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Preface

“The first purpose of education,” the American essayist Norman Cousins
once said, “is to enable a person to speak clearly and confidently.”'

The goal of this book is to show students how to achieve clarity and
confidence during the speeches they must give in the classroom, in their
careers, and in their communities.

To reach this goal, I cover the basic principles of speech communica-
tion, drawn from contemporary research and from the accumulated wis-
dom of over 2,000 years of rhetorical theory. At the same time, I try to
show students the real-life applicability of those principles by providing
many examples and models from both student and professional speeches.

B Key Elements

xxii

This new edition highlights the same important concepts and principles
that were featured in earlier editions.

Focusing on Audience

Audience-centered communication is emphasized throughout the book:
how to analyze listeners; how to be sensitive to their needs and interests;
and how to talk o and with them, not at them. Students are encouraged
to communicate ideas to real people, rather than merely stand up and go
through the motions of “giving a speech.”

Planning and Organizing

A rule of thumb in American seminaries is that ministers should spend an
hour in the study for each minute in the pulpit. Since this ratio is a good
one for any speaker, I devote 11 chapters to showing students how to go
through the preliminary stages systematically—analyzing the audience,
selecting a topic and specific purpose, devising a central idea, finding ver-
bal and visual support material, organizing the material into a coherent
outline, and practicing effectively.

Building Confidence

A major concern for most beginning speakers is how they can develop and
project confidence in themselves and in their ideas. Chapter 2 (“Control-
ling Nervousness”) provides a reassuring discussion on nervousness and
shows students how to turn their speech anxiety into an asset by using it
as constructive energy.



Speaking in Real-World Situations

Examples, stories, and photos throughout the book depict real people in real
communication settings. “Tips for Your Career” appear in all chapters to give
students useful advice for their professional development. “Special Tech-
niques” give detailed explanations on such topics as “How to Use Humor.”

Developing Ethical Values

Ethical behavior and personal values are important matters for all com-
municators. Rather than restrict my discussion of ethics to an isolated
chapter, I discuss ethical problems throughout the book at relevant points.
These points are flagged by an “Ethical issues” icon in the margin of the
text.

Incorporating Technology

Students receive updated information on using multimedia and the Inter-
net. Special emphasis is given to using PowerPoint electronic presenta-
tions, and several sample speeches are illustrated by PowerPoint slides. At
the same time, students are warned about the pitfalls of using PowerPoint
incorrectly.

Conducting and Evaluating Research

Some librarians and instructors report that many students want to use the
Internet—and nothing else—for research but are unaware of how to use
the Internet properly. To address this issue, “Building Internet Skills” exer-
cises are located at the end of every chapter. Chapter 6 (“Finding Infor-
mation”) shows students how to use the Internet effectively, but it also
describes the limitations of the Internet and warns students that they are
making a mistake if they ignore traditional library resources.

Building Critical Thinking Skills

Many instructors and employers complain that students and employees
often fail to apply critical-thinking skills in evaluating information, espe-
cially information from the Internet. To help students sharpen these skills,
Chapter 7 (“Using Information Wisely and Ethically”) provides guidelines
on how to separate credible from unreliable information and how to
develop a healthy skepticism. At the end of each chapter are “Building
Critical-Thinking Skills” exercises. Throughout the book, when each stage
of preparation and delivery is discussed, students are encouraged to
engage in critical analysis of their topic, audience, and material.

xxiii
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Exploring Diversity and Teamwork

Some employers complain that many recent college graduates show
weakness in two related skills: (1) communicating with people from
diverse backgrounds and (2) participating in teams. In response to these
problems, this book emphasizes understanding and valuing diversity. In
addition to tips and photos throughout the book, there are “Building
Teamwork Skills” exercises at the end of each chapter. Chapter 1 con-
fronts the problem of stereotyping and scapegoating. Chapter 4 has a
detailed discussion of listeners from other countries and various ethnic
groups, as well as tips regarding disabilities, gender, age, educational
background, occupations, religious affiliation, and economic and social
status. Chapter 19 provides guidelines on how individuals can work
effectively in teams.

Using Visual Imagery

Believing that visual imagery can enhance learning, I have provided over
130 graphics, including photos, drawings, tables, and sample presentation
aids. Most of these visuals are new to this edition.

