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APPROACH

Communicating Effectively, Seventh Edition, has been written for the student
who is taking a speech communication class for the first time. The book covers
the theories of intercultural, interpersonal, group, public, and mass communi-
cation and shows how they apply to real-life situations at school, work, and
home. The approach of the books is pragmatic, so that students can see and
appreciate the practical application of the ideas, concepts, and theories in their
own lives. The approach of the book also is problem-solution oriented, reflect-
ing how I teach this material in the classroom. I not only post perplexing ques-
tions that ask for settlement, such as “How does this translate into the real-
world?” but I offer realistic, applied, and worthwhile solutions. In this way, stu-
dents can integrate what they are reading and learning directly into their lives.

There are numerous examples of this applied, problem-solution approach
throughout the book. For instance, in the new intercultural communication
chapter I ask, “How do you study culture?” In response, the six dimensions or
frameworks for studying cultural differences are explained as solutions, and
followed by corresponding, student-oriented examples of each dimension or
framework. In this way students always will see the theory in use.

Another example of this applied, problem-solution approach occurs in
Chapter 7, Interpersonal Relationships, the first of the two interpersonal rela-
tionships chapters. The perplexing problem is, “What is the glue that holds
relationships together?” Old theories included similar interests, values, beliefs,
and attitudes. But as it turns out, the key seems to be “bids and responses to
bids,” an approach championed by John Gottman and his team of relationship
researchers. To apply Gottman’s theory, I pose questions such as what deter-
mine your ability to bid, how common is it to bid, how important is it to bed,
and what are some ways to encourage bidding. A similar approach can be
framed for the new section on Baxter and Montgomery’s relational dialectics:
How can the “problem of” chaos that characterizes many relationships be
explained and analyzed? The solution avails itself in their theory, and the
examples I offer make their theory practical, realistic, and worthwhile.

This applied, problem-solving approach has four outcomes. It makes the
book readable, interesting and challenging. Most important of all, it brings
communication into the day-to-day lives of students. That is not just where
it should be, but that is where these ideas can make the most difference.

ORGANIZATION AND COVERAGE.

Part One is devoted to the principles of communication. Chapters 1 through 6
present a model of communication, relate communication both to the self and
culture, and show how communication works, both verbally and nonverbally,
in our encounters with others. Chapter 3, Intercultural Communication, is
new in this edition and explains different frameworks for studying cultural dif-
ferences, barriers to intercultural communication, and ways to improve it.
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The second part of the book focuses on interpersonal and small-group
communication as well as communication at work. Chapters 7 and 8 cover
interpersonal relationships, their dynamics, and how they can be evaluated
and improved. Chapter 9, Communicating at Work, discusses information-
al interviews, informational interviews as precursors to job interviews,
employment interviews, and presentations. Chapters 10 and 11 look at
problem solving in small groups as well as leadership, participation, and
conflict management in those groups.

The third part of the book examines public communication. Chapters 12
to 17, about public speaking, teach how to develop, organize, and deliver a
speech. The Appendix, Mass Communication and Media Literacy, compris-
es a full chapter and focuses on mass communication, specifically on the
Internet and the World Wide Web (WWW). It examines the relation of the
media to the communication model, the reasons for studying media litera-
cy, and how to assess information in general—information found on televi-
sion and in newspapers and on the Internet. There is an additional section
on the importance of ethics.

We continue to use many examples of key concepts in this book because
this is the best way to bring theories to life. We draw these examples from
familiar experiences of work, interactions with others, and campus life.

One of the goals for the text is to present the world beyond our local com-
munities. Although this is true throughout the book, it is especially true in
Chapter 3, Intercultural Communication.

A continuing goal of this edition is to connect readers to the Internet and
WWW. Woven into the fabric of every chapter, we interlace specific On the
Web boxes that ask readers to respond to Web information, access specific
websites, evaluate Web material, or view related information carried on the
Web. Web readings, too, are included in the Further Reading sections of
each chapter. Chapter 13, Finding Speech Material, is oriented to using the
Internet to discover and narrow speech topics as well as to learn about and
research those topics. The Appendix is designed to underscore the need to
study the effects of the Internet and WWW.

