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CHAPTER OVERVIEW
This chapter will lay the foundation for the importance of giving presentations and writing accurate reports both in school and in the workplace.  Stress the need for people to express themselves effectively in school, in the workplace, and in their personal lives.  Most students can recognize the value of writing and speaking in almost any job.  Discuss how these skills become important as people advance in their careers.

CHAPTER OBJECTIVES

Students will learn:

· How to prepare research papers and speeches

· How to use the library and take their searches online

· Strategies for writing effective papers

· Strategies for giving effective presentations

· How to overcome writer’s block

CHAPTER OUTLINE

Chapter 8:  Expressing Yourself in Writing and Speech

The Importance of Writing and Speaking

Preparation for Writing

Organizing a Writing Plan

Writing Strategies

Editing

Review and Assessment
Using the Library for Research

Taking Your Search Online

Public Speaking Strategies

Worksheets:

· Worksheet 8.1:  Applying the ABCDE Method of Self-Management

· Worksheet 8.2:  Rehearsing

· Worksheet 8.3:  Essay Writing Tips

· Worksheet 8.4:  Planning Grid

· Career Development Portfolio: Your Writing and Speaking Skills

SUCCESS PRINCIPLE 8:   Focus on EXCELLENCE, not perfection.

VISUALIZATION: 

Students will relate to the fear of public speaking. Ask them how visualization and positive self-talk can help reduce stage fright. Have them write in their journal how they feel before giving a speech or singing in front of a group and what they do to reduce stage fright. Ask them to visualize and write about a positive experience.
TEACHING TIPS
The Importance of Writing and Speaking

Employers value the ability to communicate.  Writing and speaking skills are almost always listed as the top skills for success in the workplace.  Ask students if they can think of a job that does not require effective writing and speaking skills.

Remind students that they are engaged in speaking throughout the day, but they may not consider themselves to be public speakers.  They also write every day, but they may not consider themselves to be writers.  The purpose of this chapter is to give students the knowledge, skills, and opportunities to help them become confident speakers and writers.

Remind students of the importance of determining purpose, understanding expectations, and planning a schedule.  A major problem for many students is choosing a topic and setting a timetable.  Have each student prepare a timetable for a paper or speech that is due in the near future.  Ask them to share these timetables in their small team; revise them if necessary; and then post them in their study areas so they can follow the schedule.  Encourage students to use project boards to help in their planning.

Review these four basic steps to preparing a paper or speech:

1.
Prepare.

2.
Organize.

3.
Write.

4.
Edit.

Preparation for Writing
Discuss the six steps involved in writing preparation.  You can refer to Figure 8.1 on page 8-3 for a sample schedule on preparing a term paper.  Discuss with students how they prepare themselves for writing papers and how these steps can help students in that process.

Organizing a Writing Plan
Review the three steps for organizing a writing plan.  Emphasize that organizing an outline is important for students to keep focus on a paper’s theme and its format.

Writing Strategies
Discuss the main steps for writing a cohesive term paper.  It is vital that students learn how to develop their main topic and supporting points when writing a paper.

Editing
Review the seven steps for editing.  Emphasize the importance of revising a paper.  Ask students if they make a habit of revising their papers or if they submit them without any editing.  Ask students if they think that using the seven steps for editing their papers might help improve their grades.

Review and Assessment
Discuss the four steps for review and assessment: final review; make a copy; present your paper or speech on time; assess and evaluate.

Using the Library for Research
Libraries provide many research options and trained librarians are also very helpful for finding information about every subject.  Discuss with students the benefits of using the library and ask how many of them use the library on a regular basis.

Taking Your Search On-Line
Discuss the benefits of using the Internet for research.  Ask how many students use only the Internet for conducting research and have them explain why they prefer the Internet to other sources of information.

Public Speaking Strategies
Review the public speaking strategies.  Ask students to talk about their public speaking experiences and how these strategies can make a difference in their presentations.

IN-CHAPTER CRITICAL THINKING QUESTIONS

Figure 8.1:  Sample Schedule

Page 8-3

Why does this schedule begin at the due date of the term paper?

Answers will vary, but students should be able to understand that by working back from the final due date, they can focus on the daily and weekly tasks necessary for completing the project.

Figure 8.2:  Bibliography Card

Page 8-6

What is the advantage of creating these cards?

Answers may vary but should include that these cards enable you to make a quick reference to the various sources for your research paper, which you will also have to cite with the appropriate information in your bibliography.

Figure 8.3:  Hierarchy of Writing

Page 8-8

Why are “support” elements so important?

Answers may vary but should include that “support” elements are important because they strengthen the main point of a paper’s topic by providing statistics, examples, definitions, or quotations.

Figure 8.4:  Writing Citations

Page 8-11

To what subject area does the APA style apply?

