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to Harry B. and Ferne G. Nelson



This book is about you. It is about how you communicate with voursell, with
another person, within teams and groups, and with large audiences. The
book is about you as the creator and sender of messages and about vou as the
listener and receiver of messages. You can apply immediately the ideas
learned in the introductory course, and you can practice them (or a liletime.

This book is intended for beginning students of any age. The text does
not require prior knowledge of communication studies. Written in a conver-
sational, easy-to-read style, the book is practical and applicable. You may
never dissect another frog or do another physics experiment, but vou will
spend the remainder of your life communicating. The purpose of this book is
Lo increase your competence as a communicator.



Judy C. Pearson and Paul E. Nelson are the primary authors of this textbook.
Both ol them have considerable experience with the basic courses in speech
communication. Both have served as basic course directors, both have served
as primary lecturers in the introductory courses, and both have earned teach-
ing awards for outstanding instruction from a number ol universities and
prolessional organizations.

Judy Pearson earned her bachelors at St. Cloud State University in Min-
nesota and both her master’s and doctorate at Indiana University. She
taught lor Purdue University, for Bradley University, for lowa State Univer-
sity, for Michigan State University, and for Ohio University before becoming
Director of the Northern Virginia Center, Virginia Tech’s Washington, DC,
area campus.

Paul Nelson earned his B.S., B.A., M.A., and Ph.D. from the University ol
Minnesota. He served as basic course director and Director of the Honors
College at the University of Missouri; as Departmental Executive Officer
(chair) at lowa State University; and as Dean ol the College of Communica-
tion at Ohio University. Judy Pearson and Paul Nelson are a married couple
who have six children and live in Northern Virginia.

Other authors contributed to the text by writing chapters which ap-
peared [irst in the seventh edition. They are Gloria J. Galanes ol Southwest
Missouri State University, who wrote Chapters 8 and 9 on small-group com-
munication and leadership; and Margaret A. King of Purdue University, who
wrote a chapter for the seventh edition which now appears as an appendix
on interviewing for information and employment. The remaining chapters
were co-authored by Judy Pearson and Paul Nelson, whose dedication to the
basic communication courses was apparent from the very beginning of their
relationship: they first met at a basic course conference at Northern Illinois
University.

The authors enjoy hearing from students and would welcome your feed-
back. Judy Pearson can be contacted on e-mail at jep@vt.edu and Paul Nelson
can be contacted on e-mail at nelsonp@ouvaxa.cats.ohiou.edu. Judy’s phone
number is 703-538-8310; Paul’s is 703-534-5071.




part FUNDAMENTALS OF COMMUNICATION STUDIES 1
1

(‘/JIIPKET

The Nature of Communication 3

WHY STUDY COMMUNICATION? 4

WHAT IS COMMUNICATION? 5
Communication: The Process of Understanding and
Sharing Meaning 6

HOW DOES COMMUNICATION WORK? 7
Communication Begins with the Self 8
Communication Involves Others 9

WHAT ARE THE COMPONENTS OF
COMMUNICATION? 10

People 10

The Message 11

The Channel 11

Feedback 11

Code 12

Encoding and Decoding 12

Noise 13

HOW DOES COMMUNICATION OCCUR? 13
The Action Model 14

The Interaction Model 14

The Transaction Model 14

The Constructivist Model 15

WHAT ARE COMMUNICATION CONTEXTS? 16
[ntrapersonal Communication 17

Interpersonal Communication 18



xii Contents

Public Communication 20

Mass Communication 20

Summary 20

ISSUES IN COMMUNICATION: A Business
Success? 22

Additional Resources 23

References 23

) | .
chapter - Perception, Self-Awareness,

and Self-Concept 25

WHAT IS PERCEPTION? 26

WHY DO DIFFERENCES IN PERCEPTION
OCCUR? 28

Physiological Factors 28
Past Experiences and Roles 29
Culture and Co-culture 29
Present Feelings and Circumstances 30
WHAT OCCURS IN PERCEPTION? 32
Selection 32
Organization 33
Interpretation 37
WHAT IS SELF-AWARENESS? 39
WHAT IS SELF-CONCEPT? 41
Selt-Image 42
Self-Esteem 43
Gender Differences 43
Improving Self-Concept 44
Summary 46
ISSUES IN COMMUNICATION: The Importance of
Self-Concepr 47
Additional Resources 48
References 48
chapter 5 Verbal Communication 51
WHAT IS LANGUAGE? 52
Language Has Rules 53
Language Is Arbitrary 53
Language [s Representational and Presentational 54



