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CHAPTER 6


PERFORMANCE OBJECTIVE 410


EFFECTIVE SPEAKING
1.

In this chapter you will learn the basis of effective speaking. Many times during your life it will be helpful for you to be able to speak effectively.

2.

The principles of effective speaking are considered under three headings: personality, preparation and presentation. These are called the three P's.

PERSONALITY
3.

It has been stated that one's personality is really made up of attitude, appearance and voice. Attitude, appearance and voice are dealt with in the subparagraphs that follow:


a.
Attitude.ADVANCE \R 18.0The following apply:



(1)
Your approach to a subordinate, an equal, or a superior must be different in each case. Remember that subordinates judge you by how you address yourself to them. Treat your equals on the basis of your acquaintance with them. That is, do not force yourself on anyone who is obviously not interested in your company. Your superior must be approached with courtesy and respect. This applies regardless of your own private or personal feelings about the person. Do not use familiarity with a superior unless the superior so requests and never in the presence of your subordinates.



(2)
Most speakers are nervous before an audience, but the more experienced ones have learned to control their fears. The best insurance against failure is careful preparation. A confident, poised, enthusiastic attitude is required. This attitude is reflected in your willingness to establish eye contact and to speak to your audience, not simply at them, or in front of them.


b.
Appearance.ADVANCE \R 18.0Appearance can be one of the determining factors in your success or failure on a job since first impressions are often lasting impressions. You should always be correct in your dress and appear well groomed. Your gestures should be natural and contribute to, not detract from, what you are saying.


c.
Voice.ADVANCE \R 18.0As a speaker your should develop a good speaking voice. You must pay particular attention to the following:



(1)
Pitch.ADVANCE \R 18.0Vary the speaking level.



(2)
Volume.ADVANCE \R 18.0Vary the force with which you speak and adjust to the condition.



(3)
Rate.ADVANCE \R 18.0Vary the speed at which you speak. Consider the size of the audience, the audience's ability, and that difficult material requires a slower rate.



(4)
Quality.ADVANCE \R 18.0A pleasant voice will be clear, resonant and reasonably pitched. You should think about, and be responsive to, what you are saying  it will add to the quality of your voice.



(5)
Articulation.ADVANCE \R 18.0Articulation is distinct speech, or the clarity with which you speak the parts of each word. You must open your mouth when you speak and be instantly intelligible to everyone in the audience.



(6)
Pauses.ADVANCE \R 18.0They should be definite and planned. Clear breaks bring variety and interest. Pauses should punctuate, not mutilate.



(7)
Pronunciation.ADVANCE \R 18.0Learn to pronounce words correctly to win confidence and to avoid the unwanted attention a mistake attracts.

PREPARATION

4.

For impromptu speeches, you will not have any time to prepare but you can decide what the main point is to be, then think of an effective introduction and effective conclusion. Prepare yourself mentally for your presentation. Review your main points in your head, take a deep breath and try to relax.

PRESENTATION
5.

Mannerisms can often be very effective but they should not be set movements. Act naturally and do not be a robot. Do not shift your feet or juggle items such as chalk as you address people. Distractions of this nature are very annoying. Give an objective at the beginning of your speech and make the body of the speech purposeful. The most effective way to end an address is to summarize the talk you have just given. This refreshes the entire speech in the minds of the audience and rounds out your talk satisfactorily.

PRIVATE 

CHECK YOURSELF
As a check on this chapter you will be required to present a one​minute speech to the class. The speech will be about the subject you know best  yourself. Do not be too nervous. Remember the points you learned during the class on effective speaking.
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