It applies to subject areas within the social sciences.

Figure 8.5:  Sample Title Page

Page 8-15

Do you know how to prepare a title page?

Answers will vary according to each student’s level of experience with writing research papers.

Photo:  A Good Source

Page 8-16

What’s the best source for recent data?

Answers may vary, but students should answer that periodicals or the Internet provide the most recent data.

Photo:  Eye Contact

Page 8-18

What other strategies could help you become a good speaker?

Answers will vary, but may include any of the following: Being prepared; developing visuals; preparing your prompters; practicing; being in the present; avoiding unnecessary words; or reviewing your performance.

Figure 8.6:  Speech Evaluation Form

Page 8-20

How would you assess your last speech in a class?

Answers will vary according to each student’s last class presentation.

Figure 8.7:  Sample Memo

Page 8-24

What specific differences do you notice between memo and letter styles?

The memo style unlike the letter style is not formal; the opening does not include and inside address or salutation; and there is no complimentary closing.  The memo’s heading includes the words To, From, and Subject.  The memo’s intention is to accelerate the flow of written communication within an organization.

FEATURE NOTES

Personal Performance Notebook

8.1:  Preparing Research Papers

Page 8-7

This exercise will provide students with a framework for ensuring that the main points of a research paper are covered.

8.2: Controlling State Fright and Writer’s Block

Page 8-19

The purpose of this exercise is to get students to think critically about their fears of public speaking.  Have students describe how they typically react to giving a speech and the excuses they give for not speaking more in public or in class.  Ask them to list strategies that have helped them overcome these barriers.  This should lead into a discussion about how to channel excess energy and control stage fright.  Allow at least 25 minutes for this discussion.  Since almost everyone experiences some stage fright, most students will value this discussion.

Peak Progress

8.1:  How to Generate Topic Ideas

Page 8-5

These strategies illustrate the importance of synergy.  Ask students to review the list of suggestions for generating topic ideas.  Students can complete the sentences listed to explore topics they feel strongly about.

8.2:  Overcoming Writer’s Block

Page 8-10

Show students a blank sheet of paper and remark that this often produces fear even in professional writers.  Everyone experiences writer’s block from time to time.  Have students list the symptoms they experience when they have writer’s block.  Ask them to list the ways they overcome these symptoms, and to review their lists with the class.  Take the five best strategies and compare them with the list in the feature.

Discuss the strategies for controlling stage fright and the ways that students cope with and channel stress.  Have different students write strategies on the board, and ask them if even this task is stressful for them.

You may want students to outline a speech or a report or practice free writing.  Students need to understand that speaking and writing improve with practice.

8.3:  Writing Do’s

Page 8-13 and 8-14

This feature provides a list of good writing guidelines.  Discuss the best strategies for writing clear, concise papers.  You may want to have students bring in papers they are currently writing and discuss them in pairs or small groups.  Have students use this list to assess their papers.

8.4:  Checklists for Writing Papers and Giving Speeches

Page 8-16

In pairs, have students review each other’s papers or speeches using these checklists.  Discuss in small groups.  Ask students for more suggestions.

8.5:  Applying the Adult Learning Cycle to Improve Your Public Speaking

Page 8-21

Explore the importance of wanting to be a more effective speaker and writer. Have students go through the Adult Learning cycle and stress the importance of practice.
Career in Focus

Communication Skills

Page 8-23

How does Lori incorporate the communication skills she learned in college into the workplace?

As a human resources director, Lori must have the ability to organize and express her ideas effectively in writing and speaking.  Lori incorporates the skills she learned in college by using public speaking strategies when preparing for and organizing her training sessions and other classes; practicing her speech and reviewing her notes before each class; conducting research to find out what programs and policies other companies are offering; and keeping her notes in a file to refer to at a later time.  Lori writes letters and memos that must be clear, and usually writes a first draft before submitting them.  She also prepares and writes want ads and camera-ready ads for newspapers and magazines.

Peak Performer Profile

Toni Morrison

Page 8-25

The novel Beloved is dedicated to “Sixty Million and more.”  What is Morrison trying to express?

Answers will vary, but students should become aware that the novel is dedicated to the “sixty million and more” black slaves in the United States during the time of slavery.  Morrison is trying to express the pain, suffering, and hardship slaves endured and to humanize them by telling their story through a slave’s voice.

REVIEW AND APPLICATIONS NOTES

Potential answers to the Review Questions on Page 8-26.

1.
What is the one basic skill taught in college that Peter Drucker feels is most valuable for the future employee to know?


It is the ability to organize and express ideas in writing and speaking.

2.
How should you establish a schedule to research and write a paper?

You should estimate how long each step will take and leave plenty of time for proofing, and work backward from the due date, and allowing yourself ample time for each step. 