chapter

i

Contents xiii

Language Is Abstract 55

Language Organizes and Classifies Reality 56
Language Shapes Perceptions 56

HOW CAN LANGUAGE BE AN OBSTACLE TO
COMMUNICATION? 57

Unconventional Language 58

HOW CAN LANGUAGE SKILLS BE IMPROVED? 62
Avoid Intentional Confusion 64

Use Descriptiveness 64

Be Concrete 65

Differentiate between Observations and Inferences 67
Summary 68

ISSUES IN COMMUNICATION: Huck Finn’s
Language 69

Additional Resources 70

References 70

Nonverbal Communication 73

WHY ARE NONVERBAL CODES DIFFICULT TO
INTERPRET? 74

One Code Communicates a Variety of Meanings 74
A Variety of Codes Communicate the Same

Meaning 75

Interpretations of Intentionality Vary 75
WHAT ARE NONVERBAL CODES? 75
Bodily Movement and Facial Expression 76
Space 79

Touching 82

Vocal Cues 84

Clothing and Other Artifacts 86

WHAT ARE SOME WAYS TO IMPROVE
NONVERBAL COMMUNICATION? 88
Summary 89

ISSUES IN COMMUNICATION: A Chinese
Good-Bye 90

Additional Resources 91

References 91



Xiv Contents

part RECEIVING COMMUNICATION: EMPATHIC
AND CRITICAL LISTENING 95

(‘/)/l/) ter

5

Listening and Ciritical Thinking 97

WHAT IS LISTENING? 98

HOW MUCH DO PEOPLE LISTEN? 100
HOW WELL DO PEOPLE LISTEN? 101
WHAT INTERFERES WITH THE ABILITY TO
LISTEN? 101

Noise 101

Perceptions of Others 103

Yourselt 104

THREE KINDS OF LISTENING: ACTIVE,
EMPATHIC, AND CRITICAL 106

Active Listening 107

Empathic Listening 108

Critical Listening 109

CRITICAL THINKING AND LISTENING 110

WHY IS CRITICAL THINKING
IMPORTANT? 110

WHAT IS INVOLVED IN CRITICAL THINKING
AND LISTENING? 110

Identify the Source 110

Analyze the Message 111

WHAT ABILITIES ARE RELATED TO CRITICAL
THINKING? 112

Distinguish between Observations

and Inferences 112

Categorize Emotional, Logical, and Personal
Evidence 113

Types ()f/\l‘gtllﬂ('ﬂ ts 113

Identify Types of Fallacies 115

WHAT SKILLS ARE ASSOCIATED WITH
EFFECTIVE LISTENING? 119

Verbal Skills 119

Nonverbal Skills 122

ISSUES IN COMMUNICATION: Are You
Listening? 124

Summary 125



Contents XV

Additional Resowrces 125
R(jf(‘)rmmr 126

chapter O Mass Communication and Media

Literacy 129
WHY SHOULD YOU STUDY MASS
COMMUNICATION? 130
WHAT IS MASS COMMUNICATION? 130
WHAT ARE THE EFFECTS OF THE MASS
MEDIA? 132
Shape Culture 132
Shape Actitudes 134
Influence Behavior 135
Perpetuate Stereotypes 136
WHAT ARE THE MASS MEDIA? 137
Newspapers 137
Television 139
News Magazines 139
The Internet 140
Professional Journals 140
HOW CAN YOU BE A CRITICAL CONSUMER OF
MASS MEDIA? 141
ISSUES IN COMMUNICATION: Cultural
Demaocracy 143
Summary 143
Additional Resources 144
References 144

part COMMUNICATION CONTEXTS: COUPLES, TEAMS,

AND CULTURES 145

chapter

Interpersonal and Family
Communication 147

THE NATURE OF INTERPERSONAL
RELATIONSHIPS 148

The Definition of Interpersonal Relationships 148
The Importance of Interpersonal Relationships 149
The Stages in Interpersonal Relationships 154
SELF-DISCLOSURE 158



