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INSIDE YOUR BOOK

This book was specifically designed with you in

mlnd. It uses educational principles proven to help
you learn faster and with greater retention.

Beginning the Chapter

Key Points draw to your attention

important concepts that you should be
aware of while reading the chapter.

Chapter |
1 Your Role as a
' Public Speaker

Section 1.1
Public Speaking in
Everyday Living
Section 1.2

The Basics of Oral
Communication

Section 1.3
The Message Takes
Center Stage

| In addition to your
| portfolio exerclse, this
| chapter contains:

| W 19 Section Assessment |
exercises {
w 4 end-of-chapter
activities

S e R S

“Before I begin my speech, I bave
something to say.”
—_Robert Strauss, politician

I e

2 g YOUR ROLE A AS PUBLIC STEAKER < CHAPTER ONE

The Getting Started activities begin
each chapter with a group activity to set
the stage for what you will learn as you

progress through the instruction.

Communication@Work features illustrate

how beneficial effective communication is in
the real world.

- -
KEY POINTS

1. Learn the basic components and role of communication

2. Define public speaking and identify the nature of public
speaking

3. Identify elements of the communication process
4. Identify barriers to good communication

5. Develop and prepare for a speech

Getting Started

BUSINESS PROCEDURES
11 businesses, managers are often required to deliver speechs when
the company implements a new procedure or initiative. The goal of
these speechesis to explain this new informaion and et the people
involved know how it will affect them.

COGPERATIVE LEARNING  Imagine you are the manager of a small
company who is giving a presentation on a new company initiative
{0 increase revenue. Your audience will consist of three or more
people.

. Who would your audience be? For example, would they be cus-
tomers, supervisors, or salespeople?

« Whar information would you need to communicate-in this
situation? )

« Select someone from your group stand and share your exam-
ple with the rest of the class.

At the end of this chapter, you will complete a Finishing Up activity
on page 18 that will allow you to check your progress.

CHAPTER ONE « YOUR RO,

improving Your
Communication

Good communication
skills will ensure that your
intended message gets
across to your listeners.
As a result, the flow of
information will move
along clearly and
efficiently, impressing
both your coworkers and
your customers.

COMMUNICATING
on the Net g

EXPLORE

Visit the Public

Speaking link on

the Professional
Communication

Series Web site at
profcomm.glencoe.com.
Here you will find a
summary of Chapter 1,
as well as additional
activities and games
to help you remember
the concepts in this
chapter.

s A PUBLIC SPEAKER & 3

Communicating on the Net features
provide activities and links on the
Internet that reinforce the concepts
you learned about in each chapter.

INSIDE YOUR BOOK




Previewing Chapter Concepts

I g I 2

Each section contains
Section Objectives
that alert you to the

major concepts in
each section. Turn
the objectives into
questions. Then as
you read the section,
look for the answers
to the questions.

-

G

e

@ Section Ohbjectives:

The Basics of Oral
Communication

» Define and explain
the six components
to the communication
process

p Describe factors
“Speech ser: speech is to that influence L
Fenade, to convert, 10 compel. o '
It is to bring anotber out of bis
bad sense into your good sense.

__Ralph Waldo Emerson, author

» Explain how nonverbal
communication is part
of the communication
process

»

» KEY TERMS

p oral communication
p barriers

»

words

Oral co! proce: which you use spoken
change feelings, ideas, and information with another person.
ommunication t0 take place, you must have a sender, @ receiver,

nonverbal
communication

d a message-

Oral communication is described asa pré
exchange of messages. Whether you are addressing one persont &
large audience, you are looking for feedback—a response O
sage. There are six basic components t0 the communicati

ocess because it involves 3

oral communication
process in which you

use spoken words to
exchange feelings, ideas,
and Information with

1. The sender of speaker. The sender decides o, another person

sender may be a writer, a speakef, Awho sends a

message with physical movement.
The message. The message may be
. The receiver of listener. The regetver decodes or takes in the

ge and experience will affect

, written, OF nonverbal.

i

w

how the message
. The channel. The

communication

be delivered via alrwaves jarthe classroom,
les, or take place on the Mfternet.
onse to the message. Ie i

over television
£ dback is the receiver

s

famm’; verbal, with words;
Q facial expressions:
ofvironment. Envi ent is where the communication takes
place. It can includ? the classroom; & courthouse, o 2 medical
office. Thepr¥ironment will sometimes help you predict the

?\istener's response to your message.