Bl NEW TO THIS EDITION

Intercultural Communication

Chapter 3 examines culture and the reader’s role as a cultural being. It dis-
cusses the importance of intercultural communication, relates intercultur-
al communication to the model of communication, provides six dimensions
or frameworks for studying cultural differences, discusses barriers to inter-
cultural communication, offers ways to deal with barriers that include dis-
cussion of dominant and nondominant cultures, and provides practical sug-
gestions for improving intercultural communication.

Assess Yourself

Within each chapter, a new chapter-relevant questionnaire, survey, or eval-
uation form challenges students to assess themselves. These boxes are
designed to challenge knowledge foundations, examine assumptions, dis-
cover attitudes, look at feelings, question knowledge, assess ability, high-



light awareness, analyze skills, check confidence, probe anxiety, review
preparation, and survey understandings. Scaled responses with additional
discussion, explanations, and motivation and suggestions for change are
included on the Communicating Effectively student CD-ROM.

The FOXP2 Gene

Chapter 5, Verbal Communication, opens with an explanation of the multi-
disciplinary approach taken to the discovery of the FOXP2 gene, its impor-
tance, and how it has contributed to the spread of speech and language
throughout the human population. The FOXP2 gene is, perhaps, the most
important new discovery with respect to the evolution of speech and lan-
guage, and will open the way to new research. A related On the Web box pro-
vides students with Internet resources to supplement the opening example.

Student CD-ROM

The CD-ROM that accompanies the text provides students with multiple
tools for learning. These tools are integrated with the text through the use
of CD icons in the text margins that notify students which CD tool to use at
the appropriate time. They include:

Video The video includes clips that illustrate basic communication con-
cepts and excerpts of student speeches.

Self-Quiizzes There are 15 multiple-choice and 5 true/false questions for
each chapter.

Assess Yourself These provide scaled responses to the end-of-chapter
questionnaires and surveys that challenge students to assess themselves.

Audio Flash Cards Students can use these digital flash cards to hear how
key terms are pronounced and to study for exams.

PowerPoint Tutorial Students will learn the rules of design and helpful
tips on implementation when working with presentation software.

Business Document Templates and Outline Tutor These tools enable students
to prepare efficiently for class projects, assignments, and oral presentations.

Quick Guide to Public Speaking

The beginning of Part IV, Communicating in Public, features a Quick Guide
to Public Speaking. This useful reference tool summarizes the goals stu-
dents need to achieve to give a successful speech.

Impact of New Technologies

Ways of finding information have continued to change rapidly since our last
edition as students have gained more access to computers. Almost every
student with access to the Internet prefers doing computer research rather
than using card catalogs, books of indexes, and library-housed reference
material. Accordingly, we have added extensive computer and Internet
information and advice in all chapters, and we have deleted most of the
information formerly devoted to library-housed material.

Preface xvii
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On the Web boxes, found throughout every chapter in the book, and tied
intimately and immediately to the information in each, not only ask read-
ers to find information on the Internet, but ask them to respond, evaluate,
and become involved with it. Many of these boxes provide specific websites
where readers are asked to go and participate.

l CONTINUING STRENGTHS—UPDATED
Communication Competencies

Chapter 1, The Communication Process, contains new, recent evidence
about the need for communication competencies and skills that every col-
lege graduate should have.

Self, Perception, and Communication

Numerous new sections in Chapter 2 include information about how you
can improve your self-concept, the relationship between perceptions and
the self-concept, adjusting to perceptual influences, perceptual filters, and
a new section on an individual’s unique perceptual filter. Also, there is a new
figure in the chapter that distinguishes between objective reality and sub-
jective views of the world.

Intercultural Communication

The research of Mark P. Orbe discussing communication between non-
dominant and dominant group members that was part of Chapter 2, is now
in Chapter 3, Intercultural Communication. Orbe discusses assimilation,
accommodation, and separation at each of three levels: nonassertive,
assertive, and aggressive. His research raises interesting questions, suggests
a different vision of what democracy may become, and relates directly to
the intercultural domain discussed in Chapter 3.

