Selection 11

SPEAKING SO THAT PEOPLE WILL LISTEN

By John Hasling
Connecting with What You Already Know
 
Do these exercises before you read the selection.
 
Preview the selection by reading the 

· title; 

· first paragraph;

· headings.

 

1.   Based on your preview, what do you anticipate the selection will be about?

                                                                                                                                              

2.   What do you already know about getting and keeping an audience’s attention when you give a speech or make a presentation? Write that information here:

 
3. Which one word appears in italics in every section after the first paragraph? Based on the use of that word, the information in the first paragraph, and the headings, how do you anticipate the material in the selection will be organized?

                                                                                                                                        

4. In the selection, you’ll encounter the following words. Identify any words you already know or think you know. Most words have more than one meaning. After you have read the selection, you will have an opportunity to deduce (reason out) their meanings according to how they were used in the selection. At that point, either you will discover that you were correct, or you’ll have a new word in your vocabulary.

 
coincide 
                                  
tangential 


anecdote
                                
modulating 


rhetorical question                  
thesis 

       

antagonistic 
                            
extinction 


qualified 
                                   
monotone 


SPEAKING SO THAT PEOPLE WILL LISTEN
The first paragraph serves as an introduction.
 

1       Some studies say that 70 percent of our waking hours are spending in some form of verbal communication, and almost half of that time is spent listening. With all that practice, you might think that the receptive skills of an audience would be highly developed, but don’t count on it. In fact, public speaking would be a lot easier if we could select for our audience only those people who are skilled and highly motivated listeners. But, alas, we can't do that. We have to take whatever audience we get and do what we can to gain and hold the audience members' attention. The challenge of the speaker is to ease the task of the listeners and overcome whatever obstacles impede the reception of the message. We have a better chance of doing that if we know what those obstacles are and strategies for overcoming them.

 

Gain the Attention
2         In order to listen effectively, the audience needs to be ready to listen, and that readiness may not always coincide with the beginning of the speaker's message. Communication breakdowns often occur at the very start of a presentation if the listener is thinking about something else when the speaker is providing orientation to the message.

 

3        Solution: The speaker must say something that will gain the attention of the audience before launching into the main idea of the message. We call this the attention statement. It might consist of a humorous anecdote, a quotation, a rhetorical question, a reference to the occasion, or just a word of welcome, but it is as important to an audience as a starter is to an automobile.

 

Have a Clear Purpose Statement
4  
If the audience fails to understand your main idea, the thrust of your speech will be lost. People will become confused, frustrated, and perhaps even antagonistic. They should not have to guess at your purpose or position, and they should not have to sort through a maze of obscure language to find it.

 

5        Solution: As soon as you are sure you have gained the attention of the audience, make a clearly phrased statement that provides orientation to the topic and to your point of view. The statement should be sufficiently qualified so that it focuses on what you want to say and excludes any tangential aspects of the topic that you do not plan to cover.

 

Emphasize Key Words and Important Points
6        It's easy for people to listen to what they already know; it's much more difficult for them to expand their fund of knowledge. They may find it difficult to perceive the value of a specific piece of information and may fail to retain the key words or important points.

 

7        Solution: Identify in your own mind what is important for the audience to remember; then think of ways to emphasize those items. For example, if you are going to use a key word that you think listeners might be hearing for the first time, you have to say it more than once. Repetition is the most effective means you have for facilitating audience retention. You could also write the word on a chalkboard or flip chart; you could use vocal emphasis--modulating your pitch or volume. A very easy device to use is a pointer phrase such as, "It's important to remember that . . ." Such a phrase calls attention to the fact that what follows is a significant part of your message.

 

Provide Connecting Phrases
8        It's not just the retention of specific information that is difficult, but also the ability to see connections. The audience needs to understand how the specifics relate to the main idea and how they support the thesis. Here again, the speaker must not rely upon listeners' being able to tie everything together by themselves.

 

9        Solution: Help the audience see the significance of the information by using connecting phrases to link the data to the generalizations. The listening process is greatly enhanced when the speaker uses such expressions as “What we can see from this fact is that . . .”

 

Build Attention Features into the Speech
10       You may believe that what you want to tell your listeners is the most important thing they need to know; however, there are going to be other matters on their minds. One listener is concerned about the unfavorable evaluation he has just received from his supervisor, another has remembered that he is double-parked, and a third person has just found out that she is pregnant. All these things are on the minds of the people who you believe should primarily be interested in your speech on, say, the possible extinction of the spotted owl.