SECTION 1.2 4 THE BASICS OF ORAL comMunicaTioN @ 7

Key Terms are in boldf:
ace and : i
They are also defined in th: rrlnaf;ipriamed when introduced.

Vi {) INSIDE YOUR BOOK



INSIDE YOUR BOOK

Special Tips

Special tips in the margin reinforce chapter concepts
and provide useful real-world insights.

GOING GLOBAL

The Tone of
Your Voice

When you are speaking in
front of a specific cultural
group, you should remem-
ber that your tone of voice
might cause confusion, For

example, while Russians ;m,..r ECH ,

speak in a flat, even tone

of voice, Middle Easterners ON THE JOB i 2

speak in a loud tone, and

the Japanese speak in a ﬁ 8
quiet tone, [t's important craShing Through

for speakers to understand Language Barriers
cultural differences to avoid

| misunderstandings, Pas's out handouts with the ‘ 1 Helpful Resources
> 7 main points of your speech , s
A ~ outlined in the native [an- Ifyou're glvmg.a speech
T ———— guage of your audience, and have questions about
f s You can also use graphics ” how to prepare or deliver
Going Global featu _ and charts in the handouts | your speech, how to be a
provide an introduction to help your listeners follow }Tore effective speaker, or
: , ; . to overcome your fear
aspects your presentation, , D L
to multhUlt.Um! P f L E of public speaking, then the
of communication. , e I i =3 - Speakers Platform can help
. ; - you with your problems. Visit
Tech On The Job features profcomm.glencoe.com.

provide information about
R various types of technology
Looking | used in the workplace. Internet Connection =
features provide links to We
sites with resources valuable

In Chapter 1, you learned | to good communicators.
about the importance
of discovering the back-
ground of the audience
before Preparing your

speech. | looklng
Looking Back features : m
link concepts currently In Chapter 9, you will i
. died to content learn more about non- ooking e
e died verbal communication, | indicate that you wi '
that.yo.u S8 g e ——— study related concepts 1n
e future chapters of the text.

INSIDE YOUR BOOK @ viu



Reviewing Section Material

Thinking Critically questions
found with exhibits require

you to apply your real-world
knowledge to what you are
studying in the text.

Check-Ups provide questions
to aid you with the retention
of concepts presented in each
section of the text.

Assessment

unication Journal

 record and
e, you mig!

Comm! =
nalyze five co
sk a telephone
urnal in whic! o
1. Keep o ractons. For examp
o )
i‘r’mvmsalmn Determine whethes
cesstul of whether

;g)TECH
ON THE JOB

Crashing Through

Language Barriers
pass out handouts with m:\
main points of your speec
outlined in the native 1ar

You can
and charts in the handouts
10 help your listenets follow

your presentation

mmunication
jyzed your €O 0
s class partner, Help each
i hat broke down.
<sisted in your analysis.
cation help you

d
2. Once you have mmmw{ e
" interactions, share your fin

Explain how rverhal communt
How did yout ing? Give examples.

understand his or her mea

XA 4 CHAPTER ONE

JBLAC SPEA
R ROLEAS A PUBLIC ST

12 9 e

s
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The Comm
unlc
Process e
Every exchan
g€ of message.
Whether oral, writen, o
nonverbal, involyes sf
Components, S
Thinking Criticatly poy cor
Identiying the compoants
of effective COmmunication
mpve your cony
with others? TRl

GOING GLopy

This Interaction is dy,

*Mmunication is 1o haye the rec ol et o
il eives 3

nder intended, However, lan, S
ated, and it js easy for o -

COSVET IDICIPIE the micisage o ghe
age & - ft i
& b complex and ofien comp

The Tone of
PMmunication to bregk down,

Your Voice

hen youare speaking in
700t of a specific clyyry)

ber that your tone of e
Might cause confusion. for
£Xample, while Rusgians
5Pk i fla, evers tome
9f voice, Midle Eastorners
SPEaK i a loud tone, ang
the Japanese speak in 3
uiet tone. Its important
Yo speakers 1o understang
Cultura differences to gy
Misunderstandings

The Communkatlnn Process

1. U
3Ing the elements of ghe Communicati
B < ati
Page 7, describe 5 recent ommunicatioy

o process indicated on
N occurrence:

° cmds
T T

. Environment

:
o
B

8 @ vour mors 4 A pug; AKER
ou
OLE As 1€ spg,

Section Assessments check your
comprehension of instruction covered
in the chapter before you proceed to

the next section.