Listening

In Chapter 4, there is an all-new opening section on the importance of lis-
tening in all of life’s stages. Also, there is a list that compares the traits of
good and poor listeners, and a new practical section on Note-Taking Skills.
The chapter ends with a new section on Talking So Others Will Listen,
which offers specific advice on how to focus others’ attention on your ideas
and feelings.

Nonverbal Communication

Chapter 6 is completely rewritten to incorporate the new research and writ-
ing in all the nonverbal areas. The Reference section of the chapter also
reflects the new rewrite. The chapter includes new suggestions for evaluat-
ing the reader’s own nonverbal effectiveness using videotapes.



Interpersonal Relationships

Chapter 7 includes three new practical sections. The first, Bids and the
Bidding Process, builds on the work of John Gottman and presents specific
ideas on what it takes to have successful relationships. The second section,
“Owned Messages,” outlines a specific method so that readers can take respon-
sibility for the messages they send. The third, Relational Dialectics, builds on
the theoretical work of Baxter and Montgomery, but makes their information
accessible to readers and offers a specific method for examining interperson-
al relationships.

The new section in Chapter 8, Evaluating and Improving Relation-
ships, focuses on the elements that tend to draw people together and dis-
cusses verbal skills, emotional expressiveness, conversational focus, non-
verbal analysis, conversational encouragement, care and appreciation,
and commitment. Not only is there a discussion of these elements, there
is special motivational encouragement for males to improve their ability
in these areas.

There is an expanded section on Communication Problems in
Relationships.

Communicating at Work

An expanded section on Electronic Resumes includes one sample. There is
a new section on how to dress for an interview and one on the factors in
interviews about which interviewees may be uninformed and over which
they have no control.

Small Groups: Characteristics

There is a new section on the potential cultural element involved in group-
think.

Leadership, Participation, and Conflict Management

Situational leadership is compared with functional leadership as well as the
traditional styles of autocratic, democratic, and laissez-faire leadership
styles. The various skills of situational leadership including telling, selling,
participating, and delegating are discussed with an emphasis on how to
practice situational leadership.

Working in Groups

Because instructors continue to increase the time students spend in class
working in groups, we include Working Together boxes that encourage
group learning and discussion of the concepts in the text. The typical for-
mat of these boxes is either a series of questions, or a short passage to read,
followed by questions. Many of these boxes have been updated in this sev-
enth edition.

Preface xix
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Getting Started
(the opening chapter on public communication)

There are new sections on Using the Internet to Discover a Topic, Internet
Brainstorming, and a new running example on cyberrelationships. Much
more emphasis in this chapter focuses on the use of the Internet as both a
learning and research tool.

Finding Speech Material

The new focus on the Internet and WWW includes a table comparing sub-
ject directories with search engines, a new section on Taking Notes on
Internet Information, a new section on the research burden that has fallen
on speakers’ shoulders with the advent and popular use of the Internet, and
a new section, too, on effectively and efficiently printing information from
the Internet. Information on library-housed material has been substantial-
ly reduced.

Organizing and Outlining the Speech

There is a new section on the Reference List and one on the ease of using
the APA reference style.

Delivering the Speech

A new section presents the connection between emotionally charged inci-
dents and memory—how to better remember your speech.

The Informative Speech

New examples are included for defining, etymology, example, comparisons,
contrasts, describing, composition, fit, using numbers, arousing curiosity,
presenting anecdotes, and rhetorical questions. Also, there is a new section
with an example on using color.

The Persuasive Speech

This chapter includes numerous new examples as well as a new sample
speech by Juanita E. Hill called “Unlock Your Full Potential” that will moti-
vate readers to take advantage of all aspects of their college experience.

Mass Communication and Media Literacy

There is a new figure in the Appendix comparing face-to-face group com-
munication and electronic group communication with respect to channels
of communication and social cues to communication. A new section, too,
compares synchronous and asynchronous communication. There is an
expanded section on gatekeepers, new evidence presented in a rewritten
section, “The Media Influences Behavior,” as well as new evidence in an
expanded section on “The Media Connect Us with the Global Community.”
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B SUPPLEMENTS TO ACCOMPANY COMMUNICATING
EFFECTIVELY, SEVENTH EDITION

As a full service publisher of quality educational products, McGraw-Hill cre-
ates and publishes an extensive array of print, video, and digital supplements
for students and instructors. Communicating Effectively is accompanied by a
comprehensive package of instructor resources that specifically address the
challenges of teaching and managing the basic communications course.
Orders of new textbooks support the substantial investment required to devel-
op such important resources. Please consult your local McGraw-Hill repre-
sentative for more information on any of the supplements.