Highlights of the Sixth Edition

This new edition includes a great deal of new and revised material, such
as examples, explanations, exercises, and references. Here are some of the

highlights.

SpeechMate CD-ROM

An integral part of this text is SpeechMate, a CD-ROM that is packaged
free with every copy of the book and includes the following materials:

Video Clips. Icons throughout the book alert readers to video clips of
speech excerpts and full speeches that illustrate the various parts of a speech
and good presentation techniques.

Practice Tests. To prepare for classroom tests, students can take a prac-
tice test for each chapter, with 15 multiple-choice and 15 true-false ques-
tions. When students choose an incorrect answer, they are given an imme-
diate explanation of their mistake. Then they are invited to try again.

Checklist for Preparing and Delivering a Speech. This handy list of
steps not only helps speakers prepare their classroom speeches but also
provides a valuable guide for speeches in their careers.

Topic Helper. For students who have trouble coming up with a topic for
a speech, lists of hundreds of sample topics are provided.

Speech Critique. A software program enables both students and instruc-
tors to evaluate speeches, either on a computer or on a printed evaluation
sheet. One valuable feature permits evaluators to edit the “comments”
templates to suit individual preferences.
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Outline Tutor. A computerized form for creating outlines helps students
organize their material.

PowerPoint Tutor. Basic steps in creating a PowerPoint presentation are
explained in this tutorial.

Bibliography Formats. To illustrate how to cite sources in an outline, 1
have given examples from two of the most popular style guidelines: Mod-

ern Language Association (MLA) and American Psychological Association
(APA).

Glossary. All of the book’s key terms and their definitions are included
and can be accessed by chapter or through a master glossary. Electronic
flash cards help students to master the book’s key terms and concepts.

Link to Website. SpeechMate includes a link to the text’s Online Learning
Center Website.

Chapter-Opening Features

To create interest and highlight key points, each chapter opens with a
photo and explanatory caption. On the opposite page is an outline and set
of objectives for the chapter. The next page features an introductory story
(illustrated by a photo or artwork) that shows how speakers in the real
world actually use the principles discussed in the chapter.

Sample Speeches

Sample speeches, most of them new to this edition, provide models of how
to effectively choose, organize, and develop materials. Most of these
speeches include commentary to help students focus on the major ele-
ments.

Here are the key speeches:

Chapter 8 (“Supporting Your Ideas”): New to this edition is “Work-
place Bullies,” a persuasive speech (problem-solution pattern) that
demonstrates how to use support materials such as examples and statis-
tics. It includes a commentary.

Chapter 12 (“Outlining the Speech”): “Banning Jet Skis”—a new per-
suasive speech that uses the statement-of-reasons pattern—shows the stu-
dent’s outline accompanied by a commentary. Following the outline is a
transcript of the speech as it was delivered. A PowerPoint slide and a sam-
ple of the speaker’s notes are also shown.

Chapter 15 (“Speaking to Inform”): “How to Identify Poison Ivy” is a
new process speech, accompanied by a PowerPoint slide.

Chapter 15 (“Speaking to Inform”): “The Titanic: Two Erroneous
Beliefs” is a new informative speech with an outline (accompanied by
commentary) and transcript. Two PowerPoint slides are shown.

Chapter 16 (“Speaking to Persuade”): A new persuasive speech—"“A
Wake-up Call for Drowsy Drivers”—uses the motivated sequence. The out-
line is presented with a commentary, followed by a transcript of the speech
as delivered. Two PowerPoint slides are shown.

XXV
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Chapter 18 (“Special Types of Speeches”): Brief samples illustrate the
entertaining speech, the speech of tribute, and other special-occasion
speeches.

Appendix: Sample speeches, four of which are new to this edition,
include a speech of self-introduction, a process speech, an informative
speech, a persuasive speech (problem-cause-solution pattern), and a
speech of tribute.

Chapter Revisions

Major changes for individual chapters are as follows:

Chapter 1, “Introduction to Public Speaking,” includes new material
on the joys and rewards of public speaking in both personal and profes-
sional situations. The section on the speech communication process has
been revised to emphasize that the process is often a lively give-and-take
of verbal and nonverbal communication. The discussion of stereotyping
has been broadened to include the concept of scapegoating. The section
on the self-introduction speech has been expanded.