P

2. Sender or speaker M
beage |
SRSt .
\ i
€. Receiver or Hxlener\ ~
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Reviewing and Applying
Chapter Concepts

Review of Key Points
sums up the major

i Inte : L
points of the chapter. met Lonnection &

allow you to expand upon the
concepts you have learned in a

chapter using the information
on the Internet.

Finishing Up activities
check your progress on the
Getting Started activities at
the beginning of the chapter.

ReVieW and App|icati0n Chapter 1 Review and Application

ggﬂun

Tips for Speech Anxiety Relief

Finishing lﬁ%

3. Fedling some nervousness before giving a specch is perfectly natuzal.

. With the other members of your Gerting Started group: €l
With the other membersof your Geting Siarted go0p diseuss 1t dhows that you care about doing wel. But you do got want yout
your example of a workplace situation in which you might need

Review of Key Polnts nervousness (o get in the way of delivering your messig alm

1. Communication plays
a part In your everyday
\ife. Public speaking is
Similar to other types
of communication you
already use—asking
questions In class, per-
suading your friend to
fend you money, or
thinking about your
plans for the day.

2. Public speaking is a type
of speaking in which
one person addresses
a group for a specific
purpose. It involves
having thoughts, ideas,
and information.

3. The communication
process includes six
elements: the sender or
speaker, the message,
the channel or mode of
delivery, the recelver or
listener, feedback, and

. the environment. All can

contribute to or detract
from the goal of effec-
tive communication.

5 4, Barriers to communica-

: tion include physical and

emotlonal distractions,

| and language and
cultural differences.

5. To develop your speech,
you must first decide on
 topic that interests you,
then determine your
purpose for speaking.

18

@ ¢

HAPTER ONE « CHAPTER REVIEW

(o speak t0: group of three or more people. Fow would you

prepare to give this speech? What communication barriers might

you fa

communicate more effectively?

*his situation? What cools could you use o help you

e control your fears about public speaking, take advantage of the
pecch tps affered at profcomm.glencoe.com Afier you have read
cach specch tp, answer the following questions:

o What s the best way to/reduce speech anxiety?.

Communication

Assessing Nonverbal Communication

2. Go walive lecure or presentation of your choice. Analyze the
speaker’s ron-verbal communication. Additionally; answer the
following questions regarding the communication experience
you observed:

o, Was the communicator effective? Why ot why not? Give

examples 10 SUpPOItyoUt ohservations, —_—————

3

 How could the communicator improve his or her presenta-

tion? Be specific in your suggestions.

Communication Challenge
exercises challenges your critical-
thinking skills based on what you
have learned in the chapter.

b, What adyice would you give someone with greater speech
anxicty than your own?

introducing an Ethical Ditemma
4. A competent communicator makes sure bis or her message is

ethical in terms of content, delivery, and preparation: Imagine

e You and your best ricnd are taking speech clas together.
Your frst assignment is o give a speech of introduction: You
Sk for a weck o prepare your speech, you polish your delivery,
and you even gave the specch 10 couple of clasmates (0 g

‘heir input. Your friend, on the other hand, find peech his
ister gave last year and uses i, You geta B while your friend
pets anA. What do you do? Should you:

o Inform our instuctor of your friend's recycled speech?

. Mention to yous ficnd that you know the speech was reuscd?

< Do nothing?

Give justifications for your answers.

Real-Life Ethics are scenarios that tie

the.content of each chapter to real-world
ethical concepts.

INSIDE YOUR BOOK
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Working With the Portfolio Exercises

Uni i !

acrtlilq}l‘e to this program is the Portfolio Exercise consisting of ten real-world
i (\1/1365 in which you will master elements of a speech in a step-by-ste 5

gf e aiproach. At the end of the book all activities will become a opf li

of everything that you have learned in the class. e

Chapter 1 Speech Portfolio

Speech Portfolio

jon Advertisement

Attention getter (How will you get your audience’s attention?)

Instruction:

u work at a small use
you to write the dialogue for a television commercial endorsing an
upcoming sale. Use the Speaking Exercise Planner to record your
‘deas. The Speaking Exercise Planner will allow you 0 record your

Imagine yo d car lot, and your employer wants

Preview statement (What are your purpose and points to be covered?)