 

11       Solution: Build into your presentation features of interest that are designed to capture and hold the attention of the audience. These interest or attention features need to be woven into the speech so that they contribute to the content rather than interrupt the flow. Humor is one of the best features to use—not jokes, necessarily, but humorous phrases and references. When you are researching your topic, look for unusual examples that will grab the listeners' attention and try, if you can, to tailor the example to an interest of the audience. Visual aids such as slides, transparencies, or computer graphics can also be interest features; more will be said about them in a later chapter.

 

Ease the Strain of Listening
12       What we know about listening is that it is not easy, and people who are not highly motivated to pay attention may tune out if they are given an excuse to do so. Certainly it is true that they should not give up on you even if your volume is a bit low or your voice is a monotone, but the fact is that they often do. If listening to you becomes too difficult, or if they perceive something about you that they don't like, they may conclude that it's not worth the effort, regardless of how important the message may be.

 

13       Solution: Never go beyond the time that has been scheduled for you. Keep the speech as tight as you can; if you have a lot to say, you may have to talk at a fairly brisk rate. Don't go into so much detail that members of the audience miss the main point; they will listen better if your material is concentrated. The more time you consume, the greater the risk you take of losing their attention.

 

Source: Adapted from The Audience, the Message, the Speaker, 7th ed., by John Hasling.  Copyright © 2005 by The McGraw-Hill Companies, Inc.  Reprinted by permission of The McGraw-Hill Companies, Inc.

VOCABULARY CHECK
 

Use the context clues from both sentences to reason out the meaning of the italicized words. The answer you choose should make sense in both sentences. You may use a dictionary to confirm your answer choice, but be sure the meaning you select fits the context of both sentences.                                                                                                                          

1. In order to listen effectively, the audience needs to be ready to listen, and that readiness may not always coincide with the beginning of the speaker's message. 
 
This year, my sister’s 18th birthday and Election Day coincide, so she will be able to vote for the first time on that very day.

 

           Coincide (k7.2n-s1dZ) is a verb that means             



(paragraph 2)

            a. to happen at the same time.

b. to happen at a later time.

            c. to happen at different times.

d. to conflict with.

 

2. It might consist of a humorous anecdote, a quotation, a rhetorical question, a reference to the occasion, or just a word of welcome, but it is as important to an audience as a starter is to an automobile.

 

When the president told the anecdote about accidentally locking himself in a White House closet, the audience erupted in laughter.

 

           Anecdote (#nZ2k-d7t.) is a noun that means              


(paragraph 3)

           a. cartoon or amusing picture.

           b. substance that counteracts the effects of a poison.

           c. a short account of something interesting or humorous.

           d. a story that is untrue.

 

3. It might consist of a humorous anecdote, a quotation, a rhetorical question, a reference to the occasion, or just a word of welcome, but it is as important to an audience as a starter is to an automobile.

 

Every day we greet people with, “How are you?” but it’s simply a polite rhetorical question.

 

          Rhetorical question ((r2-tôrZ2-kMl kw+sZchMn) is a noun that means    (paragraph 3)
            a. a rude, impolite question.    

b. a highly personal question.

            c. a question to which there is no answer.

            d. a question to which no answer is expected.

 

 4. People will become confused, frustrated, and perhaps even antagonistic. 

 

         When it was announced that the singer would not appear that night, the crowd became antagonistic; they booed and threw things at the stage.

 

           Antagonistic (#n-t#gZM-n2st 2k) is an adjective that means       

 (paragraph 4)

            a. cheerful, upbeat.

            b. loud and noisy.        

c. patient and understanding.

d. like an opponent or enemy. 

 
5. The statement should be sufficiently qualified so that it focuses on what you want to say and excludes any tangential aspects of the topic that you do not plan to cover.

 

The Senator’s remarks were qualified: he said that they applied only to his state, and not to the country as a whole.

           Qualified  (kw8lZM-f1d.) is an adjective that means           

 (paragraph 5)
            a. properly trained.

            b. limited; restricted.

            c. honest and frank.

            d. of high quality.

 Although students are familiar with this word, they are usually not familiar with this definition.

6. The statement should be sufficiently qualified so that it focuses on what you want to say and excludes any tangential aspects of the topic that you do not plan to cover.

 


At the start of the meeting, the boss asked us to stick to the agenda and not to waste time on tangential matters.

