speech Apprehension
4.0 Conclusion
5.0 Summary
6.0 Tutor-Marked Assignment

7.0 References/Further Reading

1.0 INTRODUCTION

No one is born possessing public speaking skil&nEthe most noted speakers in
history had to learn how to deliver an effectiveegh. People become good public
speakers by learning the skills of effective spedelivery. What's more, these skills
are not reserved for the select few. They aressthit anyone can learn.

Conversational quality(in public speaking) refers to a manner of utteeaticat
resembles the spontaneity and informality of refymersonal conversatiorgr
conversational tone in the delivery. Do not coefasconversational quality with a
conversation. They are not the same thing. A dpas more formal than a
conversation. Nevertheless, a public speaker dhivulto make the listeners feel
that he or she is talkingith them, as in a conversation.
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2.0 OBJECTIVES

By the end of this unit, you should be able to

1. creatively choose and use language appropristaiyeech delivery
2. overcome speech apprehension and

3. use the various methods of delivering your spee

3.0 MAIN CONTENT

3.1  Verbal Behaviour

Verbal behaviour refers to the words we speak.sltvery important, in public
speaking, to pay attention to the words you spé&akik carefully about the words
before you speak them. Ask yourself “Is there agbatay of saying this?” Listen to
words others use that explain an idea better tharcpuld have. Study the following
explanations of the figures of speech that can nyake'Speak vividly”.

Alliteration is repeating the first letter or sound of wordst thee close together.
“John is cool, calm and collected”.

Antithesis is putting contrasting ideas together. See theamples:

“Man proposes, God disposes”, “Give every mandar but few thy voice”,

“Many are called, but few are chosen”.

Hyperbole is a deliberate exaggeration used for effect, athenexample in the
prescribed book — nobody is really bigger than askb

Personification is to give something non-human characteristicse d@tnstitution is
not alive, but saying that it will “live forever”ividly conveys the speaker’s idea of
permanence.
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A rhetorical question is one to which no answer is required. It is ulecdeffect —
for example, to attract the audience’s attentiotheintroduction to a speech.

3.2 Vocal Behaviour

This refers to how you sound when you deliver yspeech — rather than with the
words you use. It explains how and why volume,,rpgises, pitch, articulation and
pronunciation are important factors in the way yspeech comes across to your
listeners.

3.3 Visual Behaviour

This section is concerned with nonverbal commurooat what the audience sees
(rather than what they hear) from the time youugeto make your speech until you
sit down again. Remember that all nonverbal behavinust complement rather
than contradict your verbal messalyete the following nonverbal elements of
public speaking:

1. personal appearance
posture
gestures

2

3

4. body movements
5 facial expression
6

eye contact.

3.4  Overcoming Speech Apprehension

Communication or Speech apprehensionis the fear associated with
communicating with another person. According toeagsh, 31 percent of school
students experience some level of communicatiomedygmsion. A feeling of fear or
nervousness experienced before a speech can gaivadla competitive edge when
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the speaker comes to understand this and tackldetvge associated with public
speaking. It is important not to try to eliminateafs associated with speaking -
rather, it is helpful to take action to manage eoxtrol the anxiety.

These factors influence whether or not communicatoxiety is present, and to
what degree: the degree of evaluation, that is,t whe subject perceives to be at
stake, whether or not the subject feels subordinatetheir audience, how
conspicuous the subject feels, the degree of uigaddity in the situation, the
degree of dissimilarity between the speaker andatidience; memories of prior
failures or successes, and the presence or lacBnomunication skills are all factors
impacting the degree of communication anxiety seflein a given situation; also
known as "stage fright."

Dealing with Presentation Fears

Typically, fears of public speaking fall into twategories: fears about the audience
(i.e. what if they don't like me, they'll have he:all this before, they'll walk out, etc.)
and fears about ourselves (i.e. I'll forget whiaave to say; I'll freeze; I'll make a
mistake, etc.). It is helpful to develop strateg®be psychologically prepared for
making a speech.

Planning the Design
Two vital aspects of successful public speakingtareefine your purpose and to
learn as much as you can about the audience.

Defining Purpose
Generally, work-related presentations fall into rfalifferent categories. When the
purpose is to:

. stimulate the audience, the presentation is getve@rd reinforcing and
intensifying feelings already present in the listien

- inform the audience, the presentation provides dataformation;
- persuade the audience, the speaker expresses pouiewand works to prove

it;
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- activate the audience, the presentation is geangdrtls asking the audience
to take action.

Audience Analysis
The more you know about your audience, the morecgrutarget your presentation

to the specific group of people to whom you will $geaking. Try to find out about
the audience before the presentation.

Remember that every good speech has an openingdgy bBnd a close. Some
authorities on presentation skill suggest thatefeery one minute of speaking, one
hour be spent preparing. And of course, part gbaration is the actual construction
of the speech.

The Opening

Your opening should be designed to grab the lisgadtention, give your audience
a reason for listening to the remainder of yourespeand smoothly lead into the
body of your presentation. It is advisable to gsscyour opening until you have
committed it to memory.

The Body

Research indicates that organized information sseedo understand and remember
than unorganized information. Therefore, in corging the body of a speech, it is
important to identify the main points and orgartzaem. There are different ways to
organize information, including chronologically,tegorically, by cause and effect,
and by problem and solution. Main points must lag¢est, supported, and restated.

The Close

The closing must be the logical conclusion of yopening and overall purpose. It
should be stimulating, memorable, and well planmdemorization of the closing is
very important to bring together the contents efsheech in a compelling way.

4.0 CONCLUSION

Most people are nervous about public speaking. Wdedivering a presentation, it
may help to remember that your audience wants gau¢ceed. Many people would
rather listen to a confident, dynamic speaker thia@ who is boring or unprepared.
This is why the way you deliver a speech or pregenmt is as important as the
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research and preparation you put into it. Evenréstitng speeches will not hold
people's attention if they are delivered withoupression or enthusiasm from the
speaker. AlImost everyone is capable of giving der@sting speech or presentation
with some practice and a few basic techniques.

5.0 SUMMARY

In this unit, we have discussed the three elenwrdelivery which are your style or
use of language, the way you sound, and the wayogku We also presented
guidelines for overcoming speech apprehension elisas some methods of
delivering a speech. Interestingly, everyone isab#épof giving a good speech or
presentation with some practice and a few bashnigoes.

6.0 TUTOR MARKED ASSIGNMENT

1. Explain the difference between vocal behaviowt @sual behaviour.

2. Mention and discuss any three figures of spdbah can make you speak
vividly.

3. Discuss any three ways a speaker can overcaesergation fears.

Questions 4 to 10 are multiple-choice questioieage, make sure you do
them because your examination paper contains & laowgnber of multiple-
choice questions.

4. Changing your pitch to draw attention to a patar word is called

(1) inflection.
(2) spontaneity.
(3) volume.

(4) variety.
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In how many of the following situations will theersonal appearance of the
speaker influence the audience?

(@) A politician presenting a report-back speexctidters.
(b) A chairperson giving a financial report to th@ard of directors.
(c) A professor giving a lecture to students.

(d) A student welcoming exchange students from valist

(1) one
(2) two
(3) three
(4) four.

In which of the following situations would a sfgermost likely read from a
manuscript?

(1) A farewell speech to an employee who is ragifom the company.
(2) A speech delivered at the graduation ceremémyumiversity.
(3) A welcoming speech to new members of staff.

(4) A speech on the activities of the local soaieb.

Which two of the following statements about extemporaneoliwalg are
NOT correct?

Speaking extemporaneously........
(@) allows for more control over language than Bpeafrom memory.

(b)  encourages a more conversational quality thpealang from a
manuscript.

(c) requires less preparation than speaking frormang.
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(d)

allows the speaker to better adapt the speenteet audience’s needs.
(1) (c)and (d)
(2) (a)and (b)
(3) (b)and (d)
(4) (a)and (c).

In a speech to encourage matriculants to regiébe a course in
Communication Studies, the speaker used, but diderplain, the words
semioticsandrhetoric.

The speaker’s language was not appropriate to the......

(1)
(2)
3)
(4)

occasion
topic
audience

setting.

As a speaker, you would probably choose words$ sas liberation and
freedom fighter if you wanted to..........

1)
(@)
3)
(4)

arouse the audience’s emotions.
come across as impatrtial.
enhance your credibility

explain a constitutional right.
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10. “We must put an end to war, or war will puteamd to us” is an example of

(1) metaphor
(2) antithesis
(3) alliteration

(4) exaggeration.
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1.0 INTRODUCTION

In the preceding units, we have attempted to exposeto the new knowledge and
skills you require in order to persuade rather timhorm people. For example, how
to develop convincing arguments and evidence, twensure your credibility, and
how to appeal to emotions and reason. In this umé, shall be studying the
techniques of writing persuasive speeches.

2.0 OBJECTIVES

At the end of studying this unit, you should beestiol:
1. prepare and deliver your own persuasive spegahds
2. state the underlying theoretical principles imed in writing persuasive speeches.