3.
Explain how to use the Internet for research.

Answers will vary but should recognize that the Internet provides access to the latest information and resources, such as dictionaries, encyclopedias, library catalogs, news publications and databases.

4.
Describe four strategies you can use to overcome writer’s block.

Answers should include any four of the following: Read; write e-mail and letters; keep a journal; write in short blocks of time; review your purpose; go to a restaurant; find a conference room or classroom; free write; take a break or vary your routine; and set a deadline.

5.
What are five public speaking strategies?
Answers should include any of the following: Be prepared; look at the audience; develop visuals; prepare your prompters; practice; be in the present; avoid unnecessary words; and review your performance.

Revisualization

Page 826

Students will think through stage fright and their own personal experiences.  They should try to assess their strengths and weaknesses and apply the appropriate strategies to improve their skills.

Case Study

Learning Communication Skills

Page 8-27

The purpose of this case study is to help students see the connection between creativity and writing and speaking.  Suggested answers follow.

In the Classroom

1.
Josh should schedule a firm deadline for choosing topics and meet each deadline for each stage of his writing.  A project board will help Josh get organized and stay on track.

2.
Josh appears to be an analytical and left-brain dominant thinker.  He may not enjoy or see the importance of writing and speaking in his career as a bookkeeper.  Josh must first acknowledge that writing and speaking are important in almost every job.

In the Workplace

3.
Josh should learn to gather facts, statistics, and current data for his presentations.  He should also collect interesting stories; appropriate jokes, overheads, and visuals; and examples that can add color, interest, and style to his presentations.

4.
Josh may want to take a course or workshop in writing.  He should collect examples of good writing.  He will want to look at the purpose and intent of the writing assignment and write a quick rough draft.  Next he should review the draft carefully; reorganize and clarify.

WORKSHEETS

8.1:  Applying the ABCDE Method of Self-Management

Page 8-128

Have students review the visualization exercise and have them go through the process of dispelling negative thoughts and replacing them with confident, positive self-talk.
8.2:  Rehearsing

Page 8-29

This worksheet will be helpful for students to stay on schedule when preparing speeches, papers, or projects for any class.

8.3:  Essay Writing Tips

Page 8-30 and 8-31

Answers: 1)give; 2) get; 3) enjoy; 4) interest; 5) are; 6) us; 7) We; 8) We; 9) I; 10) me; 11) knocks; 12) plays; 13) bring; 14) buy; 15) are; 16) Put those boxes in the attic, Sam; 17) On August 10, 2003, I will deliver my report; 18) I invited Jill, Mary, Tom, and Sue to the party; 19) I live in Williamsburg, Virginia; 20) His sales call is at ZZZ Company, 34 Putnam Street, Olean, New York.

8.4:  Planning Grid

Page 8-32

Stress the importance of organizing a speech and that preparation helps reduce anxiety.

Career Development Portfolio:  Your Writing and Speaking Skills

Page 8-33

This exercise helps students remember when they learned to write and speak, and show how they would demonstrate these skills to prospective employers.  This assignment also allows students to think about how to demonstrate competencies for a performance review. 

ADDITIONAL ACTIVITIES

A note to the Instructor:  These activities are exclusive to this manual.  They are designed to meet the individual needs of your students.  If applicable, these activities can be assigned to pairs or groups of students.

Effective Speakers and Writers

Ask students to get into the regular habit of listening to good speeches and writing down what factors make those speeches effective.  Have students keep a file of humorous stories, appropriate jokes, good introductions, and examples of effective speeches.  Have students keep a list of good writing styles.  This file may include memos, effective letters, reports, and a list of good books.  Have students use their critical thinking skills to determine why a particular speech, letter, or paper is effective.

Correspondence

Have students write a letter to a friend or family member.  Ask them to make this letter interesting, descriptive, and warm.

Improving Public Speaking Skills

Have students prepare a one- to two-page paper on a topic of interest to present in class.   Make certain you approve the topic beforehand.  They can use prompters and visuals.  After each student presents their speech, ask the class to review the student’s strong and weak points and what strategies would be most helpful.  This activity will allow students to practice their speaking skills and receive feedback to improve their skills.

ADDITIONAL RESOURCES

Axelrod, Rise B. and Charles R. Cooper. Reading Critically, Writing Well: A Reader and Guide, 5th edition. New York: St. Martin’s Press, Inc., 1999.

Kelly, Lynne and Arden K. Watson. Speaking With Confidence and Skill. Lanham, MD: University Press of America, 2002. 

Mandel, Steve. Effective Presentation Skills. Menlo Park, CA: Crisp Publications, Inc. 1999.

Markman, Roberta H., Marie L. Waddell, and Peter T. Markman. 10 Steps in Writing the 

Research Paper, 6th edition. New York: Barron’s Educational Series, Inc., 2001.
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