Instructor’s Manual/Test Bank

This manual is a source of both daily plans and activities for the classroom.
Every chapter of the Instructor’s Manual contains Learning Objectives, Tips
for Teaching, Chapter Highlights, Activities, and Essay Questions.
Additionally, the Instructor’s Manual includes sample course outlines, anno-
tated sample speeches, and a users guide to the videos. The Test Bank
includes essay, multiple choice and true/false questions created by the
author of this book.

Online Learning Center www.mhhe.com/hybels7

This free, web-based supplement for students and instructors features help-
ful tools for class and exam preparation, and links to revalent Internet web-
sites. Designed specifically to complement each text chapter, the Online
Learning Center offers:

¢ Chapter Objectives, Outline and Summaries which give students sign-
posts for understanding and recognizing key chapter content while
participating in class and while studying on their own or in groups.

e Self Quizzes which provide a place to practice at taking multiple choice
and true/false tests for each chapter.

¢ Glossary Crossword Puzzles which allow students to test their mastery
of key concepts when solving these puzzles.

* General Web links which provide revalent chapter-by-chapter links for
further research.

Instructor’s Resource CD-ROM

A source of both daily plans and activities for the classroom, the Instructor’s
Resource CD-ROM contains for each chapter: Learning Objectives, Tips for
Teaching, Chapter Highlights, Activities and Essay Questions. Additionally,
the Instructor’s Resource CD-ROM includes sample course outlines, anno-
tated sample speeches, and a user’s guide to the videos. The Test Bank
includes essay, multiple choice, and true/false questions—all developed by
Richard Weaver. The Test Bank is available on the Instructor’s Resource
CD-ROM as a computerized testbank or as a basic Word document. The
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Computerized Test Bank offers numerous multiple choice, true/false and
short answer questions in an easy-to-use program that is compatible to
both Windows and Macintosh computers. PowerPoint Slides include not
only standard lecture support for the entire text, but incorporate illustra-
tions and other special features from the text.

PageOut: The Course Website Development Center

All online content for this text is supported by WebCT, eCollege.com,
Blackboard, and other course management systems. Additionally, McGraw-
Hill's PageOut service is available to get you and your course up and run-
ning online in a matter of hours, at no cost. PageOut was designed for
instructors just beginning to explore Web options. Even the novice com-
puter user can create a course website with a template provided by
McGraw-Hill (no programming knowledge necessary). To learn more about
PageOut, ask your McGraw-Hill representative for details, or fill out the
form at www.mhhe.com/pageout.
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diversity in culture benefits our lives.
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Because of the study of the genomes of people and chimpanzees (“Mutations
eonsago . . ., 2002; “Lone gene linked . . .," 2002), progress leaped forward on
why human beings developed language for communication. The work of Svante
Paabo and his colleagues at the Max Planck Institute for Evolutionary
Anthropology in Leipzig, Germany, is based on the discovery in 2001 of the first
human gene—as one part of the human genome project—involved specifically in
language. Known as FOXP2, the gene is directly linked to developing the fine
motor skills needed to be a smooth talker. Dr. Anthony P. Monaco of the University
of Oxford and his team of molecular biologists identified the FOXP2 as the gene
responsible for switching on other genes during the development of the brain

On the Web box

On the Web boxes provide students
with related Internet resources to
supplement the chapter’s opening
example.

Fox P2 Gene

Chapter 5, Verbal Communication, opens
with an explanation of the multidisciplinary
approach taken to the discovery for the Fox

P2 gene and how it contributed to the spread

of speech and language throughout the
human population.