3.0 MAIN CONTENT
3.1 Attitudes, Beliefs, Values and Behaviour

Attitudes, values and beliefs are related in thesedhat your values (your concept of
good and bad, right and wrong) and your beliefsi{yacceptance of something as
true or false) will determine your response ortadie (like or dislike) towards it.
Suppose you believe that the following statementus: It is good for an adult to
have a job he or she does for a living (beliefd ane of your values in life is that
everyone should earn enough money to live comfiyrtalyou would then have a
favourable attitude towards a public speaker whosgose it is to persuade the
audience to take a course in public speaking asitable source of income.

Very often, your motivation to act on an issue lierppted by your values, beliefs
and attitudes towards it. If you believe strontilgt women have the right to limit
the size of their family, then you are more likédybe persuaded to sign a petition
that asks local social services to provide conpaieces on demand. Or, if you value
freedom, you may be persuaded to join a protesthmaecause journalists have been
arrested for stating their opinion in print. Btiten it may interest you to know that
in many instances, a call to action does not alwayk. A persuasive speaker may
change someone’s attitude towards a topic, butdbas not necessarily mean that
they will change their behaviour. In Nigeria, Bstample, many people have adopted
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a positive attitude toward working in culturallyvdrse organizations, but they still
prefer to socialize with people from their own gooso, we would be right to say
that, while their attitude has changed, their behavhas not.

3.2 Developing your Persuasive Speech

3.2.1 Choosing a topic

It is important to emphasize the selection of ad@wbout which you feel strongly
and about which you have a reasonable amount afmation. If you do not choose
such a topic, it will be difficult for you to sourmbnvincing. Note the fact that you
can obtain interesting and appropriate support mahte the media on most issues
that are being debated. A word of caution aboppeut material from the media: it
too can be biased, so make sure that you thinkalht about it before you use it.

3.2.2 Arriving at a Purpose

In persuasive speeches, writing down a proposifisnwvell as a specific purpose
helps to keep you focused on exactly what it is goeitrying to persuade people to
think about or do. Your proposition is similar your specific purpose in that it
narrows down your topic. It is different from yospecific purpose in that it only
states what it is that you want your audience teagvith. It does not state the
conditions for agreeing. For exampleis safer to travel by air than by car is the
basic statement (proposition) you want your listene agree with. But, in your
specific purpose, you would add the conditioAs:the end of my speech the
audience should be able to state three reasons wityis safer to travel by air
than by car. While you are preparing your speech, you shoaltstantly keep your
proposition in mind. Your most important task inisttsection is to distinguish
between propositions of fact, propositions of valred propositions of policy. These
are defined as follows;

Proposition of fact — the statement is either tuéalse.

Proposition of policy — the statement suggestseaifip action.

134



Proposition of value — the statement asks for gnueht about something.

3.3 Persuasive Strategies

Whenever you read an argument, you must ask ydu'tsethis persuasive?
And if so, to whom?" There are seveal ways tceapto an audience. Among
them are appealing to logos, ethos and pathosseTappeals are prevalent in
almost all arguments.

3.3.1 Logos: Reasoning

The Greek word logos is the basis for the Englisihddogic. Logos is a broader
idea than formal logic--the highly symbolic andtheamnatical logic that you
might study in a philosophy course. Logos referany attempt to appeal to
the intellect, the general meaning of "logicallangnt." Everyday arguments
rely heavily on ethos and pathos, but academigraegts rely more on logos.
Yes, these arguments will call upon the writerstdsility and try to touch the
audience's emotions, but there will more oftemthat be logical chains of
reasoning supporting all claims.

3.3.2 Pathos: Feeling

Pathos is related to the words pathetic, sympadimg, empathy. Whenever you
accept a claim based on how it makes you feel withaly analyzing the rationale
behind the claim, you are acting on pathos. Thay e any emotions: love, fear,
patriotism, guilt, hate or joy. Majority of argums in the popular press are heavily
dependent on pathetic appeals. The more peopte wathout full consideration for
the WHY, the more effective an argument can behdlgh the pathetic appeal can
be manipulative, it is the cornerstone of movinggle to action. Many arguments
are able to persuade people logically, but thehagp@at audience may not follow
through on the call to action. Appeals to patlmagh a nerve and compel people to
not only listen, but to also take the next step actdn the world.
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3.3.3 Ethos: Source Credibility

Ethos is related to the English word ethics andereefto the credibility or

trustworthiness of the speaker/writer. Ethos is edfective persuasive strategy
because when we believe that the speaker doesteatlito do us harm, we are more
willing to listen to what s/he has to say. Forrmepée, when a trusted doctor gives
you advice, you may not understand all of the nadieasoning behind the advice,
but you nonetheless follow the directions becausehelieve that the doctor knows
what s/he is talking about. Likewise, when a judgenments on legal precedents,
audiences tend to listen because it is the job joldge to know the nature of past

legal cases.
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These strategies are further illustrated graphjcalfollows:

To Appeal to Logic
(logos

To Appeal to Emotion

To Develop Ethos (pathos

Language appropriate to Vivid, concrete language

Theoretical, abstract audience and subject

language Emotionally loaded

Restrained, sincere, fair language

Literal and historical minded presentation

analogies Connotative meanings

Appropriate level of

Definitions vocabulary Emotional examples

Factual data and Stat'St'CSCorrect grammar Vivid descriptions

Quotations Narratives of emotional

Citations from experts and events

authorities Emotional tone

Informed opinions Figurative language

Effect

Demonstrates author's

reliability, competence, and
Evokes a cognitive, respect for the audience's Evokes an emotional
rational response ideas and values through response

reliable and appropriate use

of support and general

accuracy
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3.4  Organising your Persuasive Speech

3.4.1 Monroe’s Motivated Sequence

One of the best ways to organize a persuasive Bpsewith a method called
Monroe’s Motivated Sequencelt is utilized in many television commercials asd
probably the most effective way to get people t@taction. Well, it's probably not
as effective as forcing someone to do somethinguapoint, but the motivated
sequence is much more ethical, and shouldn't getu yarrested.
If you need to give a persuasive speech for schagihg Monroe’s Motivated
Sequence, you should first consider a couple oigthiwhen choosing your topic in
order to be as persuasive as possible. First, ehaosopic that your audience
members will be able to do in the near future. &ample, “wear your seat belt on
the way home from class today” or “give blood at tilood drive this Friday”. The
sooner your audience can do what you ask, the hkedg they will be to actually do
it. The second thing to consider when choosing&ctis make it is as relevant to the
audience’s lives as possible. It is meaninglespdrsuade your audience to quit
smoking if only a few of your audience members altyu smoke.

Monroe’s Motivated Sequence has 5 steps that neuptdsented in this order:

1. The Attention Step This is the equivalent to the introduction sectaf an
informative speech or five-paragraph essay. Younopgth a question
(preferably rhetorical), a quote from someone fasnou respected, a story
(preferably true), or startling statistics. Youuwla then give your audience a
reason to listen, and then preview your speech.

2. The Need StepYou need to clearly show that the problem existthe lives
of your audience members. Consequently, you ne&kddw your audience as
well as possible. The problem also needs to bedtat negative terms and
credible evidence used to demonstrate that the neal problem. Students
frequently skimp on this step because they mistgkiealieve the audience
members already see the problem as they do. Daakerthis mistake. Your
audience is probably much less aware of the proltiham you are.

3. The Satisfaction Step So, now that you have established that there is
problem, the next thing you do is provide a workabkasonable plan that
allows your audience to solve the problem. Rementhereasier the solution,
the more likely your audience will do it. The whaleint of your speech is to
get your audience to take action, so if your solutis too hard or time
consuming, there is less chance they will do itthiis step, you also need to
address any objections your audience will have dowhat you propose.
Anticipate these objections and address them naw.istance, if you are
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trying to persuade your audience to wear their belis, one objection they
might have is that they do not feel they need tio-uge if they are not going
very far. Bring it up and provide statistics onfficafatalities that occur close
to home.

4. The Visualization Step In this step, you need to create a visual imaige o
your audience taking action. There are two waysddothis: show your
audience members how great the world would beey o what you ask, or
show them how terrible the world will be if they dot, or both. You have
appealed to your audience’s logical side by ustagssics and number in the
previous steps, now you can appeal to their emetoml desires.

5. The Action Step This would be similar to the conclusion portioh an
informative speech. You signal the end of your shegou recap the need,
the satisfaction, and the visualization steps, #r&h you ask them to take
action. It may feel weird, but tell them exactlyatlyou want them to do now.

Remember, in order to be persuasive, make suredonglish these five steps in
order. Also, be sure your topic is as relevantdaryaudience as possible, and use
sound research to show the need for your audiende &s you ask

3.5 Evaluating Speeches

We work hard at preparing for the effective delywef a speech, but preparation and
delivery are not the end of the speechmaking psoc®¥e also have to evaluate our
own and other people’s speeches so that we cartacdlyslearn from our mistakes
(and from the “good things” we did) and improve speeches in the future.