Chapter 2, “Controlling Nervousness,” includes a new section on shift-
ing one’s focus from self to audience, a revised discussion of how to react
to sour faces in an audience, and an expanded Tip for Your Career, “Pre-
pare for Memory Lapses.”

Chapter 3, “Listening,” includes a full-scale attack on electronic rude-
ness, such as using a cell phone or laptop computer during a presenta-
tion. The Tip for Your Career, “Learn How Listeners Show Respect in Dif-
ferent Cultures,” features several new examples.

Chapter 4, “Reaching the Audience,” uses the pre-speech techniques of
NASA astronaut Joan Higginbotham to demonstrate what constitutes an
audience-centered speaker. The section on surveys has been revised, with
a new sample survey coupled with a detailed explanation of the types of
questions used in the survey. The section on audience diversity has been
updated with new information on respecting and understanding nonverbal
signals and taboos in other cultures. A new Tip for Your Career gives guide-
lines on using Deaf and foreign-language interpreters. Two sections—“Lis-
teners with Disabilities” and “Gender”—provide new guidelines.

Chapter 5, “Selecting Topic, Purpose, and Central Idea,” opens with a
vignette about computer whiz Charles Long that exemplifies the impor-
tance of choosing a topic wisely and developing it carefully. The section
on “Exploring the Internet” has been updated.

Chapter 6, “Finding Information,” has undergone major revisions to
keep students up to date on Internet resources. A new feature explains the
value of expert sites and discussion forums for getting answers to research
questions. Two new tables—“Internet Search Tools” and “Where to Find
Materials”—were field-tested with over 100 college students before being
placed in the chapter. Another table, “How to Cite Sources,” now includes
both MLA and APA style guidelines.

Chapter 7, “Using Information Wisely and Ethically,” was created for
the preceding edition to show students how to find gold nuggets in moun-
tains of garbage, especially on the Internet. The chapter proved to be pop-
ular with both students and instructors, and for this edition, two new sec-



Preface

tions have been added: “Beware of Groups with Misleading Names” and
“Don’t Be Dazzled by High-Tech Design.” Also included is a new Tip for
Your Career, “Be Willing to Challenge Reports in the Media.”

Chapter 8, “Supporting Your Ideas,” now includes a sample speech—
“Workplace Bullies”—to show how support materials can be used. The
chapter also has many new examples and a new Tip for Your Career, “Cite
Experts Whom Your Audience Will Trust.”

Chapter 9, “Visual Aids,” has been revised extensively to provide fresh
information on multimedia and the Internet—for example, how to down-
load an image from a Website. A new table, “Free Multimedia Materials
on the Internet,” lists options for finding downloadable images and videos.
There is also new material on the importance of distinguishing between
low and high resolution when deciding how to use images in a speech.
Electronic presentations such as PowerPoint are recommended as valu-
able tools, but students are warned about widespread abuse (see a new
Tip for Your Career, “Beware the Perils of PowerPoint”).

Chapter 10, “The Body of the Speech,” now has graphics illustrating
all five organizational patterns discussed in the chapter: chronological,
spatial, causal, problem—solution, and topical.

Chapter 11, “Introductions and Conclusions,” displays a new Power-
Point slide that demonstrates the effectiveness of opening a speech with an
attention-grabbing question (“What is the most dangerous job in the U.S.?”).

Chapter 12, “Outlining the Speech,” features the new persuasive
speech on jet skis (discussed above).

Chapter 13, “Wording the Speech,” includes new information on how
to use the Internet to explore connotations of words.

Chapter 14, “Delivering the Speech,” places extra emphasis on the
importance of dressing appropriately for a presentation.

Chapter 15, “Speaking to Inform,” contains the two new speeches men-
tioned above.

Chapter 16, “Speaking to Persuade,” includes the persuasive speech
discussed above, as well as a new graphic showing a sample leave-behind.
It also features a new Tip for Your Career, “View Persuasion as a Long-
Term Process.”

Chapter 17, “Persuasive Strategies,” includes many new examples.
Under the section “Fallacies in Reasoning,” I have subsumed an old cate-
gory “sweeping generalization” under “hasty generalization” and I have
added a new category, “red herring.”

Chapter 18, “Special Types of Speeches,” features a heart-warming
story about a Harlem Globetrotters basketball player who gives speeches
that are both entertaining and inspirational.
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B Resources for Instructors
and Students

Ancillary materials are available for learning and extending the concepts
of the book.

