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CHAPTER 7


PERFORMANCE OBJECTIVE 410


EFFECTIVE SPEAKING
1.

For your Proficiency Level One Qualification many of you will have given a one minute cameo, a short speech about yourself. Communication is the key to developing good relationships with the people around you. Proficiency Level Two training will give you the opportunity to develop your skills in effective speaking. You will have to deliver one impromptu speech and one 3‑minute prepared speech. If you follow the guidelines in this chapter, you will have the key to successful communication.

DEVELOPING CONFIDENCE  IMPROMPTU SPEAKING
2.

The first consideration in effective speaking is the attitude of the speaker. It is important to have self‑confidence and prepare yourself for impromptu situations by doing one of two things:


a.
Be prepared to speak at any time or in any place on subjects you know most about and on ones you are most likely to be asked about.


b.
Condition yourself by intelligent practice to make the best use of your reasoning powers on short notice. Learn to organize your thoughts quickly and effectively in the few brief seconds allowed for preparation.

3.

The main problem is how to use those few precious seconds to the best possible advantage. A good speaker will not get flustered, confused or apologetic. Train yourself to do routine things calmly.

4.

If you are asked to speak, rise and proceed to the place from where the speech is to be given. Don't rush and don't show reluctance, however you may feel. Face the audience with calmness and friendliness, taking time to look around and breathe deeply. All this can be done almost mechanically while your mind is working at top speed to prepare the speech itself.

5.

The following common mistakes must be avoided:


a.
Don't try the impossible; you will only waste time and nervous energy. All thought comes from the association of ideas. If your mind goes blank it cannot be forced to bring out good ideas by straining or wishing. Usually a speaker will have some imperfect or unsatisfactory ideas floating around in his or her mind. The temptation is to put these ideas aside since they are not very promising, and to search for something better. That is where the mistake comes in. The only safe plan is to seize instantly upon whatever ideas are already in the mind, tie them together and put them in logical order.


b.
The other tendency is to use the few precious seconds you have to prepare to work on the beginning of the speech rather than the ending. This is a natural mistake as we are often more concerned that we have something to say to begin the speech. You will feel that if you can only get started there will be some chance for one idea to lead to another and you will be able to carry on. Success in this approach is usually due to luck, not careful use of preparation time. It is important to find a good ending because that will be the last thought with which you will leave your audience. If you have a good ending and hold firmly to it, keeping it before your mind's eye as the goal of your speech, you can get started somehow, even if it is badly. Sooner or later you will begin to get your bearings; your thoughts will start to focus on your objective and the relationships between them will become clearer.

SPEECH PREPARATION

6.

If you are asked to present a prepared speech there are eight steps to remember:


a.
Step One.  Select and limit the subject.


b.
Step Two.  Determine the purpose of the speech.


c.
Step Three.  Analyze the audience and the occasion.


d.
Step Four.  Gather data.


e.
Step Five.  Outline the material.


f.
Step Six.  Organize and develop the speech.


g.
Step Seven.  Plan visual aids.


h.
Step Eight.  Practise aloud.

7.

Some of the steps may be performed quite rapidly while others are time consuming. The first five steps can be worked on at the same time.

8.

Step One  Select And Limit The Subject.  You will usually not be lucky enough to select you own subject, but if you are, here are some points to consider. If possible, choose a topic that relates to what you know best. You will find the subject easier to prepare and you will speak with enthusiasm and conviction because it is a subject you enjoy. Consider the needs and interests of your audience as well.

9.

Step Two  Determine Your Purpose.  Your speech must have a purpose. If you establish the purpose early you will be able to direct your preparation towards accomplishing that purpose. Most speaking has one of three general purposes:

PRIVATE 
General Purpose
Expected Response

To entertain
Pleasure

To inform
Understanding

To persuade
Agreement‑Action

10.

Informative and persuasive speeches are usually for instructional and leadership purposes.

11.

Your specific purpose states exactly what you want your audience to understand, believe or do. Record in one sentence your specific purpose and during your preparation let it dominate everything.

12.

Step Three  Analyze Your Audience.  Your subject and purpose will be influenced by whom your audience is. Find out who will be in the audience and what they might know already about your topic. It would be embarrassing to speak on the organization of the Canadian Forces to senior generals  let's hope they already know!

13.

Step Four  Gather Data.  After considering your subject, purpose and audience. start gathering data. List the main points that you feel are necessary to accomplish your purpose. Under each main point, list the minor supporting points. This tentative outline provides you with the blueprint to guide you in your research.

14.

Step Five  Outline Your Material.  The basic function of an outline is to show thought relationships. Each main point must explain, prove or support the specific purpose of your speech. Each sub‑point must add more detail and offer further explanation. Outlines are flexible and as you work and develop your speech, you will be able to make adjustments.

15.

Step Six  Organize And Develop The Speech.   Since organization is vital to a good speech, organize your material so that your listeners will clearly understand it. Speeches are normally organized in three major divisions: the introduction, body and conclusion.


a.
Introduction.  It is usually prepared last and has two purposes: to catch attention and establish good will, and to state and clarify the subject. There are some recognized, successful ways to gain attention. It is important to capture the attention of your listeners  we have all had to sit through boring speeches at one time or another. Make sure yours isn't one of them. Some ways to capture attention include the following:



(1)
personal reference or greeting;



(2)
interesting story;



(3)
reference to the place or occasion;



(4)
quotation;



(5)
thought provoking question;



(6)
dramatized fact;



(7)
amusing story;



(8)
sincere expressions of pleasure; and



(9)
reference to special interests of the audience.


b.
Body.  The body is the heart of the speech. It is suggested that, regardless of the length, the speech should usually have three to four main ideas, but never more than five. Develop your ideas using definitions and examples.


c.
Conclusion.  The conclusion should be brief. You may wish to review the points you have covered or offer a story that dramatizes the central idea of your speech. If you are giving a persuasive speech, end by asking people for action or for belief in your ideas.