3.5.1 Principles of Speech Evaluation

Studying other speakers is a critical skill. The ability to analyse a speech will
accelerate the growth of any speaker.

The principles of speech evaluation examines diffeaspects of speech presentation
analysis. Here, you will learn how to study a spesad how to deliver an effective
speech evaluation.

The Most Important Thing to Analyse: The SpeecheGtyes

Knowing the speaker’s objective is critical to aysathg the speech, and should
certainly influence how you study it.
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What is the speaker’s goal? Is itdducate to motivate, to persuade or to
entertain?

What is the primary message being delivered?

Why isthis persondeliveringthis speecl? Are they the right person?
Was the objective achieved

The Audience and Context for the Speech

A speaker will need to use different techniquesaimnect with an audience of 1500
than they would with an audience of 15. Similadifferent techniques will be
applied when communicating with teenagers as ogptmseommunicating with
corporate leaders.

Where andwhenis the speech being delivered?

What are th&ey demographic features of the audien&Technical?
Students? Elderly? Athletes? Business leaders?

How large is the audience?

In addition to the live audience, is thereeatternal target audienc® (e.g. on
the Internet or mass media)

Speech Content and Structure

The content of the speech should be selected gyashiaed to achieve the primary
speech objective. Focus is important — extraneofegmation can weaken an
otherwise effective argument.

Before the Speech

Were therether speakers before this one Were their messages similar,
opposed, or unrelated?

How was the speak@ntroduced? Was it appropriate?

Did the introduction establish why the audienceusthdisten tothis speaker
with this topic at this time?

What body language was demonstrated by the spaakbey approached the
speaking area? Body language at this moment wéhahdicate theilevel of
confidence

The Speech Opening
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Due to the primacy effect, words, body languagd,\d@suals in the speech opening
are all critical to speaking success.

- Was a hook used effectively to draw the audienttetime speech? Or did the
speaker open with a dryt“s great to be here today.

- Did the speech open withstéory? Ajoke? A startlingstatistic? A
controversial statemen? A powerful visual?

- Did the speech opening clearly establish the imétie presentation?

- Was the opening memorabl@

The Speech Body

- Was the presentatidocused i.e. Did all arguments, stories, anecdotes relate
back to the primary objective?

- Were examples or statistics providedtgpport the arguments

- Weremetaphors and symbolismuse to improve understanding?

- Was the speeabrganized logically? Was it easy to follow?

- Did the speakebridge smoothly from one part of the presentation to the
next?

The Speech Conclusion

Like the opening, the words, body language, andalsin the speech conclusion are
all critical to speaking success. This is due txrédtency effect

. Was the conclusiononcis&
. Was the conclusiomemorable?
- If appropriate, was therecall-to-action?

Delivery Skills and Techniques

Delivery skills are like a gigantic toolbox — thedt speakers know precisely when
to use every tool and for what purpose.

Enthusiasm and Connection to the Audience
- Was the speakemthusiastic? How can you tell?

- Was theraudience interactior? Was it effective?
- Was the messag®u- andwe-focusedor was itl- andme-focuse@
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Humour

- Was humour used?

- Was itsafe and appropriategiven the audience?

- Wereappropriate pausesused before and after the punch lines, phrases, or
words?

- Was itrelevant to the speech

Visual Aids

- Were they designed effectively?

- Did theycomplement speech argumen®s

- Was the use of visual aitisned well with the speaker’s words?
- Did theyadd energyto the presentation or remove it?

- Were theysimple andeasy to understan@

- Were theyeasy to se® e.g. large enough

- Would anadditional visual aid help to convey the message?

Use of Stage Area
- Did the speaker make appropriate use of the spgaken?

Physical — Gestures and Eye Contact

- Did the speaker’gosture display confidence and poise?

- Were gesturesatural, timely, and complementary?

- Were gesturesasy to see

- Does the speaker have adigtracting mannerisms?

- Waseye contacteffective in connecting the speaker to the wholdience?

Vocal Variety

- Was the speakerasy to hea?

- Wereloud and softvariations used appropriately?

- Was thepacevaried? Was it slow enough overall to be undedsate?

- Werepausesused to aid understandability, heighten excitepmmprovide
drama?
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Language

- Was the languagappropriate for the audience?

- Did the speakearticulate clearly?

- Weresentences shorand easy to understand?

- Wastechnical jargon or unnecessarily complex language used?

- Whatrhetorical deviceswere used? e.g. repetition, alliteration, the nfle
three, etc.

Intangibles

Sometimes, a technically sound speech can stii this mark. Likewise, technical
deficiencies can sometimes be overcome to producesésee presentation. The
intangibles are impossible to list, but here afevaquestions to consider:

- How did the speech make yéeel?

- Were youconvinced?

- Would you want to listen to this speaker again?
- Were there angriginal ideas or techniques?

Evaluating speeches takes time and practice. Dd@&@ut off by the fact that you
will probably find that, the first few times, yoamnot answer all the questions. Like
all the other skills we learn in life, constant giree makes the process easier and
easier. So try it — not once, but many times. Mallbe surprised at how quickly
you learn to spot the good and poor elements o$pleeches you listen to — whether
they are sermons in church, presentations giveyooy colleagues at work, or the
speeches of politicians or other professionals.

Self Assessment Exercise

Discuss the steps you will use to prepare a speeciithe NYSC programme should
be scrapped”.
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4.0 CONCLUSION

There are lots of things to consider and undersfanat to writing a persuasive
speech. In order to influence others, you have ndetstand the subject, and
understand the audience's perception of the subMoting around also helps
because it enables all of the audience to get aotiemal response. Indeed,
persuasive speeches require that you develop semmpiece of work that includes
the basic introduction of your topic, the argumdntsyour topic, and the arguments
against your topic. You should always have supper@vidence developed from
sources, and even be prepared to discuss your taihicthe audience after the
persuasive speech.

5.0 SUMMARY

In this unit, we discussed the way of changingeimforcing attitudes, beliefs, values
and behaviour. We also examined the developmeatpafrsuasive speech as regards
choosing a topic and choosing a purpose. Meanwthilee persuasive strategies
were postulated: logos, pathos, and ethos. Finaléy studied Monroe’s motivated
sequence, and how to evaluate a speech.

6.0 TUTOR MARKED ASSIGNMENT

1. Explain the termattitudes, valuesandbeliefsand give your own example of
each.

Questions 2 to 10 are multiple-choice questioniead® make sure that you do them
because your examination paper consists largetyultiple-choice questions.

2. Which one of the following is an example of pmsive speaking?

(1) Reporting the results of a recent investigatida the film industry.

144



(2)  Trying to change the audience’s attitude toegemmedicines.
(3) Introducing a speaker who is to give a speach oontroversial topic.

(4) Demonstrating how to fill in an election ballot

The three types of proposition in persuasivespes are.....
(1) propositions of opinion, fact and policy.

(2)  propositions of opinion, belief and policy.

(3) propositions of fact, value and policy

(4) propositions of opinion, attitude and value.

“To persuade my audience that the army shoulagskd to help combat crime
in urban areas” is a specific purpose statemeiat qurestion of...

(1) fact

(2) attitude.

(3) value.
(4) policy.
A persuasive speech on a question of ........ arbpresr against a particular

course of action

(1) fact.

(2) need.
(3) value.
(4) policy.
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6.

Using vivid language to help listeners see téeefits of the action your are

recommending is important in the ........ step in Morsarotivate sequence.
(1) attention.

(2)  motivation.

(3) satisfaction.

(4)

visualization.

The Greek word, logos is the basis for the Ehglord ........

(1)
(@)
3)
(4)

legion
logics
pathos

ethics

Which of the following is a way to enhance yauedibility in a persuasive

speech?

(1) establishing common ground with your audience

(2) deliberately not mentioning your personal kneage of the topic.
(3) relating the topic to your audience in theondiuction

(4) insisting that your views are right because goaian expert.

What kind of reasoning is used in the followstgtement?

Our soccer team lost the League because we havmemmpetent coach.
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(1)
(2)
3)
(4)

reasoning by comparison
emotional reasoning
causal reasoning

criteria-to-application reasoning.

10. What kind of reasoning is used in the followstgtement?

These new electronic tools are just like the toptsl have been using before.
The only difference is that they are quicker andliwnake the job easier to

complete.

(1) reasoning by comparison
(2) emotional reasoning

(3) causal reasoning

(4)  inductive reasoning.
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MODULE 3; Listening in the Public Speaking Context

Unit 1 Hearing and Listening

Unit 2 Types of Listening

Unit 3 Hindrances to Effective Listening

Unit 4 Techniques of Becoming a Better Listener
Unit 5 Listening in Persuasive Situations.