Xvi

Contents

chapter

What Is Self-Disclosure? 158

Why Is Self-Disclosure Importane? 159
Concerns about Self-Disclosure 159
Gender Differences 160

Unwillingness to Self-Disclose 162

INTERPERSONAL COMMUNICATION WITH
FRIENDS 165

IMPROVING COMMUNICATION IN
INTERPERSONAL RELATIONSHIPS 167

The Possibilities for Improvement 168
Behavioral Flexibility 168

INTERPERSONAL COMMUNICATION IN THE
FAMILY 170

What Is the Definition of Family? 171

What Are the Different Types of Families? 173
What Are the Factors That Contribute to Family
Satistaction? 176

Summary 179

ISSUES IN COMMUNICATION: The Case of Paul
Erdo 181

Additional Resources 181

References 182

Intercultural Communication 187

WHY IS THE STUDY OF INTERCULTURAL
COMMUNICATION IMPORTANT? 188

WHAT ARE CULTURES AND CO-CULTURES? 189
Co-languages 189

WHAT ARE SOME POTENTIAL INTERCULTURAL
COMMUNICATION PROBLEMS? 191
Ethnocentrism 191

Stereotyping 192

WHAT ARE SOME CHARACTERISTICS OF
DIFFERENT CULTURES? 192

Individualistic versus Collectivist Cultures 193
Uncertainty-Accepting versus Uncertainty-Rejecting
Cultures 194

Implicit-Rule versus Explicic-Rule Cultures 195

WHAT ARE SOME STRATEGIES FOR IMPROVING
INTERCULTURAL COMMUNICATION? 197



chapter

chapter

9

10

Contents xvii

Summary 199

ISSUES IN COMMUNICATION: Korea Hosts WCA
Officers 200

Additional Resources 201

References 201

The Dynamics of Small-Group
Discussion 203

WHY YOU SHOULD LEARN ABOUT SMALL
GROUPS 204

WHAT IS SMALL-GROUP
COMMUNICATION? 207

THE ROLE OF COMMUNICATION IN THE
SMALL GROUP 207

HOW SHOULD YOU COMMUNICATE IN
GROUPS? 210

THE TYPES OF SMALL GROUPS 211

GENDER, ETHNICITY, AND CULTURE IN SMALL
GROUPS 214

The Development of Group Norms 216
The Development of Role Structure 218

The Networks of Communication 222
Group Fantasy 223

Group Climate 225

Being an Ethical Group Member 228
Summary 228

ISSUES IN COMMUNICATION: Teamwork ar
PRI ne. 230

Additional Resources 230
References 231

Group Leadership, Conflict, and Problem
Solving 235

WHAT IS LEADERSHIP? 236
THE SOURCES OF INFLUENCE (POWER) 237

THE THEORETICAL APPROACHES TO
LEADERSHIP 238

Trait Approaches 238
Style Approaches 240



xviii

Contents

Contingency Approaches 240

The Communicative Competencies Approach 242
The Distributed-Leadership Approach 244
PROBLEM SOLVING 244

Problem Solving and Decision Making 245
Effective Group Problem Solving 246

The Leader’s Role in Problem Solving 254
Summary 256

ISSUES IN COMMUNICATION: Campus Speaker
Committee 258

Additional Resources 259

References 259

part FUNDAMENTALS OF PUBLIC SPEAKING: PREPARATION
AND DELIVERY 265

chapter

11

Topic Selection and Audience Analysis 267

HOW DO I SELECT A TOPIC? 268

Individual Brainstorming 268

Personal Inventories 269

Involvement in the Topic 269

Knowledge of the Topic 270

HOW DO I NARROW MY TOPIC? 272

HOW DO I ANALYZE MY AUDIENCE? 274
Four Levels of Audience Analysis 274

Three Methods of Audience Analysis 279
HOW DO I ADAPT TO THE AUDIENCE? 284
Adapting Yourself 285

