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Preface

he word began as the spoken word. Long before anyone devised a way to record
messages in writing, people told one another stories and taught each other
lessons. Societies flourished and fell, battles were waged and won on the basis
of the spoken word. Ancient storytellers preserved their culture’s literature
and history in their memories and translated them orally to eager audiences.
Crowds could wander away from the unprepared, unskilled speaker, but the most com-
petent, skilled storytellers received widespread attention and praise.

After the development of script and print, people continued to associate marks on
the page with the human voice. Even today, linked as we are by radio, television, and
computer networks, a speaker standing at the front of a hushed room makes a special
claim on our attention and our imagination. As you develop and deliver speeches in this
class — and in future years as you deliver reports, sell products, present and accept awards,
or campaign for your candidates — you are a part of an oral tradition as ancient as the
race. This book is about the contract that always exists between a speaker and an audi-
ence, and about the choices you make in your roles as speaker and listener.

We developed this book with two principles in mind. First, public speaking, like ancient
storytelling, requires a level of competence that is teachable, skills that can be handed
down from patient teacher to interested student. Yet this is more than a skills course.
Although a working knowledge of skills is fundamental to your mastery of public speak-
ing, the master speaker is principled as well as skilled. We want to instruct you in ow to
make wise choices as you choose topics, and then research, organize, practice, and deliv-
er your speeches. Just as important, however, we also want to spur you at each point in
the speech-making process to think about why you make the choices you do.

The second principle guiding us has been most economically stated by British jour-
nalist and author Gilbert K. Chesterton: “There are no uninteresting subjects, there are
only uninterested people.” This book is for those who believe, as we do, that the lessons
we have to teach one another can enrich the lives of every listener. The student of art
history can learn from the business major, just as the business student learns from the
art historian. This course will give you the chance to investigate subjects that appeal to
you. We challenge you to develop speech topics creatively and to listen to one another’s
speeches expecting to learn.

L.
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Preface

Public speaking is an important part of communication, and communication is not
only part of your education, but is also the way you gain and apply your learning. A lib-
erating and life-long education occurs only through communication, with ourselves and
those around us. We wish you each the kind of education Steven C. Beering, President
of Purdue University, described so eloquently in a speech inaugurating his university’s
School of Education:

Education is dreaming, and thinking and asking questions. It is reading, writing,
speaking, and listening. Education is exploring the unknown, discovering new
ideas, communicating with the world about us. Education is finding yourself,
recognizing human needs, and communicating that recognition to others.
Education is learning to solve problems. It is acquiring useful knowledge and
skills in order to improve the quality of life.Education is an understanding of the
meaning of the past, and an inkling of the potential of the future. Education
represents self-discipline, assumption of responsibility and the maintenance of
flexibility, and most of all, an open mind. Education is unfinishable. It is an attitude
and a way of life. It makes every day a new beginning.
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2
Chapter 1

“The most important thing I learned in school was how to communicate.... You can
have brilliant ideas, but if you can’t get them across, your brains won’t get you any-
where.” LeE Iacocca

Al the great speakers were bad speakers at first.” RaLPH WALDO EMERSON

HEl WhHY STUDY PUBLIC SPEAKING?

oday, beyond the relative security of the college or university classroom, near-
ly 7,000 speakers will stand in front of American audiences and deliver speech-
es.! And during those same twenty-four hours, people will make more than
30 mallion business presentations.? These speakers will express and elaborate
their ideas, champion their causes, and promote their products or services.
Those who are successful will make sales, enlist support, and educate and entertain their
listeners. Many will also enhance their reputations as effective speakers. To achieve these
goals, each will be using the skills, principles, and arts that are the subject of this text-
book.

Consider, too, that somewhere on a college campus right now is the student who
will one day deliver an inaugural address after being sworn in as president; the student
who will appear on national television to accept the Heisman Trophy, the Tony Award
for Best Actress, or the Academy Award for Best Director; and the student who will pre-
sent breakthrough medical research findings to a national conference of doctors and med-
ical technicians, or whose words will usher passage of important legislation.

You may be taking this course as an elective because you want to improve your pub-
lic speaking skills in the relative security of a classroom. Chances are, however, that you
are in this class because it is a requirement for graduation. If that’s the case, you may
rightfully be asking, “Why should I take a course in public speaking?” The answer, sug-
gested in the preceding real-life examples, has three parts: Studying and practicing pub-
lic speaking benefits you personally, professionally, and publicly.

Personal Benefits of Studying Public Speaking

This course can benefit you personally in three ways.

1. Studying public speaking helps you to succeed in college.
2. Studying public speaking increases your knowledge.
3. Studying public speaking helps build your confidence.

First, mastering public speaking can help you acquire skills important to your suc-
cess in college. According to a recent Carnegie Foundation report,

To succeed in college, undergraduates should be able to write and speak with
clarity, and to read and listen with comprehension. Language and thought are
inextricably connected, and as undergraduates develop their linguistic skills, they
hone the quality of their thinking and become intellectually and socially
empowered.3



Look at some of the chapter titles in this textbook. They include words such as /is-
tening, analyzing, researching, organizing, wording, and delivering. These are skills you will use
in constructing and delivering your speeches. They are also transferable skills; they can help
you throughout your academic studies, as well as in your chosen career.

