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PART

What is Public Speaking ?
AR A EH?







Unit 1

Introducing Public Speaking
AREFE T

All the great speakers were bad speakers at first.
——Ralph Waldo Emerson

Public speaking is an important part of communication, and com-
munication is not only part of your education but also the way you
gain and apply your learning. A liberating and lifelong education occurs
only through communication, with ourselves and those around us.

—— 6L.6rice and JF. Skinner

O Oecives) mram

In this unit, you will
@ learn the elements of an effective speech.

EEMERIOHNRER

@® get to know the characteristics of a good speaker.

ST RIS E WA

@ be informed of the steps that lead to an effective speech.

TRBTABRU RSB
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“Welcome to public speaking,” said the instructor. “By enrolling in this
course you are giving yourself not one but three golden opportunities. First, the
opportunity to grow personally; second, the opportunity to excel in your career;
and third, the opportunity to practice communicational skills essential to the
survival of a democracy.”

Dana heard everything the instructor was saying, but the words just
bounced around in her head. Public speaking. Public speaking. Public speaking. Now,
to earn her degree, she was going to give speeches. That was all she could think
about. Give speeches. Give speeches. Give speeches. What would she talk about?

As Dana thought carefully and seriously about the instructor’s words, the
instructor continued:“With that in mind, your first assignment is to think for a
moment about the most effective speaker you've ever heard. What are the
characteristics that made him or her outstanding?”

Dana put up her hand.

(Adapted from Jablonski & Gardner 1993; 2)

1. What would you say to fulfill the assignment?
2. What do you think makes a good speech?
3. What benefits will effective speeches bring you?

Speaking opportunities are all around you. This is really a good thing! You might be
asked to stand before your class and speak for three minutes. You might be asked to pres-
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ent a report on a class project to a group. You might be asked to answer unexpected ques-
tions in an oral English class. You might be asked to attend a debate. You might be
asked to talk about yourself, your past, your present and your future. You might be
asked to air your views on certain issues.

Speaking gives opportunity to organize your ideas. Speaking makes you think and
reason. Speaking lets you get used to managing anxiety and talking in public. Speaking
practice makes you feel more confident. Speaking is an integral part of your college expe-
rience and future success, so grab all opportunities to practice your speaking skills, either
it is a formal presentation or a casual group discussion.

Speaking in a foreign language in China is a rare chance. You must seek it and grasp
it if a chance comes. You can participate in classroom activities, go to English Corners,
attend seminars, and speak- to teachers and exchange views with native speakers. These
speaking practices give you confidence and naturalness needed to speak in public - that is
to speak to a larger audience.

There are many forms of public speaking, each with its own clutch of special skills
and attributes. They include speaking to inform ( those that tell people about a topic) ,
speaking to persuade ( presentations that convince your audience to think or believe as
you do about a topic), speaking on special occasions ( speeches made on special set-
tings) , impromptu speaking ( spontaneous presentations requiring little preparation) ,
and debating ( formal presentations covering the affirmative and negative side of an is-
sue). You will get more detailed information about each type in the units to come. For
most of us, speaking in public is daunting. The good news is that the skills of public

speaking can be learned. Let’s begin learning about the characteristics of an effective

speaker.

Think for a moment about the most effective speaker you’ve ever heard. What
made him/her outstanding? Read the following checklist and answer all the questions in-
cluded.
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A checklist for an effective speaker

BRINR VB B A

Overall TP EARENR
Does the speaker consider the audience?
Does the speaker have clear objectives (to inform, to amuse, fo persuade)?
Organization i 55H
Is the topic relevant to the audience?
Is there a clear structure (beginning, middle, end)?
Does the speaker use strong supporting material to present the speech’s
core idea?
Does the speaker link the parts together?
Does the specker consider the timing?
Delivery Ui 2 B HT5
Does the speaker speak clearly?
Does the specker speak at the right speed?
Is the quality of the speaker’s voice acceptable?
Does the speaker use clear, interesting, and accurate language?
Does the speaker use his/her body to emphasize meaning?
Does the speaker maintain eye contact with the cudience?
Does the speaker appear confident and positive?
Does the speaker look for and respond to feedback?

Now share your answers to the above questions with those of your classmates. What
have you found about their answers? Right, they’re all saying “YES” to the above ques-
tions, just like you do. Each aspect mentioned in this list is crucial to an effective

speech. To become an effective speaker, you need to meet all these basic requirements.
Let’s now begin learning about how to build an effective speech.
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The following steps have been proved to be effective in preparing successful spee-
ches. You may have used some of them before. Or you may have used many of them.
However, you may not have used these steps in a systematic way. Study the following

steps. They include:

1. Analyze the audience and setting £ i If & 5 ®i 954

You will speak to an audience. You want them to understand you, to enjoy your
speech. Your first and most important priority is to analyze the audience and learn about
the setting so you can adapt your topic and the message to the audience and the physical
environment of the presentation. You want to get the attention of the audience and create

a message that is easily understood.