UNIT 1 Hearing and Listening
CONTENTS
1.0 Introduction
2.0  Objectives
3.0 Main Content
3.1  Definition of Hearing
3.2  What is listening?
4.0 Conclusion
5.0 Summary
6.0 Tutor-Marked Assignment

7.0 References/Further Reading

1.0 INTRODUCTION
When people speak, we may hear the words comingfdbeir mouths but we may

not really be listening to what is being said. Yoay think your acting skills are
great but people can tell quickly that your eassvaorking but your mind is not
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engaged. Listening skills are an important paguddlic speaking. Listening is an
important part of communication. Indeed, the atisténing is a skill. How good is
your listening skill? There is no doubt that muéhvbat we learn everyday is a
result of listening. You can see why this is areasial skill for public speaking
success.

Listening thus involves...
Hearing
Understanding

Judging

2.0 OBJECTIVES

At the end of studying this unit, you should beestol:
1. distinguish clearly between hearing and listgnin
2. identify the likely obstacles to effective listeg and
3. practise the skills for effective listening

3.0 MAIN CONTENT
3.1  Definition of Hearing

There is a world of difference between hearing bsteéning. A hearing specialist

may, through therapy and devices, enable soundse¢ome more audible to the
human ear. But these kinds of actions have noanflte on a person's listening

ability. Hearing is a physical process. Listenirgy @ cognitive and emotional
engagement.

Hearing is simply the act of perceiving sounds with ear. If you are not hearing-

impaired, hearing simply happens. You can hear somspeak without listening to

the words. Hearing defines only the physical measent of the sound waves that
are transmitted to the ear and into the brain whleeg are processed into audible
information. Hearing occurs with or without yournsent. Indeed, hearing is such a
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passive quality that it occurs even while you sla§pen you merely hear someone's
words but are not listening to what is being s#idan lead to misunderstandings,
missed opportunities and resentment.

3.2  What s Listening?

Listening goes far beyond your natural hearing @ssc It means paying attention to
the words that are being spoken with the intentibanderstanding the other person.
Your personal perceptions and prejudices can affeetquality of your listening
skills. For example, if you feel you are better @fhancially, intellectually, socially)
than the person you are listening to, you may dismuch of what s/he is saying
because of your perceived superiority. Everyonetsvém be heard and understood,
but at one time or another, most people don'triistied fail to understand the
meaning of another person's words. It's a fundamhdntiman need to have your
feelings acknowledged, whether or not someone agmh you. ‘Honest to
goodness’ listening creates an intimate conneerehmakes you feel cared about.

In any speech event, it has been observed tha #rergenerally four basic levels of
hearing and listening, according to Toast Mastegs.Gheck the category you often
fall into when involved in different conversation® non-listener is totally
preoccupied with his personal thoughts and thoupk kears words, s/he is not
listening to what is being sai®Passive listenershear the words but do not fully
absorb or understand thefnsteners pay attention to the speaker but grasp only
some part of the intended messafetive listeners are completely focused on the
speaker and understand the meaning of the word#®wiidistortion. Listening is the
most frequently used communication skill, but mahys are poor listeners. We lose
interest, we concentrate on the speaker's appeanastead of his/her words and our
thoughts tend to drift simply because we can thiakter than people speak.
However, discipline and active engagement in thevewsation can significantly
improve your listening skills. Sharpen your listapiskill by doing the following:

Focus
Pay attention to your speaker. Make eye contadt tiith/her and let him/her know
you are listening by nodding or agreeing. Howewasrmen if you are making eye

contact and nodding, it is still quite easy for yound to wander. Concentrate on the
speaker's words and anticipate his/her next statemsk yourself why s/he would
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say that or why s/he did not say what you were etpg. Watch his/her body
language for a better clue of his/her true feelings

Remove Distractions

Close any books and remove any work from your dels&n listening to a lecture.
Do not use your computer to take notes during mitecor meeting, as it is too easy
to distract yourself with email or other work. Askhers around you to cease
conversation, or ask your speaker to move to aguenvironment if possible.

Summarize

When listening at a lecture or group meeting, sunraavhat the speaker has just
said. This will not only strengthen your undersiagdof the subject, but will also

improve your memory of the lecture and keep yomfigetting distracted by outside
stimuli.

Take Notes

If you have questions or comments that need toddeessed, simply make a note of
them and bring them up when appropriate. Takingesatill also improve your
listening skills as it physically forces you totéa.

Respond When Appropriate

Save your gquestions or comments for when the speéskione talking. The speaker
may inadvertently address any concerns you may hadeor answer your question
later in the lecture. Interrupting is not only rudmit also proves that you are not
willing to listen fully. Avoid forming any opiniorof the speaker until you have
listened to his/her entire statement. Jumping tockusions will only distract you
from the speaker's message. Responding once thkesgdeas finished talking allows
you to ask better questions or make stronger cortswathout wasting the speaker's
time.
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Ask Questions

It is important that you do respond. This lets sipeaker know that you listened to
what s/he had to say and you either understand amt wo know more. Asking
guestions shows the speaker that you are intergstgdat s/he has to say and are all
ears.

Self Assessment Exercise

How would you distinguish between Hearing and Listg?

Relationship Listening Skills

In order to be a good friend, spouse or employea, must have effective listening
skills. One of the most important communicationllskyou can learn is active
listening. Therapists and counsellors spend langantities of time learning and
improving this skill in order to develop positivelationships with their clients
because of its importance. Listening skills can ronp your relationships and
increase your success at work.

Paying Attention

If you want to be an active listener, you must p#gntion to what the other person
is saying. Check in with yourself periodically;yu find that you are nodding off or

distracted, refocus your attention. If you are adhe planning what you are going to
say in response, you are not listening or payirignéibn. Let the person finish

speaking before you make judgments or respondeiiigt the other person as you
would want to be listened to. If you are talking ytour friend about something

upsetting, you expect for him/her to care andisteyour concerns. You might want
her/him to offer some advice or just hear what fiame to say. When other people
interrupt you, you probably feel as if they ardistiening or paying attention. Watch
how others respond to you and mimic the behavithasyou like.

Nonverbal Communication

People can show that they are listening or that bear distracted through nonverbal
communication, according to Helpguide.org. If yoa talking to your spouse about
an argument that she had with her friend, you warghow her that you care. She
can tell you are not listening if you do not make eontact, fidget or look at your
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watch. If you want to improve your nonverbal commneation, occasionally nod, sit
up straight and smile to encourage the speaker.

Feedback

People want to be heard, and part of listening nelationship is giving the other
person feedback. This doesn't mean you have tadge@dvice or give your opinion.
Repeat what the person has said in your own wéaisinstance, if your friend tells
you he/she is not getting along with a co-workexs ko work long hours every day
and feels drained when he gets home, you coulbnespy saying, "It sounds as
though you're stressed and overwhelmed." Withahatshort statement, your friend
will understand that you listened and care. If dbks for advice, give it, but just let
him/her vent before telling him/her how to fix lEguation. Many times, that is all it
takes to make the other person feel better.

4.0 CONCLUSION

When a person responds to your words by sayingedr lyou," do you sometimes
wonder if he was truly listening to you? Perhapsa fiod your mind wandering off
when someone is sharing her thoughts with you. M@y have heard the words
being spoken, but were you really listening to tmeaning? Hearing and listening
have different meanings. Hearing is a passive oenge that requires no effort.
Listening, on the other hand, is a conscious chtiiaé demands your attention and
concentration.

5.0 SUMMARY

Listening and hearing, as you have studied indhis may be both sensed through
our ears but beyond that listening is very difféream hearing. Hearing is just the
perception of several sounds going through yourveate listening is absorbing
every part of the sound and understanding whateisnt Therefore, listening entails
understanding while hearing does not. Aside fronis,thistening requires
attentiveness and concentration which requires ywam to work. On the other
hand, hearing is more like the perception of sowaves in the ears. So when
somebody gives you an oral instruction, it is alsvaywise decision to listen and not
only hear. If you want to understand and acquir@kadge, always use your ears to
listen and not just to hear words.
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6.0 TUTOR MARKED ASSIGNMENT

1. What listening techniques will you use whenelishg to a public lecture on
“Globalisation and its implication for Nigerian @zhtion?”

7.0 REFERENCES/FURTHER READING

http://www.livestrong.com/article/25956-listeningits/#ixzz1N7zFuHUK
Koch, A. (1988) Speaking with a purposEnglewood Cliffs, NJ: Prentice-Hall.

Kougl, K .M. (1988).Primer for public speakingNew York: Harper & Row.
Lucas, S .E. (1995 he art of public speaking™ edition. New York: McGraw-Hill.

Samovar, L.A & Mills, J.M. (1989)Oral communication: message and response.
Dubuque, la: Brown.
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UNIT 2 Types of Listening
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1.0 INTRODUCTION

As discussed in the previous unit, listening regmiconscious effort to choose to do.
Listening requires a measure of mental concentradim that your brain processes
meaning from words and sentences. It is importantréemember that with
communication, it is not necessary always to sametbing back. It is rather
important to develop into a great listener.

2.0 OBJECTIVES

At the end of studying this unit, you should beestol,
1. explain the different types of listening skilsd

2. understand the different communication situaiovhere each skill should be
applied.
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3.0 MAIN CONTENT
3.1 Audience Listening Interpretation Techniques.