A

/578 on the Web

The following articles on the Internet should give
you some additional insights into the FOXP2 gene
and its discovery and importance.
M. Balter. “Speech Gene’ Tied to Modern
Humans.” August 16, 2002, Science: 297,
Retrieved February 8, 2003, from http/Awww.
sciencemag.org. In this article the caution scien-
tists express against overstating the importance of
FOXP2 in the evolution of language is presented.
A. Cubre, "FOXP2: To Speak or Not to Speak?”
2002. Department of Biology, Davidson College,
Davidson, NC 28035, Retrieved February 8,
2003 from http:/Awww.bio.davidson.edu/courses/
1ies/2002/Cubre/project1.html. In this four-
article, Cubre summarizes and compares the
s announcing the discovery of the FOXP2
n both the popular press and scientific letters.

He concludes that the articles were “fairly accu-
rate;" however, he points out that the conclusion
that “the expansion of humans was associated
with speech development” is pure speculation.
"First Language Associated Gene Identified.”
2002. Applied Biosystems. BioBeat (Online
Magazine). Retrieved February 8, 2003, from
http:/Aww. iedbi ns.com/biobeat/t
throughs/bk65.cfm. This article offers a look at
how the FOXP2 gene discovery was announced in
a scientific publication,

“Gene Linked to the Dawn of Speech.” 2002.
Associated Press. MSNBC News; Health; Genetics.
Retrieved February 8, 2003, from http:/www.
msnbc.com/mews/794064.asp. This article pro-
vides a look at how the FOXP2 gene discovery was
announced in the popular press.

Marsha Houston (2000), professor and chair of
the Communication Studies Department at the
University of Alabama, Tuscaloosa, discusses not
just the fact that women’s conversations with
each other are different from their conversations
with men, or that conversations between African-

example, researchers have found that when the
same message (s delivered in much the same man-
ner by a woman or by a man, listeners interpret it
quite differently, in part because they expect
women and men to use different styles of talk and
to have knowledge of different subjects (p. 99).

Consider This box

Consider This boxes encourage stu-

Americans and white women are different but
too, and especially, that expectations are different,
Notice in this brief excerpt how Houston first
establishes the elements of communication then
places conversations into the transactional frame-
waork:

Questions

have for this?

. Can you see the three principles of transi
al communication described (or alluded
this excerpt?

To what extent will the interpretation of
sage be determined by whether or nc
delivered by a man or a woman? By whe:
not it is delivered by an African-Americal

A basic concept of contemporary communica- 9
tion theory is that a speaker does not merely
respond to the manifest content of a message,
but to his or her interpretation of the speaker’s
intention or meaning. In other words, | respond to
what | think you meant by what you said. Such
factors as the setting and occasion, the language
variety or dialect, and the interpersonal relation-
ship between speaker and listener influence mes-
sage interpretation and response.

w

Source: M. Houston. “When black women talk wit
women: Why the dialogues are difficult,” In A, G
M. Houston, & V. Chen. (eds.) Our Voices: Es
Culture, Ethmieity, and Communication (Los Ange
Roxbury Publishing Company, 2000), pp. 99-104,

In addition, some understandings of talk are
influenced by a speaker's gender or ethnicity. For

Another Point of View box

Another Point of View boxes offer interest-
ing perspectives for student discussion.
For example, Young Men and Hip Hop in
L.A., the fast-evolving language of inner-
city black Americans, the inner cities con-
trasted with the language of the media,
politics, and the workplace.

Y

1. Is it clear to you that Houston is working from
a model of communication similar to the
Hybels-Weaver model? What evidence do you

dents to think critically about real-life

events.

In his book, West Side: Young Men & Hip-Hop in
LA, William Shaw discusses the importance of
language:

How you talk is what you are. The increasing
isolation of America’s underclass is not just eco-
nomic and spatial: It’s linguistic, too. The African-
American vernacular that thrives so richly in hip
hop has its roots in West Indian creole, and in the
eighteenth-century speech pattems of the Irish
and Scottish immigrants. But linguists who have
studied black English over the last few decades
have noticed that instead of converging with
what they call standard American English, it is fast
drifting ever further away from it. The creative,
fast-evolving language black Americans speak in
the inner cities may be increasingly desirable on
wax, as a cultural artifact, but it is becoming less
and less like the language of the majority, the lan-
guage of the schoolrooms, of mass media, of pol-
itics, and of the workplace. "

Questions

1. Young boys from LA. who were looking for
work in the music industry often used “slan-
gin" as their form of communication, but Mike
Nixon, who had been in the music industry
since the sixties, let them know that they
weren't going to get anywhere in the music
business if they couldn’t communicate in a
businesslike fashion. Do you find any analo-
gous situations in today’s world? That is, to
succeed in business requires the adoption and
use of communication that reflects a “busi-

nesslike fashion” as opposed to the everyday,
common, ordinary speech that occurs between
friends?