Second, public speaking can help you become more knowledgeable. There is a say-
ing that we learn:

10 percent of what we read,
20 percent of what we hear,

30 percent of what we sce, and
70 percent of what we speak.+

Consider for a moment two different ways of studying lecture notes for an exam. One
method is to read and reread your notes silently. An alternative is more active and makes
you a sender of messages. You stand in your room, put your lecture notes on your dress-
er, and deliver the lecture out loud, pretending you are the instructor explaining the mate-
rial to the class. Which method do you think promotes better understanding and retention
of the course material? You will not be surprised to learn that it’s the second method.

Speaking is an active process. You discover ideas, shape them into a message, and
deliver that message using your voice and body. The act of speaking is a crucial test of
your thinking skills. As author E.M. Forster observed, “How do I know what I think until
Pve seen what I've said?” The process of developing and delivering an idea clarifies it
and helps make it uniquely your own. In this course, you will learn a lot about the top-
ics on which you choose to speak. By learning how to construct an effective public
speech, you will also become a better listener to others’ speeches, oral reports, and lec-
tures, and this will further increase your learning,

A third personal benefit of this course is that it can help build your confidence and
self-esteem. We devote Chapter 3 to discussing the most common fear of adult Ameri-
cans: the fear of speaking to a group of people. In this course, you will learn how to turn
this apprehension into confidence. You will do so by reading this textbook, by listening
to your instructor, and, most important, by doing. The confidence and poise you gain as
you begin to master public speaking will help you when you give that oral report on “Gen-
der Roles in the Plays of Shakespeare” in your British literature class, when you address
your school board urging them to expand the district’s arts education program, or when
you are asked to say a few words upon receiving the Outstanding Community Service
award for your involvement in the neighborhood watch program. As the Emerson quo-
tation suggests, great speaking requires practice, but your efforts will bring you these three
rewards.

Professional Benefits of Studying Public Speaking

Studying communication, and specifically public speaking, is important to you not only
personally but also professionally. In fact, numerous studies document a strong relationship
between communication competence and career success. Effective speaking skills enhance
your chances of first securing employment and then advancing in your career. John Hafer
and C.C. Hoth surveyed thirty-seven companies, asking them to rate the characteristics
they considered most important when hiring an employee. Out of twenty-six total char-
acteristics, oral communication skills ranked first.5

3
An Introduction to Public
Speaking
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Chapter 1

More recently, three speech and business professors collected 428 responses from
personnel managers in business organizations to determine the “factors most important
in helping graduating college students obtain employment.” Oral communication skills
ranked first and listening second.® The researchers concluded:

From the results of this study, it appears that the skills most valued in the
contemporary job-entry market are communication skills. The skills of oral
communication (both interpersonal and public), listening, written communication,
and the trait of enthusiasm are seen as the most important. It would appear to
follow that university officials wishing to be of the greatest help to their graduates
in finding employment would make sure that basic competencies in oral and
written communication are developed. Courses in listening, interpersonal, and
public communication would form the basis of meeting the oral communication
competencies.”

This course will instruct you in two of those vital skills: public speaking and listening.

Once you are hired, your speaking skills continue to work for you, becoming your
ticket to career success and advancement. Researchers Roger Mosvick and Robert Nel-
son found that managers and technical professionals spend approximately twice as much
time speaking and listening as they do reading and writing.8 A survey of 500 executives
found that speaking skills “rated second only to job knowledge as important factors in a
businessperson’s success.” That same study also showed that effective communication helped
improve company productivity and understanding among employees.?

Although you will likely spend only a small portion of your communication at work
giving presentations and speeches, your ability to stand in front of a group of people
and present your ideas is important to your career success. One survey of sixty-six com-
panies found that 76 percent of executives gave oral reports.!0 Another survey found that
while on-the-job public speaking accounted for only 6 percent of managers’ and tech-
nical professionals’ time, it nevertheless ranked as more important to job performance
than did time spent reading mail and other documents, dictating letters and writing reports,
and talking on the phone.!" Oral communication and public speaking clearly play a crit-
ical role in your professional life.

Public Benefits of Studying Public Speaking

Finally, public speaking can help you play your role as a member of society. As Thomas
Mann noted in the quotation preceding this chapter, it is communication that connects
us with each other. Public speaking is an important part of creating a society of informed
and active citizens.

A democratic society is shaped, in part, by the eloquence of its leaders:

Franklin Delano Roosevelt, who rallied a nation during the Great Depression by
declaring, “The only thing we have to fear is fear itself”;

John F. Kennedy, who urged citizen involvement, exhorting us to “Ask not what your
country can do for you; ask what you can do for your country”;

Martin Luther King, Jr., who challenged us to dream of a day when people will be
judged not “by the color of their skin but by the content of their character”;