The audience mind can be turned on by a good spékehturning on a light, and
the public speaking audience consists of the peshteshare in or participate in the
experience or encounter of the presentation pubyra presenter. Your public
speaking audience can better be served if you kamdew basic things about them
and how they can interpret the information theyrhestening is more than the sum
of its parts, and there are various kinds of listgiechniques that the audience may
employ at any given time they are listening. Theyld be engaged in the following
way:

Listening for information

Information could include facts, figures, detailgjowledge, instruction, advice,
guidance, direction, counsel, enlightenment, newsrds; thought content or
knowledge. Informational Listening can be to untiard or to learn.

Listening for Emotional Content

Emotional content is the underlying feelings that bhased on emotion rather than
reason. It can also include things like the tonemfe, gestures, body language and
micro-expressions. Is the person happy and satisiredispirited or dejected? Is
there anger or pleasantness noted in the effect€x the speaker manifest proud or
humble emotions?

Listening for the Unspoken

Listening for what is unsaid, what is implied bt stated, inhibited from being said
or what may really be meant.

Listening for Entertainment

Sometimes we like to listen to music, poetry regdinand other forms of
entertainment.
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Critical or Evaluative Listening

Here, we listen to some pieces of information, #reh use what we have heard to
make personal decisions in our lives.

3.1.2 Listening Styles

Speech mastery in public speaking requires uraleisig thelistening Style of the
audience. In addition to the various types of tistg public speakers concern
themselves with, of greater interest should benthy the audience listens.

Listening style can be categorized into four defarclassifications. The 1984 book
Whole Brain Thinkingeported on a 20 year research project by Dr. aAerrill
and Dr. Roger Reid on how the mind works. Theidiings demonstrated that an
effective speaker must be aware of at least 4 réiftestyles of listeners. To reach
each different type of listening requires speakimgneet the unique personality or
psychological needs of an audience. This is a basic look of the makeup of an
audience that would be listening to public speakihen we speak, to feel as
though you are connected and to be able to sayatltkence is listening is an
understatement. More importantly, how are theyeltisig? What is the style of
listening used by each individual in the audient®fRat is the psychology of
listening?

Listening Style: Four Types
Analytical

Analytical listeners will have puzzled looks whilkstening. They will be
questioning, thoughtful and sceptical during thik.t8ody language will include
rubbing chin and or brow. They will be evaluatinglacritiquing the information and
delivery.

If you are new to public speaking, these are tbieriers to get your critique from.
You also need to give them things to analyse witlhhauing everyone else.
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Driver

‘Driver’ listeners are the result - oriented merdamomen of action. They are also
impatient. They will be the ones usually sittingta front of the audience. They ask,
“How can | use this information now.” “How is thgactical?” They do not need to
know when or why if these are self evident. To théme information application is
self evident. Their need is for what, and how thatew. Their listening style is, "Get
to the point.” Great public speaking requires nmeetheir need while not leaving
everyone else behind.

Amiable

These are the audiences that care for you as th&kep They also care for the
audience. Those new to public speaking will enjog kudos they receive from this
group. They usually will not give the critical assment that will help you attain
Speech mastery.

Consider an example of public speaking to this graxd really connecting to them.

Imagine a speaker stopping, shuffling his noteshasigh he lost something he
wanted to say. He then looks down at the floorfasmay have fell. How do you
feel? What thoughts would go through your mind? Whkeeing this happen to a
speaker, my heart sunk. Then the speaker reaahiodnis pocket pulled out a piece
of paper with this ah-ha look on his face. He pesls®l to explain he was
demonstrating the quality of empathy. It was an epxional illustration.
Unfortunately, he was only speaking to part ofabdience.

He was speaking to those who would be concerndd gt plight. Others may have
been thinking he should have been better prepaieel.amiable listener may look
concerned and even worried if someone is ignoregnule to encourage you, the
speaker, or even others.

Expressive

This group of listeners like to be involved and @art of what is going on. The
expressive like involvement. This listener will bere easily bored with technical
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data. They will become fidgety or a class clowne Tasearch found they will often
be intuitive.

Those with this listening style will really apprat@ audience participation. The most
basic way to involve an audience in public speakintp ask for a show of hands
with a question you know will have many respondegou can and do, this will
enable you to connect to those with this listerstyde.

Reach All In Your Audience

To reach all four audiences and hold their attentiwhen public speaking requires
balancing many elements of speaking, they needgéndata to please the analytical
listener without boring the expressive. The progreameeds to move along for the
goal oriented driver. Openness, comfort and empattey needed to satisfy the
amiable personality. Many public speaking books saly all audiences are basically
the same. You will find in your experience and lobea this science, on at least a
few levels, this is not true. Learn to reach ou¢ach of the several types of listening
styles when you are engaged in public speakingrrn_Eameet the demands of each
individual listening style. If you master puttingl our listening styles together to

best serve your audience, you will not only attapeech mastery, you will gain

power over your audience.

3.2 Types of Listening

Here are six types of listening, starting with badiscrimination of sounds and
ending in deep communication.

Discriminative listening

Discriminative listening is the most basic typelistening, whereby the difference
between different sounds is identified. If you caintear differences, then you
cannot make sense of the meaning that is exprégssach differences.

We learn to discriminate between sounds within @un language early, and later
are unable to discriminate between the phonemeasthar languages. This is one
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reason why a person from one country finds it diffi to speak another language
perfectly, as they are unable to distinguish tHaleuisounds that are required in that
language.

Likewise, a person who cannot hear the subtletiesrmtional variation in another
person's voice will be less likely to be able tecdrn the emotions the other person is
experiencing.

Listening is a visual as well as auditory act, @&oemmunicate much through body
language. We thus also need to be able to disaimibetween muscle and skeletal
movements that signify different meanings.

Comprehension listening

The next step beyond discriminating between diffesmunds and sights is to make
sense of them. To comprehend the meaning requistshfiving a lexicon of words
at our fingertips and also all rules of grammar ayhtax by which we can
understand what others are saying.

The same is true, of course, for the visual comptnef communication, and an
understanding of body language helps us understdrad the other person really
means.

In communication, some words are more important @&odhe less so, and
comprehension often benefits from extraction of kagts and items from a long
spiel.

Comprehension listening is also knowncastent listeninginformative listeningand
full listening

Critical listening

Critical listening is listening in order to evalaaand judge, forming opinion about
what is being said. Judgment includes assessingngttrs and weaknesses,
agreement and approval.
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This form of listening requires significant real® cognitive effort as the listener
analyzes what is being said, relating it to exgtknowledge and rules, whilst
simultaneously listening to the ongoing words fribia speaker.

Biased listening

Biased listening happens when the person hears whit they want to hear,
typically misinterpreting what the other person ssdased on the stereotypes and
other biases that they have. Such biased listasiofien very evaluative in nature.

Evaluative listening

In evaluative listening, arritical listening we make judgments about what the other
person is saying. We seek to assess the truth af islbeing said. We also judge
what they say against our values, assessing thergoad or bad, worthy or
unworthy.

Evaluative listening is particularly pertinent whétme other person is trying to
persuade us, perhaps to change our behaviour aagheneven to change our
beliefs. Within this, we also discriminate betwesubtleties of language and
comprehend the inner meaning of what is said. &llyialso we weigh up the pros
and cons of an argument, determining whether itasaense logically as well as
whether it is helpful to us.

Evaluative listening is also called critical, judgntal or interpretive listening.
Appreciative listening

In appreciative listening, we seek certain infolimatvhich we will appreciate. For
example, that which helps meet our needs and gd&dsuse appreciative listening
when we are listening to good music, poetry or neagien the stirring words of a
great leader.
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Sympathetic listening

In sympathetic listening we care about the othesgeand show this concern in the
way we pay close attention and express our sormwhieir ills and happiness at
their joy.

Empathetic listening

When we listen empathetically, we go beyond sympéthseek a truer understand
how others are feeling. This requires excellentrthgsination and close attention to
the nuances of emotional signals. When we are kieuhg empathetic, we actually
feel what they are feeling.

In order to get others to expose these deep phatitemselves to us, we also need to
demonstrate our empathy in our demeanor towards,theking sensitively and in a
way that encourages self-disclosure.

Therapeutic listening

In therapeutic listening, the listener has a pugpaisnot only empathizing with the
speaker but also to use this deep connection ierdadhelp the speaker understand,
change or develop in some way.

This not only happens when you go to see a thdrdgis also in many social
situations, where friends and family seek to badgdose problems from listening
and also to help the speaker cure themselves, petyasome cathartic process. This
also happens in work situations, where managermatuResource people, trainers
and coaches seek to help employees learn and gevelo

Dialogic listening

The word 'dialogue’ stems from the Greek words, 'di@aning 'through’ and 'logos'’
meaning 'words'. Thus dialogic listening meansnegy through conversation and an
engaged interchange of ideas and information inclwvlwe actively seek to learn
more about the person and how they think.
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Dialogic listening is sometimes known as 'relatidiséening’.
Relationship listening

Sometimes, the most important factor in listenisgni order to develop or sustain a
relationship. This is why lovers talk for hours aatend closely to what each other
has to say when the same words from someone elsle a®em to be rather boring.