‘dons in a briet oudline, which will help your dialogue sound nen-
o A
o scripted and natural.
L
Building Purpose:
Your Portfolio The purpose of this speaking exercise is to provide you with the
ensanomesnannes opportunity to planand deliver a brief presentation. This presenta-
Completing the portfolio ton introduces you to the process of developing and preparing fora
exercises in each chapter g 5 i . Ulecapast
speech and is the first step in < of assignments that will aid you
of Public Speaking will e G 8 i
oL you one step closer in delivering your message effectively.
to having a final speech. Assignment:
In Chapter 1, you were i . e 3 .
; B Create  30-60 second advertisement in which you try t0 persuade
; S eting bR he elass to buy some product oF use some service. Since this is to be
speech to help you see designed for elevision, visual materials are required and a dynamic
the necessary steps for delivery is important. Be creative in what you sel and the approach

creating a speech. You
will be able to have
additional practice in
Chapters 2 and 3, before
selecting a speech topic
in Chapter 4.

of your sales pitch.

K Spea ng Exercise Planner gg

oplc:

el s i e I e e e e

i General purpose: to actuate 3
% 3 Review (How will you summarize your maift points?)

o et e

 specific purpose: to get my audience members to

BER b i S

$ i Closing statement (Leave your audience with a memorable statement. )

Bt — = I o

Central idea: i

After listening to my Speaking Exercise, | want my audience to
remember:

I DR e

et e e S e e

e e

L .

SPEECH PORTFOLIO 4 CHAPTER ONE & 21

X @ INSIDE YOUR BOOK
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Section 1.1
Public Speaking in
Everyday Living

Section 1.2
The Basics of Oral

Communication

Section 1.3
The Message Takes
Center Stage

In addition to your
| portfolio exercise, this
| chapter contains:

® 12 Check-Up exercises
B 19 Section Assessment
| exercises

B 4 end-of-chapter

i activities

Your Role as a
Public Speaker

“Before I begin my speech, I bhave
something to say.”

—Robert Strauss, politician

2 & YOUR ROLE A AS PUBLIC SPEAKER « CHAPTER ONE



KEY POINTS

1. Learn the basic components and role of communication

2. Define public speaking and identify the nature of public
speaking

3. Identify elements of the communication process
4. |dentify barriers to good communication

5. Develop and prepare for a speech

éetting Started

BUSINESS PROCEDURES
In businesses, managers are often required to deliver speeches when

the company implements a new procedure or initiative. The goal of
these speeches is to explain this new information and let the people
involved know how it will affect them.

COOPERATIVE LEARNING Imagine you are the manager of a small
company who is giving a presentation on a new company initiative
to increase revenue. Your audience will consist of three or more

people.

* Who would your audience be? For example, would they be cus-
tomers, supervisors, or salespeople?

* What information would you need to communicate in this
situation?

* Select someone from your group to stand and share your exam-
ple with the rest of the class.

At the end of this chapter, you will complete a Finishing Up activity
on page 18 that will allow you to check your progress.

I}IIMMIINIBATIIIH
@WORK

Improving Your
Communication

Good communication
skills will ensure that your
intended message gets
across to your listeners.
As a result, the flow of
information will move
along clearly and
efficiently, impressing
both your coworkers and
your customers.

on the Net

EXPLORE

Visit the Public

Speaking link on

the Professional
Communication

Series Web site at
profcomm.glencoe.com.
Here you will find a
summary of Chapter 1,
as well as additional
activities and games
to help you remember
the concepts in this
chapter.

CHAPTER ONE 4« YOUR ROLE AS A PUBLIC SPEAKER o 3



SECTION 1.1

@ Section Objectives:

P Describe the role of |
a public speaker

» Explain how public
speaking is important
in social and profes-
sional settings

p public speaking

P speech anxiety

public speaking type of
speaking in which one
person addresses a
group for a specific
purpose

Public Speaking in
Everyday Living

“When I read great literature, great
drama, speeches, or sermons, 1
feel that the buman mind bas not
achieved anything greater than
the ability to share feelings and
thoughts through language.”