. Have you any personal examples to support the
insights that Shaw offers in this excerpt from
his book? Have you detected, for example, the
driftin black English farther and farther away
from standard American English?

3. What do you think may be one reason why the
fast-evolving language black Americans speak
in the inner cities is becoming less and less like
the language of the majority? Could it be, for
example, that inner-city youth are creating a
special language because they don‘t have as
much power as the people around them? Are
they doing it to exclude outsiders or members
of the adult establishment?

Notice, in the example cited in question 1
above, that Mike Nixon understood why the
young boys from the inner city of L.A. spoke the
way they did, but he tried to encourage them
1o shift roles—to shift their speech—to adapt to
a different language environment (business).
How many different language environments do
you adapt to in an average day? An average
week? How about in an average month? With
regard to effective communication, would you
say that the more language environments to
which one is exposed, the more effective com-
municator he or she is likely to be?

N~

Source: W. Shaw, Westside: Young Men and Hip-Hop iin
LA (New York: Simon & Schuster, 2000), p. 480.




Active, Everyday Applications
Derived from Key Critical

Concepts in Communication

Assess Yourself

Assess Yourself is a
chapter-related ques-
tionnaire survey, or
evaluation form that
challenges students to
examine their
assumptions, atti-
tudes, and feelings.
Scaled responses are
included on the
Communicating
Effectively student
CD-ROM with addi-
tional discussion or
explanation.

Do You Have What it Takes to Be a Leader?*
Directions: Indicate the degree to which you agree or disagree with each statement by the following

scale:

5= Strongly agree

4=

Mildly agree

3 = Agree and disagree equally
2 = Mildly disagree
1 = Strongly disagree

Circle your response following each statement. When you have finished all seventeen statements, add
up your responses, and put your total points in the “Total Points” blank.

Y

. | easily and comfortably question others’ ideas and opinions.
. | strive to find out and meet the needs of other group members.
. | feel good when | measure the results of my hard work, rather than

counting the time it took.

. | feel comfortable thinking of others’ needs.

. | readily listen to the opinions of others.

. | feel comfortable sharing power and control.
. | seek out and move on to new opportunities.
. | express my feelings easily to others.
. | 'am able to easily share my accomplishments with others.
. | am aware of my own strengths and weaknesses.

. | feel comfortable with conflict.
. | feel comfortable with change and making change.
. | make goals.

. | am able to motivate others.
. | am constantly looking for ways to improve.

. | feel comfortable knowing people look at me as a model for what is good.
. In general | am a confident person.

@‘ Find scaled responses on the
Communicating Effectively CD-ROM or website.
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Source: Adapted from “Leadership Self-Assessment,” ICANS (Integrated Curriculum for Achieving Necessary Skills),
Washington State Board for Community and Technical Colleges, Washington State Employment Security, Washington
Workforce Training and Education Coordinating Board, Adult Basic and Literacy Educators, P.O. Box 42496, 711 Capitol
Blvd., Olympia, WA 98504. Retrieved February 19, 2003, from http:/www.literacynet.org/icans/chapter05/leadership.html.



Cohsider This

Key Steps for Successful
Interviewing

Step One: Be prepared. Adequate preparation and
practice are essential to demonstrate that you are
a knowledgeable and credible person.

. Know the purpose and objectives of the interview.
. Make certain the setting and time are satisfactory.
. Remove any barriers that might interfere with a
successful interview,

Make certain you have communicated effec-
tively with the other interview participant or
participants.

. Dress appropriately.

Practice. Immediate impressions will be formed
from your verbal and nonverbal communica-
tion; thus, make certain your self-confidence,
personality, and speech habits convey a positive
impression.