Relationship listening is also important in areashsas negotiation and sales, where
it is helpful if the other person likes you andstsiyou.

4.0 CONCLUSION

Listening skills allow one to make sense of andeusthnd what another person is
saying. In other words, listening skills allow yoo understand what someone is
"talking about"

5.0 SUMMARY

In this unit, we studied the types of listening drae been able to prove that good
listening skills can be deliberately cultivated asheleloped. We stressed that the
ability to listen carefully will allow you to

- better understand assignments and what is expetiel;

- build rapport with your colleagues and other memloérthe public;
- show support;

« work better in a team-based environment;

- resolve problems with people;

- answer questions; and

. find underlying meanings in what others say.

6.0 TUTOR MARKED ASSIGNMENT

Mention and discuss any four types of listenindiskiou have studied, and which
you think you require most as a student in the dai Open University of Nigeria.
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1.0 INTRODUCTION

As a public speaker, the art of listening is viled. be a great speaker, you need to be
a great listener. For your message to reach tlseeadédinose you speak to, you need to
know what they want to hear. Everyone has a jobetalone. You can only find out
what that is by listening to what your audiencesaying prior to preparing your
speech. When you learn how to be a truly suppotistener, you may find yourself
surrounded by others who are able to do the sahexelty reducing or even
eradicating any hindrance to effective communicatla listening we therefore have
problems of attention and accuracy, but difficdti@lso arise from the different
frames of reference held by the speaker and thenés. Our knowledge, concepts,
vocabulary and way of thinking derive from the pasbur own, individual past
education and experience. If we do not allow far tact that the other person has
his/her own, perhaps very different, frame of refee, it is all too easy to get our
wires crossed, or to assume a level of understgndihich is not real. We
continually run the danger of over-complicatingawer-simplifying what we hear.
We have all had the experience of talking to soreeand then hear them say, "I
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know just what you mean" and then go on to desctdraething unrelated to your
conversation.

2.0 OBJECTIVES

At the end of studying this unit, you should beegiol

1. identify the various listening hindrances tham come up during communication,
and

2. discuss how to overcome these hindrances.

3.0 MAIN CONTENT
3.1  What are Listening Hindrances?

Physiological Hindrances to Effective Listening

Hunger

Communication and active listening involve higheder brain functions that cannot
be supported without proper nourishment. If yoypdkinch before meeting with a
friend, chances are that you will not be able ailydisten to what he/she is saying.

Needing to Use the Restroom

Always use the restroom before entering a situatiowhich you may need to use
active listening skills. Otherwise, you will havéfidulty focusing. It is better to

interrupt the interaction for a quick bathroom lkrdhan to continue without the
ability to really listen.

Pain
A headache, stomach upset or injury can inhibitryadility to process information
and listen to someone when they speak. Find a wawpritrol your pain as much as

possible if you cannot postpone a conversation eeting that requires your full
attention.
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llIness

When you are sick, it is a bad idea to become irasbin a conversation that requires
you to actively listen. You will not be able to @amtrate and you will be too focused
on how you feel to care about what the other peissaying.

Fatigue

Fatigue undermines your ability to concentrate arake important communication
judgments. Even though you may do your best tov@lgtilisten, chances are you'll
find yourself dozing off while the other persorspeaking.

Emotional Distress

Extreme grief, anger, anxiety or fear can alter ¢hemical balance of your brain,
making it physiologically impossible to engage imational, intentional

communication. Active listening shouldn't be attéspbuntil after you've calmed
down.

Poor Hearing

Hearing loss or partial deafness can severely im@egerson's ability to actively
listen. Poor hearing can cause you to incorrectiscgive what someone is saying,
making communication difficult. Age-related hearilogs, an ear infection or even a
plugged ear canal can all interfere with activeehéng. If you find it difficult to hear
what people are saying to you, visit your doctotetst for hearing problems

Psychological Hindrances to Listening

Concentration

Listening barriers can also be created by inteyngiénerated noise, such as
monologues. People often miss what others are gdgnause they are distracted by
their own thoughts or daydreams. Sometimes thdytdatoncentrate because they
are too self-absorbed.

Attitudes

The way people feel about themselves and aboutrstten be a major listening
barrier. When a person thinks that he or she knoegsd, either in general or when
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discussing a particular topic, this attitude caavpnt him or her from effectively

receiving information from another person. Peoplo éhave a tendency to erect
listening barriers when they feel threatened by twthay are hearing. This can
happen when individuals believe that they are bemgonally attacked, accused or
insulted. Being defensive can also result in listgnbarriers if one person is

accustomed to the poor communication skills of a@operson. For example, if a
husband and wife constantly argue, the anticipatiban argument may prevent
them from listening to each other even when theyaiinteract more civilly.

Reactions

Certain words can trigger reactions that createriag barriers. Being politically
correct and using emotionally charged vocabulary ths effect. Words denoting
ethnic or racial identity can also have this effiéthey conjure thoughts of negative
stereotypes. This type of language grabs attettiralso tends to create a situation
that prevents people from listening effectivelytiie overall message.

Self Assessment Exercise

List and discuss any five factors that can hindrr from listening effectively to a
tutorial class in your programme.

3.2 How to Overcome Listening Hindrances

Effective communication is both simple and compbca On the one hand, effective
communication is simply a matter of listening regpdly, in the way we would like
others to listen to us. On the other hand, we daole our own agenda, which
inhibits our ability to fully listen to someone Wwitonflicting objectives. Overcoming
hindrances to effective listening involves findimgmmon ground on which to
communicate and then learning to express opiniowks reeeds calmly and clearly.
Study the following suggested ways of overcomistghing hindrances:s

- Treat the person you are attempting to communiwéte respectfully. If you
do not put him/her on the defensive, s/he will bttdr able to hear what you
have to say and respond by truly addressing thessgather than reacting to
perceived insults. Speak without making overt oplied accusations and
listen carefully to his point of view. The morelfjuyou understand what he or
she has to say, the easier it will be to reconmler differences.

« Find common ground on which to communicate. Degpiéefact that issues
and antagonism can create hindrances to effectwenwnication, there is
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almost always some point of agreement between weplp from which they
can start building a bridge. For example, if onghleour wants to plant a tree
while the other objects to the shade that treecasdhte in his garden, they can
begin a dialogue based on their common interestkeeping their
neighbourhood attractive.

- ldentify any other existing barriers to effectivenemunication, such as
physical barriers of space or time, or culturafedénces that cause one party
to speak or act in a way that the other party fintfensive or threatening.
Whenever possible, discuss these barriers wherbggin your dialogue. If
you cannot openly discuss the variables creatingidmra to effective
communication, keep them in mind nonetheless irmotd maintain as much
perspective as possible.

Self Assessment Exercise

You found yourself in a situation where your inadaig knowledge of the subject
matter of a lecture was hindering your understampdidhat steps will you take to
overcome this problem?

4.0 CONCLUSION

One impulse of the will which is only too quick awaken is the urge towards power
and conflict, to impose our own will and resist thtber person's. Resistance at the
level of intention is often rationalized into argemts which can never be resolved,
because the basic will to reach agreement is netepit. If we allow these
conflicting forces to arise in us whilst listeninge create an immediate barrier to a
creative future work relationship. To sense théirgantions of another person, what
they want, why they are telling you this or thatnde one of the hardest aspects of
the art of listening. Often, speakers are thenesebnly dimly aware of what they
actually want in a situation. Skilful listeningrcdnelp to discover, "behind" the
thoughts and "below" the feelings involved.
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5.0 SUMMARY

Active listening promotes healthy conflict resotuti meaningful relationships and
good interpersonal skills. However, there are almemof barriers that can hinder
good active listening. We have outlined some o$é¢hearriers here and also
suggested the steps you can take to overcome sucarb. What we have
emphasised in this unit is that the goal of gostghing is simply to listen - nothing
more and nothing less

6.0 TUTOR MARKED ASSIGNMENT

Discuss the hindrances you have often encountetel@ Wstening to a sermon in
your place of worship, and what you do to overcadinen.

7.0 REFERENCES/FURTHER READING

http://www.ehow.com/info_8095832_barriers-effeetiistening.html

John A. Kline(1989)Speaking Effectivelylaxwell AFB, Ala.: Air University
Press.

Koch, A. (1988) Speaking with a purposEnglewood Cliffs, NJ: Prentice-Hall.
Kougl, K.M. (1988).Primer for public speakingNew York: Harper & Row.
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INTRODUCTION

According to the International Listening Associatiave only retain about half of

what we hear immediately after we hear it, and @ilgut 20% beyond that. Pretty
bad, isn't it? Despite the disappointing statisttt®ugh, listening is one of the most
important parts of successful communication. Mames, | think we get caught up

in the sound of our own voices and we forget tagbiet and hear what others are
saying. Imagine if we were all able to boost oulitglto listen so we retained 75%

of what we heard immediately after hearing it aB&3ong term? The implications

of this more effective listening would be phenonmena

We would spend less time trying to recall what ve& @ot remember and
become more productive.