Adapting Your Verbal and Nonverbal Codes 286
Adapting Your Topic 286

Adapting Your Purpose 286

Adapting Your Supporting Materials 288
Summary 288

ISSUES IN COMMUNICATION: Woops! Wrong
Audience 289

Additional Resources 290



Contents Xix

chapter 12 Finding Information and Establishing
Credibility 293
WHAT INFORMATION SOURCES CAN YOU
USE? 294
Personal Experiences 294
Written and Visual Resources 295
The Internet 299
People Sources 304

WHAT SUPPORTING MATERIALS ARE
APPROPRIATE? 307

Examples 307

Surveys 308

Testimonial Evidence 309

Numbers and Statistics 310

Analogies 310

Explanations 311

Definitions 311

Evidence and Proof 312

WHAT IS SOURCE CREDIBILITY? 313
Four Aspects of Credibilicy 314

Research Findings about Increasing Credibility 317
Ethical Considerations 319

Summary 320

ISSUES IN COMMUNICATION: Speaker
Credibility 321

Additional Resourses 321

References 322
chapter 15 Organizing Your Speech 325
THE INTRODUCTION 326

Gaining and Maintaining Audience Atcention 327
Arousing Audience Interest 330

Stating the Purpose 331

Establishing Your Qualifications 332

Forecasting Development and Organization 332
THE BODY 332



XX

Contents

chapter

|

The Principles of Outlining 333

The Development of a Rough Draft 338
The Sentence Outline 340

The Key-Word Outline 342
Organizational Patterns 345
Transitions and Signposts 352

THE CONCLUSION 354

THE BIBLIOGRAPHY 356

Summary 359

ISSUES IN COMMUNICATION: Making a
Difference 360

Additional Resources 361

References 361

Communication Apprehension, Delivery,
and Visual Resources 365

WHAT IS COMMUNICATION
APPREHENSION? 366

Normal Communication Apprehension 367
Reducing the Fear of Public Speaking 368
High Communication Apprehension 371
WHAT IS DELIVERY? 373

WHAT ARE THE FOUR MODES OF SPEECH
DELIVERY? 374

The Extemporaneous Mode 375
The Impromptu Mode 375
The Manuscript Mode 375
The Memorized Mode 376

WHAT ARE THE VOCAL AND BODILY ASPECTS

OF SPEECH DELIVERY? 377

The Vocal Aspects of Speech Delivery 377

The Bodily Aspects of Speech Delivery 383
WHAT ARE VISUAL AIDS? 387

The Uses of Visual Aids 388

The Types of Visual Aids 388

Summary 397

ISSUES IN COMMUNICATION: Style and
Substance 399



chapter

chapter

15

16

Contents XXi

Additional Resources 399
References 400

The Informative Speech 403

HOW DO YOU PREPARE AN INFORMATIVE
SPEECH? 404

The Goal of Informative Speaking 405
Topics for Informative Speeches 406

The Behavioral Purposes of Informative
Speeches 408

HOW DO YOU EFFECTIVELY PRESENT
INFORMATION TO AN AUDIENCE? 410

Information Hunger 410
Information Relevance 410
Extrinsic Motivation 411
Informative Content 412
Information Overload 413
Content Organization 414
SKILLS FOR INFORMATIVE SPEAKING 415
Defining 415

Describing 417

Explaining 417

Narrating 418

AN EXAMPLE OF AN INFORMATIVE
SPEECH? 419

Summary 424

ISSUES IN COMMUNICATION: Learning to
leach 425

Additional Resources 426
References 426

Persuasive and Presentational Speaking 429

WHAT IS PERSUASION AND WHAT ARE THE
GOALS OF PERSUASIVE SPEAKING? 430

WHAT ARE SOME PERSUASIVE SPEECH
TOPICS? 433

HOW DO YOU PERSUADE AN AUDIENCE? 435
Motivational Appeals 435