—James Earl Jones, actor

Communication: A Lifetime Experience

Whether you realize it or not, you have been communicating your
entire life. Before you were able to speak, you cried to show dis-
pleasure and smiled to express satisfaction. As you grew older, you
learned to speak, and your communication became more complex.
Simply put, you use oral communication to interact with people. By
learning how to cope with your anxiety, as well as understanding how
to write and prepare for a speech, you will become a confident and
effective speaker. You may have intense anxiety when speaking to a
group of strangers. Now is your chance to put those fears to rest and
learn how to become a successful speaker. Public speaking is one of
the many ways to communicate.

T4 CHECKUP 11

|Experience, Experience, Experience

1. Give three examples of presentations you have given in the past.
These can include an in-class book report, an introduction at an
awards ceremony, or an opinion you offered in class.

4 0 YOUR ROLE AS A PUBLIC SPEAKER « CHAPTER ONE



The Nature of Public Speaking

Public speaking is a type of speaking in which you address a group of
people for a specific purpose. Instead of casually exchanging ideas in an
informal setting, your goal as a public speaker is to communicate infor-
mation and share your interests with a group of people in a setting that
is usually formal. A speech requires you to share ideas, thoughts, and
information.

You as an Expert When you become a public speaker, the audi-
ence is focused on you and your message—in fact, they will assume
(and expect) that you know what you are talking about. Remember
that you are responsible for knowing your subject matter and stating
your thoughts as clearly as possible. Public speaking is more formal
than an interpersonal interaction; you will usually speak without the
verbal comments of your audience. You will only be able to rely on
their nonverbal communication (such as body language and facial
expressions) to help you decide how well the message is being received.

——

I The Audience and You

1. For each of the three presentations you listed in Check-Up 1.1,
indicate your preparation and comfort level while delivering your
presentation.

2. Find out about the people in your class. Interview two people to -

discover:

a. How they feel about speaking in public.

b. What their public speaking experiences include.

c. Why they are taking this course.

3. Once you have interviewed your partners, share your answers with
another classmate. You may be surprised to discover that many of
you feel the same way about giving public presentations.

SECTION I.I 4« PUBLIC SPEAKING IN

Helpful Resources

If you're giving a speech

and have questions about
how to prepare or deliver
your speech, how to be a
more effective speaker, or
how to overcome your fear
of public speaking, then the
Speakers Platform can help
you with your problems. Visit
profcomm.glencoe.com.

e TECH
ON THE JOB

Presentation and
Speaking Skills

Take advantagé of online
resources that can help you
develop your presentation
and speaking skills. The
Internet offers a variety

of training courses, self-
teaching programs, and
helpful Web sites to improve
speaking and presentation
skills.

EVERYDAY LIVING @ 5



SECTION 1.1

Assessment

Communication Skills Checklist

£ — T ECH Use this checklist to study your own speech communication

strengths, weaknesses, and attitudes. Read each statement and
O N TH E ]O B decide which do or do not apply to you.
Using Technology 1. When | am introduced to people, | immediately
to Help You forget their names. Yes No
Communicate 2. | stumble over my words when | give an oral
presentation. Yes No

Using visual aids can
improve the impact of your 3. | freely voice my opinions when working in a group. Yes No
speech and help your audi- '
ence to better understand
and remember the impor-
tant points of your speech.
You can use the technology 6. | have trouble carrying on a conversation with a

that is available to you to person | have just met. Yes No

create visual aids such as : . : :
overhead projections, 7.1 am uncomfortable and ineffective doing business

photographs, slide shows, on the telephone. Yes No
charts, maps, videos, etc.

4.1 do not stay calm and poised during interviews. Yes No

5.1 have trouble persuading others to share my views. Yes No

8. | find myself thinking about what | am going to
e : : say instead of listening to other people. Yes No

9. | am afraid to join group or class discussions
because | might say something foolish. Yes No

10. | avoid making eye contact with people when

SCORING | talk with them. Yes No

If you answered Yes to: - 2 2
11. | tend to avoid taking a strong stand in an argument. Yes No

0-5 questions, you are a

strong communicator. 12. | need to improve my vocabulary. Yes No

6-10 questions, focus 13. | become uncomfortable when | have to relate

on what areas you need to people from a cultural background different

to improve. Are you from mine. Yes No

answering Yes to similar 5 e

questions? 14. | do not welcome constructive criticism about my
communication skills. Yes No

11-15 questions, what

ways can you improve 15. | feel that my communication skills are not

your communication skills? improving. Yes No

6 @ YOUR ROLE AS A PUBLIC SPEAKER 4« CHAPTER ONE