Digital and Video Resources

Online Learning Center Website for this book (www.imhhe.con/orecory)
contains an extensive variety of resources for instructors and students,
including chapter quizzes, interactive exercises, key terms, chapter
overviews, learning objectives, PowerPoint slides, and more. In addi-
tion, a new feature—WEBLINKS—enables readers to get quick updates
for Internet addresses referred to in the text and any other informa-
tion that has changed since publication of the book. To access this
service, visit the site, click on WEBLINKS, and explore links for relevant
pages in the text. For a password to access the instructor’s materials,
contact your McGraw-Hill representative.

Instructor's Resource CD includes the contents of the instructor’s
manual, a test bank of all chapter tests, PowerPoint slides of chapter
highlights, and PowerPoint slides of Building an Outline, a tutorial
that shows students how to organize their ideas in an outline. Two
outlines (one for an informative speech, the other for a persuasive
speech) are constructed step by step so that students can see the
process in action. Building an Outline is also available in the instruc-
tor's manual as a set of transparency masters.

Several videotapes are available from the McGraw-Hill Video Library
collection, including VHS tapes of speeches as delivered by students
in a public speaking classroom. They can be used to evaluate and
discuss both content and delivery. A new videotape of student
speeches is available with this edition of the text.

McGraw-Hill Public Speaking Website (wwww.mhhe.com/speaking) con-
tains resources for both teachers and students, such as links to jokes,
quotations, historical speeches, and Websites devoted to free speech.

PageOut is designed for instructors just beginning to explore Web
options. In less than an hour, even the novice computer user can cre-
ate a course Website with a template provided by McGraw-Hill (no
programming knowledge required). PageOut lets you offer your stu-
dents instant access to your syllabus, lecture notes, and original mate-
rial. Students can even check their grades online. And you can pull
any of the McGraw-Hill content from the Gregory Online Learning
Center into your Website. PageOut also offers a discussion board
where you and your students can exchange questions and post
announcements, as well as an area for students to build personal Web
pages. To find out more about PageOut, ask your McGraw-Hill repre-
sentative for details, or fill out the form at (\vwwembhe.com/paccout).
All on-line content for this text is supported, not only by PageOut but
also by WebCT, eCollege.com, and Blackboard.
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m  PowerWeb is a password-protected Website that is offered free with
new copies of the text. It provides instructors and students with
course-specific materials, and current, relevant, and validated Web
content. Accessible from a link on the Online Learning Center Web-
site for this text, PowerWeb helps students with online research by
providing access to more than 6,000 high-quality academic sources.

Print Resources

m  Supplementary Readings and Worksheets is a resource book that
adopters of the text can use in one of two ways: (1) photocopy selec-
tions for classroom use or (2) have students purchase as a supple-
mentary text. Included are worksheets covering key concepts (such
as how to write specific-purpose statements); sample outlines; lists
of speech topics; a transcript of Martin Luther King’s famous “I
Have a Dream” speech, accompanied by a detailed commentary;
brief handouts that crystallize what students need to know about job
interviews, résumés, and letters of application; an article on speech
phobia, which gives tips for self-therapy to those students whose
fear goes far beyond the normal range discussed in Chapter 2 of the
text; and articles that cover special subjects: “How to Prepare a
Speech without Feeling Overwhelmed,” “Speaking in Front of a
Camera,” “Oral Interpretation of Literature,” “Voice Production,” and
“Public Speaking Tips for ESL Students.”

B Annotated Instructor’s Edition has marginal notes that provide teach-
ing ideas, quotations, examples, and suggestions for group activities
and class discussions.

B The Instructor’s Manual provides dozens of ready-to-reproduce work-
sheets and forms for use in the classroom. Tips are given on how
instructors can videotape student speeches. The manual has four
ready-to-reproduce tests for each chapter: Form A has true-false
questions, Forms B and C have multiple-choice questions, and Form
D contains short-answer questions. The test items also are available
on a dual-platform CD-ROM for computerized test construction.

Acknowledgments

More than 120 instructors have reviewed this book in its successive edi-
tions. Their advice not only has shown me how to improve the book but
also has helped me improve my own classroom teaching. I am deeply
grateful to the reviewers for their insights, encouragement, and willing-
ness to help a colleague.