 

           Tangential (t#n-j+nZshMl) is an adjective that means                 
 (paragraph 5)
            a. complicated and difficult to understand.

            b. interesting.

            c. only slighted connected; not truly relevant.

            d. controversial; causing disagreement.

 

7. You could also write the word on a chalkboard or flip chart; you could use vocal emphasis--modulating your pitch or volume.

 

By modulating her voice, the librarian made the story exciting and held the children’s attention.

            Modulating (m8jZM-l"t.2ng) is a verb that means              

 (paragraph 7)
            a. to change or vary the pitch, intensity, or tone of voice.

            b. to disguise one’s voice.

            c. to stress the voice by overuse.

            d. to lower or reduce.

8. The audience needs to understand how the specifics relate to the main idea and how they support the thesis.

 

One key to making high grades on college papers is to give clear, logical reasons that directly support your thesis.

           Thesis (th*Zs2s) is a noun that means              



(paragraph 8)

            a. evidence or support.

            b. overall main point.

            c. a lengthy research paper.

            d. reason; proof.

 

9. All these things are on the minds of the people who you believe should primarily be interested in your speech on, say, the possible extinction of the spotted owl.

 

Sadly, many species are near extinction; once that happens, there will be only photographic records of them.

           Extinction  (2k-st2ngkZshMn) is a noun that means          


    (paragraph 10)

            a. a significant reduction in the number of.

            b. the condition of growing rapidly.

            c. the state of no longer living or existing.

            d. a large increase in the number of.

 

10. Certainly it is true that they should not give up on you even if your volume is a bit low or your voice is a monotone, but the fact is that they often do.

 

The lecturer droned on in a monotone—we could hardly stay awake, much less concentrate on what he was saying.

 

           Monotone (m8nZM-t7n.) is a noun that means      
   


 (paragraph 12)

            a. a voice filled with a variety of tones.

            b. a dull, unvarying tone of voice.

            c. harsh, unpleasant voice.

            d. a loud voice.

 

 

 COMPREHENSION CHECK
 
Read each of the following questions. Base your answers on information in the selection. You may refer to the selection as you answer the questions.
 

True or False 
 

1. Because people spend so much time listening each day, most of them are skilled listeners. 

True


False

2. Communication breakdowns rarely occur are the very start of a presentation. 

True


False

3. It is more difficult for people to listen when they are unfamiliar with the speaker’s topic.

True

False

4. To help the audience listen, a speaker should go into great detail and speak slowly.  

True


False

5. The longer speakers talk, the more likely they are to lose the audience’s attention. 

True

False

Multiple-choice
6. Interest or attention features include


a. connecting phrases.


b. the attention statement.


c. unusual examples.  


d. all of the above

7. The most effective way of facilitating audience retention is


a. repetition. 


b. writing the word.


c. vocal emphasis.


d. pointer phrases.

8. Which of the following is not a way to overcome obstacles that impede listeners’ reception of a message?


a. having a clear purpose statement.


b. tailoring examples. 


c. emphasizing key words and important points.


d. providing connecting phrases.

9. An example of an attention statement is


a. a humorous anecdote.


b. a quotation.


c. a rhetorical question.


d. all of the above  

10. If you have more to say than you can fit into the time scheduled for you, you can


a. ask for more time.


b. let the audience know your presentation will be slightly longer.


c. talk faster. 


d. apologize to the audience.

WRITING TO MAKE CONNECTIONS
 
Respond to the following items, based on information in the reading selection and on your own experience. You may refer to the selection as you answer the questions.
 
If the item has this symbol, your instructor may assign you to work collaboratively on it with classmates:  

       [image: image1.wmf]  
 

 
 1. Describe a time when you had to make a presentation to an audience of any size. It might have been in school, at work, or in some other setting, such as a club or church meeting. Was it as successful as you had hoped? Why or why not?

2. List at least four ways it would be helpful to adults to be able to speak effectively in public. 

           [image: image2.wmf]  
3. The headings in the selection give the author’s major suggestions for speaking so that people will listen. Which suggestion do you think could help you the most? Explain the reason for your choice.

 

WEB RESOURCES

 

In case any Web address below has become inactive since the publication of this book, use this descriptor with Google or another search engine of your choice:

· public speaking tips

www.aresearchguide.com/3tips.html
Suggestions to students for making effective speeches and presentations. Also contains several useful links.
www.research.ucla.edu/era/present
Tips for creating effective presentations slides using PowerPoint© or similar programs.
 www.toastmasters.org/tips.asp

From Toastmasters International, ten tips for controlling nervousness and making effective, memorable speeches.