Step Two: Have an interview plan, but be
adaptable and flexible. Even though the interview
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On the Web
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Communication at Work

A thorough treatment of inter-
viewing, business practices, and
presentations prepare students
for today’s workplace.

may not unfold exactly as your plan dictates, a
plan shows that you are a thoughtful, knowledge-
able, and organized. If there is dead space during
the interview, having a plan will help provide
material to move the interview forward. Having a

A

plan, too, offers you any background information
that might be helpful during the interview. If the
interview moves far afield from where it should
be, having a plan S acl:
rect the intervie
interview efficient
mary purpose and
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A continuing goal of this edition is
to connect readers to the Internet.

In

boxes ask readers to respond to
Web information and access and

every chapter, On The Web

evaluate Web material.

On the Web

Internet Databases

Yahoo: www.yahoo.com/. Yahoo is everybody's
“favorite” subject guide; it is one of the first
places that people register their sites so that it is
fairly comprehensive, but its large size can make
it unwieldy for precision searching. You can look
for documents by moving through the menu cat-
egories or do a keyword search at any category
level. You can search by Intelligent Default, exact
phrase, AND, OR, limiting by date.

LookSmart: www.looksmart.com/. LookSmart
has reviewed and organized more than 2 mil-
lion Web pages into a number of categories
(200,000 organized hierarchically) covering
everything from gardening and books to motor
racing and space exploration in order. You can
search by either keyword or drill down through
the categories. The keyword search results give
you both a list of relevant categories as well as
the relevant sites.

Model 3: (no author, no date). Introductory
Models and Basic Concepts: Gerbner's
General Model. Retrieved March 14,
2003 from  http://www.cultsock.
ndirect.co.uk/MUHome/cshtml/
introductory/gerber.html#means.

Compare and contrast each of the following mod-
els of communication with the Hybels-Weaver
mode| of communication presented on page 9.

Model 1: (no author, no date). 6.2 Shannon’s
and Moles’ Communication Models.
Retrieved March 14, 2003 from
http://www.uni-kassel. de/fb8/misc/
Itb/html/text/6-2frame.html.
(no author, no date). The Elements of
Communication: Communication Models
(Transactional Model). Retrieved March
14, 2003, from http:/historypages.org/
elements/

Questions

1. Do these models include elements not indluded in
the Hybels-Weaver model? Should they be in-
cluded?

2. Which model best represents the elements you

think should be included in a communication
model? Why?

Model 2:

hundreds of guides on as many topics, all put
together by experts on each subject. You can
search for information by keyword, or drill
down through 36 categories to find what you
want.
Librarians Index to the Internet: http://lii.orgl.
This is an extensive index to great sites on the
Internet compiled by librarians at the University
of California and elsewhere. You can subscribe
to a weekly list of new sites added to the index,
which serves as a great way to keep up to date
on good reference resources.
WWW  Virtual Library: Data Sources by
Subject:vlib.org/Overview.html. This is another
site where each subject is compiled and hosted
by an expert in the field. The drawback to this
distributed search guide is that the subject
guides are erratically and infrequently updated.
® Argus Clearinghouse for Subject-Oriented
Internet Resource Guides (UMich):www.clear-



B A QUICK GUIDE TO PUBLIC SPEAKING

PREPARATION

Facus on your audience. The focus of all public speaking is the listeners—to
gain a response from the audience. If you can get them to think, feel, or act
in a certain way, you have achieved a measure of success. To accomplish
this, you need to discover as much as you can about them and adapt your
speech to their specific needs and interests.

Find a good topic. Select a topic that interests both you and your listeners
and one on which you can complete some research.

Choose your purpose and central ideas. Choose your general purpose (to
inform, to persuade, etc.), your specific purpose (what you want to achieve
with your listeners), and your central ideas (2 one-sentence statement of
your message) with your specific audience in mind.

Carefully organize your speech. Devise two or three main points you want to
explain and develop that will support your central idea.

Find strong support. Use personal experience, examples, facts, expert opin-
ions, and statistics to develop each main point.

Use transitions. Smooth bridges are needed to help listeners know where
you have been in the speech, where you are, and where you are going.
Anytime you jump to a new point, it is helpful to have a signpost indicate
the move: “My second reason is . . .”