Though space does not permit a listing of all reviewers of previous edi-
tions, I would like to name those who gave me valuable feedback for this
edition: Bill Bass, York Technical College; Barbara Bolz, University of Detroit
Mercy; Karen S. Braselton, Ivy Tech State College; Ferald Bryan, Northern
Illinois University; Donna Cunningham, Northern Arizona University; Betty
Farmer, Western Carolina University; Susan Halloran, Allen County Com-
munity College; Lisa Holderman, Arcadia University; Katherine Horowitz,
Central Washington University; Loretta L. Kissell, Mesa Community College;

XXix



XXX

Preface

Mona Klinger, North Idaho College; Roy Schwartzman, Northwest Missouri
State University; James Stewart, Tennessee Technological University; and
Sam Zahran, Fayetteville Technical Community College.

For contributing the excellent speech-evaluation software (“Speech
Critique”) that is a component of the SpeechMate CD-ROM that accom-
panies this edition, I am indebted to Dick Stine, Robert Sindt, and Larry
Reynolds of Johnson County Community College. For their encourage-
ment, special thanks to Greg Cheek, St. Mary College in Kansas; Betty
Dvorson, City College of San Francisco; and Jim McDiarmid, speech
instructor on U.S. Navy ships under the PACE (Program of Afloat College
Education) program.

For the second straight edition, I was fortunate to work with Rhona
Robbin, an excellent developmental editor, whose flexibility, patience, and
light touch made our collaboration enjoyable. She cared about the book
as much as I did—an attribute that writers love to find in an editor. Her
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urged me to write this book).
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olina, for making it possible for me to take photos of military communi-
cators; the media relations staff of the New York Mets for arranging the
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Public Speaking for College and Career offers a
practical, accessible, and non-intimidating
approach to public speaking. Combining a
wealth of school- and work-oriented examples
with patient step-by-step instructions, this new
edition includes expanded coverage of the
impact of new technologies on communication,
new sample speeches with commentary, new
learning aids, and more.

Hamilton Gregory

Public Speaking
College Career

This edition introduces SpeechMate, a CD-ROM that is fully
integrated with the text. Icons throughout the book alert
readers to corresponding features on the CD-ROM. SpeechMate
includes a variety of learning tools that can be used both in and
outside of the classroom. For example, students can view video
clips as well as full student speeches, and take practice tests.
Other components include outlining software, a PowerPoint
tutorial, glossary flashcards, speech evaluation software, and
bibliography formats.

e Learning Center
. 9 To support and extend the content of the

text, the Gregory Online Learning Center, a
text-specific Website, offers students and

Public Speaking for College and Career, 6/e
Hamilton Gregory

Public Speaking for College and Career, 6/e combines a wealth of
school and work-oriented examples with patient step-by-step
instruction on planning, organizing, developing, and delivering
speeches. This edtion includes  new fully integrated CD-ROM called
SpeechMate, expanded coverage of the impact of new tachnologies on
communication, several new sample speeches with commentary, and
more.

instructors an array of resources such as
chapter quizzes, Web links, interactive

activities, vocabulary-enhancing crossword
professors a vanety of resources and activities developed by Hamilton

e o | Dbl BSaing puzzles, and PowerPoint slides.
e T e o s Pehont) o B O s eri
Uoarning Center inte o course Website using Pageout. a empiate: | www.mhhe.com/gregory.

driven Website development program created by

To support and extend the content of the text and accompanying CD-
ROM, the text-specific Online Learning Center offers students and

PowerWeb, a password-protected,
course-specific Website is also available.
Accessible from a link on the Gregory
Online Learning Center, PowerWeb helps
students with online research by
directing them to more than 6,000
high-quality academic sources.

POWERWEBRB
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Using Technology to Help Students
Prepare Speeches

A robust, yet easy-to-use CD-ROM, SpeechMate provides a
variety of learning tools to help students prepare, organize, and
deliver speeches. Icons in the margins of the text alert readers
to corresponding features on SpeechMate.

Video Clips

Twenty-seven video
excerpts and complete
speeches illustrate the
various parts of a speech
and presentation
techniques.

Using Notes
For classroom speeches, your instructor will tell you wheth
notes. For speeches in vour career, the note system that w.