2. Select a topic and formulate a specific purpose %% ®i# & B . #E RiH Bir

Select a topic you are knowledgeable about and interested in and adapt it for a specif-
ic audience. You narrow the topic and formulate a clearly phrased goal that can be ac-
complished in the prearranged time. Being able to adapt a message to a specific time is a
fundamental speaking skill. It helps you to focus on the important ideas you want to pres-
ent. You cannot talk on and on for hours as you’re chatting with a friend. You have to a-
dapt yourself to the time allotted.

3. Gather information WX H R

You select the information for your speech. It may come from your experience and
knowledge or research or a combination of both sources. The impact of your speech will
be partly determined by the information you use in your speech. You may need to go to
the library or the Internet for the needed information. Without information you have noth-
ing interesting or valuable to speak about.

4. Organize the information AL ERIF R

You now have enough information to speak about. You select and arrange the main

9
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ideas in the body of your speech, so they can stand out during the presentation. The main
points are the focus of any speech and the content is built around them. You structure the
whole speech, the way it is to be delivered, into the sequence of introduction, body, and
conclusion, so that the information flows smoothly to the audience. You then follow the
outlined path you lay down. Your information will be thus clearly organized, well presen-
ted, and importantly you will not jump around topics.

5. Word the presentation %R B8
You use clear and concrete language to present the speech so the audience can grasp
the information easily and with a minimum of confusion. By using less abstract concepts

and more common expressions your ideas can get across successfully.

6. Practise the presentation out loud &% /£ Z i
You can rehearse your presentation either on your own or in front of friends who will
give you helpful feedback. The rehearsal will give you confidence and assurance.

7. Apply effective delivery skills i f & %89 Wi

You can use delivery skills to improve your presentation. Your voice can add anima-
tion and interest to your presentation. Your gestures and body language illustrate your
points and direct the audience’ s attention. Your use of relaxation exercises, ways of rest-

ing and enjoying yourself, will help to build up your confidence of speech delivery.

8. Conquer speech anxieties & 4 B} B8 5E

Anxiety is patt of giving a speech, but it is rarely an unconquerable obstacle. Very
few of us ever shake off all our nervousness about public speaking, but most people can
learn to control it, reduce it, accept it, live with it. Experience has proven that people
can leam to cope with these fears. Here are some practical, platform — tested techniques
that will help you reduce your suffering from stage fright

<> Pick a topic you are comfortable with.

BB RIE
<> Give yourself enough time to prepare fully.

10
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& B Al — @ E A FE 4

<> Realize you appear more confident than you feel.
BEEHIMRMAMRIARACHRRERE

<> Visualize yourself succeeding.
TERARTEE 19 2

<> Understand that nervousness can be controlled.
L-INE A SRR I E A5 i)
<> Occupy your mind with what you want to say.

LEABEERANAE

<> Setile into a routine for relaxing.

HAERBAA R H 7 =
<> Enjoy speaking.
B PR Sk B SR

Whether you have spoken once or a thousand times, you use these steps to prepare
and deliver your speech. The more you apply and practice them, the greater your skills
will improve. One of our problems is that before we speak in public, we don't often
plan, or think carefully about it; and after we speak, we don’t often reflect on our per-
formances. Therefore, the chance for continued improvement is low. Let us start from
now on, practice using these steps.

Public speaking is important to success in all walks of life. The further you advance
in your profession, the greater your opportunities and requirements for giving presenta-
tions. You can all benefit from taking public speaking courses and studying to improve
your presentation skills.

To become a competent speaker, you should leam to tailor every presentation to the
audience, to the occasion and to the theme of the gathering. To prepare an effective
speech, you need to follow eight steps

(1) Analyze the aundience and setting.

11
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ST ARFIS A

(2) Select a topic and formulate a specific purpose.
WHRETER i B AR

(3) Gather information.

W AR X BT

(4) Organize the information.

HABEBINER

(5) Carefully phrase the presentation.
WEEHFRETA

(6) Practice the presentation out loud.
A R AR

(7) Apply effective delivery skills, and
ia A MRS B AR

(8) Conquer speech anxieties.
RRBFRE

Becoming a poised, confident speaker is a journey of a lifetime, and each time you
do a presentation, you should learn something more about yourselves and your topics and
that will enable you to improve your performance the next time.

O Review Questions ) B*itig

Name some use of speech in real life.
What are the features of successful speech?
What are the steps that can lead you to an effective speech?

How do you conquer stage fright? Tell your partner (s) your experience in a public
speaking situation.

Lol
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