16.

Step Seven  Plan Your Visual Aids.  Have you heard the phrase, a picture is worth a thousand words? Using visual aids in a speech will help to gain the attention of the members of your audience, hold their interest, clarify points, amplify and prove what you are saying. Everybody loves a picture, so use that to your advantage.

17.

Step Eight  Practice Aloud.  Like everything else, practice makes perfect. Your chances of delivering a successful speech will be much better if you practise aloud. Practise your speech in front of your parents or a friend, and be ready to accept some constructive criticism. Isn't it better to know the problems in your speech before you have to stand up in front of your audience?

HOW WE SAY THINGS
18.

Whether you are giving a prepared speech or an impromptu one it is important to be able to deliver that speech in the best way possible so everyone can understand your message. The human voice has many characteristics; knowing how to use those characteristics to your advantage can make the difference between a successful and unsuccessful speech. The factors that affect the human voice are range, pitch, volume and inflection. All of those characteristics should be employed to do the following:
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a.
Be Expressive.  Speak with emphasis. Raise your hand if you have heard a boring voice. We all have and there is nothing worse. Don't be reluctant to use expression and emphasis; we need variety and contrast. A voice should run up and down the scale to add full meaning to what we want to say.


Here is an exercise that will help you add expressiveness to your voice.

PRIVATE 

EXERCISE 1
A voice that is too high irritates the listener. A voice that is too low or soft is difficult to hear. Listen to yourself as you speak. Radio announcers and singers have a technique they use to correct their voice range before a performance. They speak or sing while they hold one ear cupped to their head. Try it. With your left hand, push your ear forward, and press it against your head so it is almost closed. Now, holding it shut, speak each of the following sentences aloud.

*
Now is the time for all good men to come to the aid of the party.

*
The only difference between a rut and a grave is that a rut is deeper.

*
The exotic executive explained exactly how x times x can equal x plus x.

Notice that the high tones can irritate and lower tones are soothing. Repeat the drill until you find voice tones which are pleasing to yourself.




b.
Breathing.  Breath control is the secret of good voice control. Cultivate deep, abdominal breathing. Breathe deeply enough so you feel and even see your stomach stretch.

PRIVATE 

EXERCISE 2
Take a deep breath before reading each of the following sentences. Then read the entire sentence before taking another breath.

*
Now let it work! Mischief, thou art afoot! Take thou what course thou wilt!

*
Let your speech be with grace, seasoned salt, that ye may know how ye ought to answer every man.

*
A Mohammedan moon rides at midnight on the mountain tops of ancient Arabia.


c.
Voice Speed.  An effective drill to help you slow your voice speed, enunciate words clearly, and eliminate aspirated pauses is using the whisper technique. A whisper can be heard at a great distance, if you mouth each whispered word cleanly, clearly and separately. Make exaggerated use of your mouth, lips and tongue.

PRIVATE 

EXERCISE 3
Practice whispering each of the following clearly, mouthing each word separately. Have some other person listen to you from more than 25 feet away. Say your name, your age, your home squadron. Read a sentence from a book. Perform this drill at least three full times. Keep slowing down your pace, making sure you use your jaw, lips and tongue on every word.

OTHER HINTS
19.

Be Colourful.  Being colourful means emphasizing the impor​tance of your remarks through your delivery. Use the dramatic pause and change of pace to keep your meeting alive and interesting. Use humour where it will make a point, where it will help to clarify a situation or problem, and where it will relieve tension.

20.

Be Yourself.  But be your best.

21.

Be Enthusiastic.  Enthusiasm is infectious. If you show enthusiasm in your subject your audience will be enthusiastic listeners.


          

   CAUTION   

          
ONLY READ THE NEXT PAGE IF YOU HAVE "STAGE FRIGHT"
STAGE FRIGHT
22.

Don't worry about it; every speaker faces it. Expect and welcome it, for it will key you up to do the best possible job while on your feet. Here are six helpful hints you can use to be sure you will master whatever stage fright you may have:


a.
Personal Appearance.  Satisfy yourself that your uniform is pressed, boots are shined, collar and tie look neat, hair is groomed and that you look your best; then forget about worrying about your appearance.


b.
Breathe Deeply.  By taking a couple of deep breaths before you begin you will relax a little and relieve the tension.


c.
Convince Yourself.  Convince yourself of the importance of the material you will be presenting.
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d.
Prepare your Speech Thoroughly. Preparation and practice are essential tranquilizers to dispel stage fright. Practise and practise your speech. Practise in front of the mirror, by recording on tape, by asking your mother or friend to listen.


e.
Pick out a Friendly Face.  Study the faces in the audience. Ignore the bored faces and speak to the interested ones. Very seldom can you please the whole of your audience; if you can, so much the better, but if one or two appear sleepy or bored, ignore them. It is their loss not yours.
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