SpeechMate Chapter 12 is highly recommended. It is a system that mc
e speakers use. (Even speakers who talk without looking at n|
notes with them as insurance—in case they lose their trai

If you do take cards or sheets of paper to a lectern, a
whatever way works best for vou. Some speakers place t

Rebecca Ramirez lets her face show the pleasure
she feels in sharing an anecdote ahout her
grandparents.

Actress Catherine Hick-
land uses notes when
she gives speeches, but
she merely glances at
them occasionally. Most
of the time she looks at
her audience. Hickiand
tries to educate the pub-
lic about anorexia by
candidly talking about
her own battle with the
eating disorder.

Close.

Mate Practice Tests
(1B for Review and Skill Building ’ a ZuDr rddllmallvw-'ew;we
= or a practice tes

Practice tests for each
L chapter feature 15
by o o e QO s kol s ol «| multiple-choice and 15

detailed plan to help the speaker organize tions: note cards, a full sheet of ff ?T‘J‘L o true-fa'se questions With
=ik, . | immediate on-screen

@ Summary A

"Voinsccre 0 600

ahat cause peors wn)
vy

thoughts into a logical sequence and to make ing notes displayed as a visual ™ Bl

sure nothing important is left out you choose, avoid writing 100 nf [ Elwwee
Two popular types are the topic outline, cause when vou use notes in a sp| A

which uses words and phrases for headings, to be able to glance down quick

.
and the complete-sentence outline, which uses just enough words 10 jog your mq [ 54 s e e et v ey s e feedbaCk
: ; - N [ B s s s
entirely written-out headings. Some speakers Through all these stages, con I Bl swane FPIRIAR
use both forms: the topic outline for early drafts  rial by revising your outhine and | [ 5 s s s s s s e oo
and the complete-sentence outline for refine- henever they need al i ]

ments. of your outline, and revise for] ’r—ﬂ_‘:
The parts of the outline include title, pur- smooth, logical flow from one § [ #jwa

poses, central idea, introduction, body, conclu-  Finally, make deletions if you aj [~ Elwa

sion, transitions, bibliography, and visual aids.  exceeding vour time limit. S

XXX
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Chapter 9 Visual Aids

207

model is that you can move it
around, I vou had a model
airplane,

Figure |9.11 .

vou

for example

could show principles of ~
acrodynamics more  easily Ifalia
than if vou had only a draw- 0

ing of a plane

Yourself and Showcase
Volunteers

Using yoursell as a visual aid,
you can demonstrate yvoga
positions, judo holds, karate
chops. stretching

PowerPoint Tutor

Basic steps in creating and using
PowerPoint® in a presentation
are explained in this vivid tutorial.

exercises,
relaxation techniques, ballet
steps, and tennis strokes. You
can don native attire, histori-
cal costumes, or scuba-diving
cquipment.  One  student
came to class dressed and
mide up as a clown to give a
speech on her pari-time job
tor children’s
birthday parties. Figure 9.11
shows an example.
Volunteers can enhance

as a clown

some speeches. You could use a friend, for example, 1o illustrate self-
defense methods against an attacker. (For a classroom speech, be sure (o
get permission from vour instructor before using a volunteer )

Make sure vou line up volunteers well in advance of speech day and
il necessary, practice with them o make s they perform smoothly. Have
substitutes lined up in case the scheduled volunteers fail 10 appear. Give

instructions in advance so that volunteers know when Lo stand, when to

A thoughtful,
well-delivered
speech is a gift
to your audience.

i Y 1

sit, and so on. You don't want vour volunteers to become a distraction by
standing around when they are not needed

B Media for Visual Aids

The types of visual aids we have just discussed

charts, graphs, and so on Speachiiate
ariety of different media. The most e e

clectronic presentations, boards, posters, Nlip charts,

can be conveyed 1o the audience via a v
popular media are
handouts, overhead transparencies, slides, television, and video projectors.

e B —

& PawerPoint Tutor or

Outline Tutor

Y

A computerized template for creating
outlines helps students to organize their
material by creating, editing, and
printing their speech outlines.

SpeechMate

Speaker’s actual words

Step 3 Deliver the Speech
These are the speaker's actual words.
Using her speaking notes to jog her

memory, she presents the information
in a natural, conversational manner.

“Here is one of the best ways to fight insomnia
and get some sleep: calm yourself down by
counting your breaths. Count your inhale as

Arson [Push Polling” 1 an unethical atesapt 10 masipulate
tets, bt it can be stopped if voters will punish

bo e the trick.