The quality of our work would improve because weuldomake less
mistakes.
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We would likely get into fewer arguments.
Our relationships would be stronger.
We would have more empathy and compassion for @ther

2.0 OBJECTIVES

At the end of this unit, you should be able to explthe techniques of becoming a
better listener in any communication endeavouramuinvolved in, and

3.0 MAIN CONTENT
3.1 The Stages of Listening

Effective listening involves knowing the differenbetween what is said, what you
hear, and what is meant. Indeed, effective lisgmvolves these four stages which
you should acquaint yourself with.

The Four Stages of Listening

Sensing: The sense of hearing being employed to take in mhessage.
Our minds have the ability to listen four timestéasthan a person can talk. One
challenge to effective listening would be focusmg minds on hearing what is said
rather than the several other things going on imives at any given moment.

To improve the skill, look directly at the persatking. As you hear the words said,
also start reading the body language. Listen fametand intonation. With
advancement in the art, you will be able to noggen more subtle body language
such as pupil movement.

On the flip side, if you are taking part in pulbdigeaking, your audience will face the
same challenge you do with the art of listeningdéhstanding this will be an aid to
developing and improving your public speaking skill

Understanding: The processing and interpreting of the message.
Rather than thinking about what you are going tp saxt, try to think of what is
being said from the standpoint of the communicaifidrink of yourself as their
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advocate and your purpose is to help everyone ataiet what the speaker is trying
to communicate.

Evaluating: Appraising the message. Tap into the filing cabfeyour little gray
box on conveniently mounted on the top of your bdéiyst sort and classify what
you are hearing. What are the implications, thdieaions, benefit or damage of the
information? You will have plenty of time to drawcanclusion. You will only have
a few seconds to quickly make a fool of yourselvbwer. So put prejudices aside.
Stifle any desire to respond emotionally. For fatpublic speaking jobs, it is vital
you not only learn about your audience, you neegréwtise the art of listening on
them. Find out what floats their boats. Find outvhiest to reach them.

Responding:Acting on the message.

You will benefit little if you do not act on therédction or advice. A simple credo in
this regard, there are three things a true prajaasdoes not do when being given
counsel or advice. Justify, minimize or shift tHarbe.

Reasonableness in the art of listening dictatetstiiese is always more to learn on a
subject. If your public speaking is reasonablayiit be easy for the audience to be
reasonable in listening to you.

3.2 Becoming a Better Listener

Listening to people is a fine art that needs topbactised. If you are like most
people, then chances are you often interrupt ottvbrite they are still talking. In
your defence, you could say that a long-winded,-sided conversation is the
guickest turn off ever, and while this might beetrit just shows basic respect for the
other person when we are prepared to listen to thighout consistently interrupting
their speech. As it stands though, none of us ke to be interrupted anyway. If it
does happen, we tend to feel ignored, overlookeduaappreciated. So how can we
still get our message across while becoming aettener in the process?

Stop talking: Put yourself in the speaker’s shoes so you geepaateunderstanding

of where he or she is coming from and what is dgvnim or her to say what he or
she is saying. Sometimes, saying nothing says st mmore. The messages you tell
when you are silent can be read in your body lagguBy being silent and observing
what the other person has to say, we learn to pglkon their energies and the
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messages they DO NOT speak. This is a great tgoiufwork with people, because
you can gain a deeper insight into their persaeality being a better observer

Focus onusing inviting body language, such as making eydact, uncrossing your
arms, and turning your shoulders so you are faitiagperson speaking. Avoid
thinking about what you are going to say next.dadt create memory triggers to
assist your recall.

Be open- mindedand avoid passing judgment on the speaker. Hosnaft we shut
off to another person's message just because wetdigree with them? We do it all
the time. Since we are human, we all have our gemian on things. That is
perfectly fine. But you know as well as | do thaeg/thing has two sides.

Remove your prejudice By removing our prejudice to actually listen that the
other person has to say we remove self-imposed bitackages and open ourselves
up for proper communication with the other partyuYshould try it, because you
might be surprised at what you learn during thegss.

Stop doing other things— all other things — while someone is speakingda. A
discussion without eye contact is like a body witha soul. Something lacks - a
personal touch. If you are guilty of shutting off other people's talk, could it be
because you don't make eye contact with them wialking to one another?
Granted, this is hard to do when speaking on tfen@hbut the next tip might help
you in those situations. Practice eye contact wenspeak with someone the next
time. Initially, it might be hard because many peopre actually uncomfortable
looking into each other's eyes. However, it willvberth your while because in doing
SO you establish a new intimacy between the peaaogptdved and I'm almost willing
to guarantee that this will help to form a bettentb between you.

Participate in active listening by encouraging speaker with nods and affirmative
words. Take what is being said at face value araldafocusing on the “hidden”
meaning. Ask for clarification to get a better ursiending of what was said.

Do not interrupt. When it is time to ask your qims$, summarize and repeat what
you heard before asking the question.

When it gets down to it, and when you take the matyre of life into consideration,

listening is hard. But we all have the same stregiglnd the same opportunity for
improvement.
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4.0 CONCLUSION

Listening is defined as applying oneself to hearisgmething. In verbal
communication, listening is to hear while givingeation to what is being said. It is
an ability that can be cultivated and practised mskill. From this standpoint, it can
be viewed as an art. As a public speaker, it iaramo be mastered. To listen, really
listen, we have to hush our internal monologue udeffort into hearing what the
other person is saying. It takes real effort andrgy to listen like this - actively
listening, listening with engagement. It is far mahan sitting passively while
someone else talks.

5.0 SUMMARY

Becoming a better listener involves being genuinatgrested in what the other
person has to say. Listening is not only about kestping quiet when the other
person is talking, or being nice and courteousisltabout understanding and
remembering what the other person says. That it way to understand the
other person, build a relationship, resolve anyflminand offer a solution. Indeed,
listening is really the best way to sell your idesken engaged in any public
speaking event.

6.0 TUTOR MARKED ASSIGNMENT

Explain clearly the stages you need to betterristea lecture in this course (Public
Speaking).

7.0 REFERENCES/FURTHER READING

http://www.dumblittleman.com/2009/08/how-to-becobetter-listener.html
Koch, A. (1988) Speaking with a purposEnglewood Cliffs, NJ: Prentice-Hall.
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Unit 5 Listening in Persuasive Situations

CONTENTS

1.0 Introduction

2.0 Objectives

3.0 Main Content
3.1 Depth of Listening
3.2 How to Listen in Persuasive situations
3.3  Mastering the Art of Listening

4.0 Conclusion

5.0 Summary

6.0  Tutor-Marked Assignments

7.0  References/Further Reading

1.0 INTRODUCTION

Listening effectively to others can be your mostdfamental and powerful
communication tool. When someone is willing to staling or thinking and truly
listen to others, all interactions become easiistehing well is as powerful a means
of communication and influence as to talk swell.

2.0 OBJECTIVES

At the end of this unit, you should be able to expthe techniques of listening in
persuasive situations.
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3.0 MAIN CONTENT

3.1 Depth of listening

How can you improve your listening? First, by admg even theslightest
possibility that you might noalwayslisten with absolute effectiveness. So there is
some room for improvement, however small. Alwagmmit to improvingThere are
different depths of listening, based on how deguiy are listening to the other
person. If you can identify these, then you canoskowhich you want to use. They
are:

False listening

False listening occurs where a person is preterditigten but is not hearing
anything that is being said. They may nod, smilé gmunt in all the right places, but
do not actually take in anything that is said.

This is a skill that may be finely honed by peopleo do a lot of inconsequential
listening, such as politicians and royalty. Theiabwith their audience is to make a
good impression in very short space of time befloey move on, never to talk to
that person again. It is also something practisecdoiples, particularly, where one
side does most of the talking. However, the needdiationship here can lead to this
being spotted (‘you’re not listening again!") ammhsequent conflict.

Initial listening

Sometimes when we listen we hear the first few wanad then start to think about
what we want to say in return. We then look foloapat which we can interrupt.
We are also not listening then as we are spendorg time rehearsing what we are
going to say about their initial point.

Selective listening

Selective listening involves listening for partiauthings and ignoring others. We
thus hear what we want to hear and pay little &itirrio 'extraneous’ detail.
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Partial listening

Partial listening is what most of us do most oftilhee. We listen to the other person
with the best of intent and then become distrac#hder by stray thoughts or by
something that the other person has said.

This can be problematic when the other person lm&don and we are unable to
pick up the threads of what is being said. We @asily can fall into false listening,
at least for a short while. This can be embarrgssihcourse, if they suddenly ask
your opinion. A tip here: own up, admitting thatuylead lost the thread of the
conversation and asking them to repeat what was sai

Full listening

Full listening happens where the listener paysectrsd careful attention to what is
being said, seeking carefully to understand thiectuitent that the speaker is seeking
to put across.