Have an effective introduction. Begin your speech with information that will
grasp listener attention and make them want to listen to the rest of your
speech, Fascinating stories, intriguing questions, interesting facts and sta-
tistics, or engaging quotations are great attention-getters.

Develop a strong conclusion. Summarize the key points of your speech.
A

Critically Acclaimed Public
Speaking Chapters

Channel your nervousness. Use it as a source of energy. Take a few deep
breaths on the way to the lectern, pause before beginning your speech, and
strive to be vital, enthusiastic, and involved.

Begin your speech. Walk confidently to the lectern. Arrange your notes, get
vour first sentence firmly in your mind, look directly at your listeners, and
begin your speech. Throughout your speech, maintain eye contact, be
expressive, and speak clearly.

Use your notes sparingly. Notes should never be a crutch. Avoid reading
them or staring at them absentmindedly. Use them occasionally to pick up
your next point.

End your speech with strength. After your conclusion, pause a few moments
and, if appropriate, ask if there are any questions. The impressions you give as
you move away from the lectern contribute to the overall effectiveness of you
and your message.

Quick Guide

A Quick Guide to Public Speaking appears
at the beginning of Part IV. This handy
reference tool summarizes the goals
students should strive to achieve in order to
prepare and deliver a successful speech.

Because it comes last in the speech, what you say in your is
most likely to be remembered by your listeners.

Use an outline. Put all parts of the speech (introduction, main points, tran-
sitions, and conclusion) into an outline. Everything in the outline should
explain, illustrate, or prove your central idea.

Prepare a speaking outline. From your complete outline, prepare a key-word
outline that you will use when you deliver your speech.

Practice until you feel comfortable. Go over your speech using vour key-word
outline only. Speak your ideas differently each time vou give your speech.
Don't memorize it word-for-word.

Delivery

Reveal self-confidence. Strength comes from knowing your material, feeling
you have something to share with your listeners, and having a positive atti-
tude about yourself.
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The Internet is the
new focus of Chapter
13, Finding Speech
Material. New mate-
rial includes ques-
tions to ask to deter-
mine the reliability,
validity, and objectivi-
ty of websites.
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Using the Internet to Discover a Topic

There are numerous strategies you can use to discover topics via the
Internet. One is no better than another; they are simply different approach-
es. Perhaps the easiest is to enter the words “Speech Topics” into the Google
search engine. We received 5,500 hits (February 20, 2003), but we realized
many of these were commercial sites advertising a list of topics that a par-
ticular speaker was announcing that he or she would be willing to speak on.
However, we found three sites—and there are dozens more—where you can
get a quick shot of mental adrenalin:

. J. M. Books (2001). “Here Are over 850 of the Best Topics We've Seen.”
Retrieved February 20, 2003, from http:/www.schoolelection.com/
persuasive/speechtopics2.htm.

C. Gesell-Streeter, “Public Speaking: Help with Speech Topics.” Gesell
Webspinning, Cincinnati State Technical and Community College.
Retrieved February 20, 2003, from http:/faculty.cinstate.cc.oh.us/gesellsc/
publicspeaking/topics.html.

(No author), “Speech Topics,” District 70, Eastern Division, Area 35,
Port Stephens, Toastmasters International. Retrieved February 20,
2003, from http://ww1.tpg.com.au/users/schleter/tie_sptc.htm.
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A second approach is to begin with your Web portal (Smeraglia, 2000).
Your Web portal is the home page your browser displays when you first
connect to the Net. “Which portal you start with may be determined by your
service provider (e.g., AOL.com, MSN.com, or ATT.net), or by your brows-
er (Netscape.com). These home pages are called portals because they are
designed to act as a gateway for your exploration of the Web. . .”
(Smeraglia, 2000, p. 2). The advantage of beginning with your Web portal
is that portals typically offer an alphabetical directory of topics designers of
the portal thought might interest you. In addition, there are links to news,
sports, and entertainment headlines, stock-market quotes, travel agencies,
and local weather reports. Note, too, that the home page of any search
engine is a second-level Web portal—second level simply because it requires
your browser, the first level, to be activated before you can get to the search
engine. Search engine home pages, too, include either a list of categories,
or links o lists of categories. If you click on any of these categories, a more