If we wanted
For

gories of weapon|

categories

so on

Here are som|

gnals synchronized with your words, you need
ur eves, facial expression, posture, and tone of
udience. Let vour body confirm that vou believe
at vou want vour audience to accept vour ideas
c about your speech and eager to share it
our body language will take care of itself,
ning of this chapter. But you may be asking,
nhappy and confident? [ can't lie with my body,
dlion, because there are times when vou resent
i when the boss orders vou to give
drs or an instructor assigns vou to give an oral
Snmunms you simply don't feel like standing |||7 in
avbe you didnt get much sleep the night before

a presenta-

report to the class
front of

a_grou

Also on SpeechMate:

» Checklist for Preparing and Delivering a Speech
* Topic Helper

¢ Glossary Flashcards

» Bibliography Formats

* Glossary

* Link to Gregory Online Learning Center Website

For Technical Support, Call Toll-Free 1-800-331-5094

oives
s olear sunen of what
s spvaoh  abouh nd oty stns

Speech Critigue

SpeechMate
See the CD for the
Speech Critique soft-

This unique software program
enables both students and
instructors to evaluate speeches,
either on a computer orona
printed evaluation sheet.

printed eval
sheel




Featuring Numerous School- and
Work-Related Examples

When Charles Long was a student in my public speaking class,
|'was impressed by his accomplishments (during his first year in college, he

and |

had launched a successful computer and 3D animation busi;
encouraged him ta speak on the subject he loved passionately—computers.

And yet | worried that Long would give the kind of s h that so many

enthusiastic “techies” give: tedious, rambling, too technical, and too long
Fortunately, he avolded these pitfalls—by choosing and developing his top-
ics wisely. For an informative speech, for example, he showed how a com-
puter novice can create simple 3D animations. Using effective multimedia
alds, he gave a speech thal was interesting and understandable, and devoid

of bewildering complexities.

To many listene

rs, Long's presentation might have seemed easy to pre-

pare—a piece of cake—because he knew the subject so well. But knowing
a great deal creates a tough challenge: you must condense a wealth of
information into a birief speech without losing clarity and fascination, In Long's
case, he had lo work many hours to narrow and shape his material

For your speeches, you can narrow and shape your matenal if you plan
carefully. This chapter will show you how to plan the vital beginning steps—

selecting a topic, @ general purpose, a specific purpose. and a central idea

Charles Long, who
launchied a successhl
computer and 3D anima-
tion company while still
in college, took a public
speaking course and
avoided a mistake often
made by computer
whizzes

A

Chapter-Opening Vignettes
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Part 3 Preparing Content

B Sample Speech

Each chapter opens with an intriguing
example or story to dramatize key
principles and show how speakers in the
real world actually use these principles.

Sample Speeches

xXxxiv

In a survey by the author, 64 business and professional
speakers were asked 10 cita the most common mistakes
made by public speakers i the United States today, Here
are the mistakes that were most often listed

1. Failing to tailor one’s speech to the
needs and interests of the audience.

A poor speaker bores listeners with information that is stale
or useless. A good speaker sizes up the listeners in ad-
vance and gives them material that is Interesting and use-

2. Being poorly pre

pounds of information In a one-pound bag

Covering too much material causes the listeners to
sufter from “information overload.” They simply cannot ab-
sorb huge guantities of information in one sitting. A wiser
approach is to give the listeners one big idea with a faw
main points to back It up.

4. Failing to maintain good eye contact.
Listeners tend to distrust speakers wha don't look them in
the eye. Yet some speakers spend most of their time look:
ing at their notes or at the floor or at the back wall

Myers offers this advice: “Instead of addressing the
room, talk for a few seconds 1o ane person, then another,