This may be a very active form of listening, witluges for summaries and testing
that understanding is complete. By the end of treversation, the listener and the
speaker will probably agree that the listener lidlg tinderstood what was said.

Full listening takes much more effort than parigtening, as it requires close
concentration, possibly for a protracted perio@ldb requires skills of
understanding and summary.

Deep listening

Beyond the intensity of full listening, you can@leach into a form of listening that
not only hears what is said but also seeks to witaled the whole person behind the
words.

In deep listening, you listen between the linewbét is said, hearing the emotion,
watching the body language, detecting needs aal$,gdentifying preferences and
biases, perceiving beliefs and values, and so on.
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To listen deeply, you need a strong understandimgiman psychology and to pay
attention not just to the words but the whole perso

Deep listening is actually known as "Whole peréisténing.

3.2 How to Listen in Persuasive Situations

As a speaker, you spend a lot of time thinkingualbiee listener. But, how much
time do you spend thinking abdidtening? How good a listener are you?

What is "Persuasive Listening"?

It is easy to assume that when you go to listea fwersuasive speech, you have
already accepted that you are going to be persuddedspeaker will try to persuade
you. And you will listen to whatever he or she hasay. You are not going to argue
or supplement. However, persuasive listeners arekiids of persons who would
naturally and routinely listen. This calls for aistic love, an inner care for others, a
curiosity about others and putting others abovenedves.

Here is a great drill for becoming a persuasivietier:

Pay attention to others
Be connected to yourself—your feelings and thougbtsut others

When you are serious about listening to someorst,lfe sure you turn to them and
look at themAnNd look into the windows of their soul - theijress. Remembering
(and working) to look a speaker in the eyes regupau to focus your attention on
the speaker.

Next is that little voice in your head that candafou to where the speaker is heading
or it can take you in a thousand divergent diretid>o not quash the little voice, the
thoughts in your head, but focus them as you hawesed your gaze - on the
speaker. Get that little voice to work towards etifee listening. Use it to remember
your questions and organize the speaker's wordgofar

Listening is persuasive when it:
- makes the other person feel respected and unddrstoo
- helps the listener understand the feelings andepéoms of the other party

- enables the listener to ask better questions
- enables the listener to understand how to relatieet@ther party
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3.3  Mastering the Art of Listening

Listening begins by learning how to read peopléhgyenergy they are emitting. Do
they come across as excited and enthusiastic tirejosound lifeless and ready to go
to sleep? Are they aggressive from the first wardsof their mouth? Are you able

to sense their negative or sceptical body language?

Effective listening provides valuable informationdaassists the listener in building
relationships with the speaker. People love to festéned to! Listening makes
people feel speciall Have you ever been in the haidd a conversation and the
person you are talking to continually interruptsuyoDoes this annoy you? This
usually stems from someone proving they have todig or get the final word in.
Are you guilty of this? Great listeners who becagneat speakers learn that the "less
they talk, the more intelligent they sound", andyttalso learn "how to say less to
more people.”

Listening is attention, a stroke, a hug, a kind dvokWhen you listen non-
judgmentally and non-critically, you sell yoursall worthy of respect and affection.
A level of trust begins more easily when you asgeling. Listening not only allows
you to receive valuable information, but is cructal establishing a close and
personal friendship. Think how valuable you wilcbene with the person speaking if
you are the only person in their lives who listehsdtening is the art of getting
meaning from any situation. "Really listening" logilself-esteem in the speaker, It
builds trust. It makes the speaker feel heard, rshoed, liked, respected,
appreciated, and assisted.

Listening can be safely called the better half @iwersation. When we use the term
"conversation”, speaking is usually what comes modnfirst. However, speaking is
only part of a conversation and usually not thegbgy part. In the end, what makes
the difference is what is heard, accepted, andnateed, not just what is spoken. It
is important to let you know that persuasive ligtgnis a whole new awareness,
distinction and insight, and is very useful in theocess of becoming a master
listener. This is a process of creatively and a&tyivabsorbing what people say. It
also involves learning to manage your listening] egally hearing what people are
telling you, which also allows you to unleash youm speaking abilities. Persuasive
listening can be interpreted thus: when you tresaiéding with the same care and
concern you put into speaking, then your convesaatwill have the influence and
effect you desire.
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Your motivation comes from wanting to be the besti yan be at your job and
succeed in your business. Once motivated, hersaame tips to help you master the
art of listening.

Maintain eye contact.Looking people in the eye shows respect, and hakistain
focus on what is being said.

Ask questions.Asking questions forces you to concentrate ontistg Get in the
habit of asking speakers to clarify or elaboraiegs you do not fully understand.
This not only helps you to listen, it also will pelyou to learn things.

Take notes.Even if you never refer to these notes, the aetrdaing things down on
paper forces you to concentrate on what the oteeyop is saying. It also helps lock
the information in your mind. The notes don’t hawdoe detailed — just jot down key
words, phrases and numbers. People speak muchtfasteanyone can write. If you
try to write down every word that is said, you vidke track of the conversation and
miss some of the speaker’s main points.

Get rid of distractions. Avoid the temptation to multi-task by doing paperiy

checking e-mail, etc., while someone is talkinggdo. Do not try to answer another
incoming call on a different line. This really iggravating to the other party. Leave
it to the phone receptionist or voicemail to take call back message.

Interject. From time to time during a long conversation, mhkief comments such
as: “lI understand ... | see what you're saying.” éifds you to stay alert, and also
shows the speaker that you are paying attention.

Do not interject your own thoughts.Make sure the other party has finished talking
before you venture an opinion or explanation. Saaeple have trouble getting to
the point. Give them time to tell you what they wan say in their own way,
although it is OK to move the conversation along bgking questions.

Do not rehearse a responsé.isten to the full message. Only respond afteratier
person has finished talking. There may be key m#dron not revealed until near the
end.

Pause. After the other party finishes talking, pause forfeav seconds before

responding. The other person might be pausingtusiatch a breath or formulate
other remarks. Pausing also allows you a chans®d& up and retain what's been
said, as well as collect your thoughts.
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Sit at the end of your chair.Being too comfortable promotes daydreaming. When
speaking on the phone, try to assume the samedsstike posture you would if you
were meeting the person face-to-face. This willphelake you more attentive.

Tune in to unspoken message# famous study has shown that only 7 per cent of
communication gets conveyed by spoken words. Fagigressions and body
language account for 55 per cent, with the othep&8cent coming through in one’s
tone of voice. Over the phone, you will not haveess to the visual information, but
you will to the 38 per cent of information convey®gdtone of voice. This means that
it is not enough to listen only to what people days important to pick up on how
they say it. They may be trying to tell you someghibut do not know how, or are
uncomfortable saying it. For example, a person mely want to get someone in
trouble by criticizing performance. Yet, the persotone of voice often will reveal
this information as the root of a problem.

Listening is truly an internal process. It is ahthat takes its own attention to detail.
You have to pay particular attention to what isngesaid, not what you think you
hear. Persuasive listening is often overlookedeadérship training, even though it
may be the most important leadership skill. Mastgthe art of persuasive listening
will make a big difference in your life.

As an exercise, try and spend one whole day fogusmwhat you hear and what
new information you have learned that you may htalen for granted. Teach
yourself to pause after someone finishes speakisgnéence and wait two or three
seconds before responding. This may challenge Agarage people jump in right
away at the back end of someone else's senteneedeethey feel they have to be
heard. They end up missing half of the spoken sertbecause they are consumed
with thinking about what to say instead of listenin

Start to catch yourself interrupting people or yspeakers. Be humble enough to
apologize and to let the person finish. You wilblkknyou are improving when you
start to catch yourself and you start making improents.

Self Assessment Exercise

Asking questions can help you concentrate on listerwWhat other listening tips can
you use to help you focus on a speech event Ikabéic lecture?
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4.0 CONCLUSION

Listening is essential to human connection and comaoation. Asking all the right
guestions will get you nowhere unless you devebmgful listening skills. Listening
is more than just keeping quiet. Listening requyres to train your brain to focus on
the speaker instead of on yourself or your surrongsd

It may sound easy, but listening is hard work. Yioay be working in an area
bombarded with jobsite sounds or from people talkin a phone. There may be
noise from radios, traffic, construction or offieguipment and extraneous
conversations. We have learned to tune out masiasfbackground noise. Our aural
processing systems do not always work to perfectiofortunately. Distractions
sometimes cause us to tune out stuff that matters.

5.0 SUMMARY

Different situations require different types oftéising. We may listen to obtain
information, improve a relationship, gain apprdoiat for something, make
discriminations, or engage in a critical evaluatidhile certain skills are basic and
necessary for all types of listening (receivingemtling, and understanding), each
type requires some special skills. In this unituybave been exposed to the
techniques you need to listen effectively in pesstasituations. We have discussed
those special skills and presented guidelines tp kieu improve your listening
behaviour in all persuasive situations.

6.0 TUTOR MARKED ASSIGNMENT

1 How will you know that your listening activity @gersuasive during any given
facilitation programme in your course?

2 With relevant examples define Persuasive listgnin
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