A goad speech does not |ust happen. The speaker must

then anoth \er* This not only helps with

o
T sce how support materials can be used, lets look at a specch by student -
speaker Karen Mivamota on bullies in the work e.'"" A commentary H
et bt e o v ot g Twelve sample speeches, nine of them new
dhmnanta’s Workplace Bullies to this edition, provide models of how to
gl i o ain Saal e o a0 i upanasos Py effectively choose, organize, and develop
andd 1 t ntil a few years ago when a new boss made his life - H
Unbsarable. The boss constanty belited bontana n ront materials. Many of these speeches include
of others, cursing him in a loud, angry voice, blaming him
for any mistakes that he himsell macle; and threatening to commentary to help students focus on the
ruin his reputation in the culinary field If he didn't "shape
up “ Montana says, ‘I began lo feel bad about myself and 1
oty oo compaanc. | deviapes s major elements. There are also three
headaches and had trouble sleeping.” Finally. after a few
s, of i 85tse; 1 QUi sample speeches and 24 speech excerpts
Mark Montana was the victim of a workplace bully. I'd o
it oyt youibel bullghg M the workplats I8 aseoUs on video on the SpeechMate CD-ROM
problem, but we don't have to be passive victims Let's B
begin by looking at the scope of the problem
Bullies are found throughout the workio "Work
e ves a definition to ma place bullying” is defined as “deliberate, re ed. hurtful
mistreatment of one person by another. It can be emo-
tional or physical. but it's usually emotional * This definition
L sychologis!
r Career
9 - ”
Tip 1.2 Avoid the Five Bi i Made by - Tlps for Your Career
<

“Tips for Your Career” sections appear in all
chapters to give students useful advice for
their professional development.



Offering Guidance on Conducting and

Evaluating Research

Chapter 6 Finding Information 17

Figure | 6.1
Research
Strategles
An

A

Developing Research Strategies

® Finding Materials Efficiently

Many students fail to come up with good material for their speeches
because they spend most of their time in unproductive research. Either they

Table | 7.2

Directories with Rated Sites
These directories provide finks to
Websites that are ranked according
to quality

Selective Directories

These directories don't assign a rark,
but all their links are to sites that are
considerad worth visiting

Misinformation Alerts

These services try to expose scams,
quackery, and phony news—not anly
in Websites. bul in society at large

® Britannica (s Deitansica com) rates sites by using 110 5 stars. A
S-star rating means *Best of the Web.*

® StudyWeb (s studyweb com) rates the richness of visual content by
using 110 4 apples. A site with 4 apples has many graphics that can be

Chapter 6, “ Finding Information,”
acquaints students with a variety of
research options and provides a step-
by-step guide to doing research on the
Internet.

Evaluating Websites

A

printed or downloaded
® Librarians’ Index to the Internet (s, li 0rg) sefects only reliable sites
and then assigne a “Best of . .* designation to the top shes

® New York Times Navigator
(wwew oytimes com/ibrarytach/relerance/cynavi himi) lists the top refer-
ence sites used by Times reporters. See "Collections for Journalists”
and "Reference Desk.

® Internet Scout Report (s
tion of each site

= WWW Virtual Libary (www.vilb org) lists high-quality academic sites.

dsC edu/repartisy/) has a brief descrip:

® Quackwatch (www.quackwaleh. com) Is edited by Stephen Barrett, M.D.,
formar professor of heaith education at Pennsylvania State University.

® The Skeptic's Dictionary (wwew.skeodic oom) is edited by Robert T
Carrall, prrAessol of philosophy at Sacramento City College

= About (W com) has many articles that can be retrieved by
searching for " Ne( hoaxes® and/or “Scams.”

iaoge For an update on hese sies. visl he boox s Wepsie
2 el = S

m- Building Internet Skills

1. On a search engine that uses plus and

2. Find and write down the names of three

minus signs, enter these unmarked key-
words for a search related to prisoners:
crime prison. Note how many documents
are listed, Next, add + juveniles, search
again, and note the number of hits. Finally,
change the plus sign 1o a minus: — juveniles.
Search and write down the number of hits.
Which of the three options yielded the most
hits and which gave the least?

Possible Strategy: Usc AltaVista

( Wravisig ), a search engine that
is especially powerful in advanced search
capabilities.

Filipino dishes.

Chapter 7, “Using Information Wisely and
Ethically,” challenges students to think
critically in evaluating information and
judging source credibility, with a special
focus on the Internet.

Building Internet Skills

Possible Slmleg\ Go 1o hhuu

( 1). choose “Regional,” and
then “Countries.” Click on * PhlllpplnL:
and then “Society and Culture.” Next,
select “Food and Drink” and then visit at
least one of the Websites listed.

At the end of each chapter, “Building
Internet Skills” exercises help students
develop strategies for using the Web
effectively.
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