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PROFICIENCY LEVEL ONE
PO: EFFECTIVE SPEAKING

PO/EO:
410.01a

ENABLING OBJECTIVE:
Principles of effective speaking.


REFERENCE(S):
A.
A-CR-CCP-266/PH-001 Level One Course Training Plan





Chapter 4, Pages 91-92.

B.
A-CR-CCP-266/PT-001 Level One Handbook





Chapter 6, Section 1, Articles 1-5, Pages 1-4.

SUPPLEMENTARY REF(S):
N/A

TRAINING AID(S):

A.
OHP





B.
OHP Slides

LEARNING AID(S):

A.
A-CR-CCP-266/PT-001 Level One Handbook





B.
Handout #1 – One-Minute Speech Sample Format
TEACHING POINT(S):
A.
Preparation 





B.
Personality





C.
Presentation

METHOD OF INSTRUCTION:
Lecture

TIME:

1 x 35-minutes
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PROFICIENCY LEVEL ONE
PO: EFFECTIVE SPEAKING

PO/EO:
410.01a

ENABLING OBJECTIVE:
Principles of effective speaking.


REVIEW

PO/EO:
N/A

ENABLING OBJECTIVE:
N/A
INTRODUCTION

WHAT:
In this lesson you will learn the principles of effective speaking: preparation, personality, and presentation.

WHY:
Learning the principles of effective speaking can help you develop your effective speaking skills.  Good effective speaking skills heighten your ability to communicate effectively with individuals and groups. 

WHERE:
Effective communication will assist you in your daily interaction, as well as in leadership and instructional roles.

TIME
BODY
NOTES

STAGE 1
EFFECTIVE SPEAKING


1.
General:
 
a.
Effective speaking or public speaking is an area of life that few 

 

people enjoy.  However, the attitude that you take toward public 

 

speaking greatly affects how well you do at it.  There are many 

 

occasions during your career as an air cadet, that require a speech 

 

such as receiving an award, introducing friends to a large group, 

 

and of course, during regular cadet training nights.

 
b.
Speaking in front of people can be a frightening experience and 

 

one that will only get easier with practice.  As a cadet, you will 

 

eventually be placed in a leadership role and/or in an instructor’s 

 

position here at the squadron, or at a summer training center.  For 

 

this reason, you need to get experience expressing yourself in front 

 

of your peers.

2.
Preparation:

a.
With the time you have before you present, you should decide

 
what your main point will be and chose an effective introduction and

 

conclusion.

b.
Before you present try and prepare yourself mentally.  A good way 

 
to do this is to review the main points in your head, take a deep

 
breath, and relax.

CONFIRMATION STAGE 1

1.
What should you do with the time you have before a speech?


Answer:
Decide what your main point will be, and chose an effective

 


introduction and conclusion.

STAGE 2 




1.
Personality:
 
It has been stated that one’s personality is really made up of attitude,

 
appearance, and voice.  We will now investigate these three qualities.


a.
Attitude:


(i)
Most speakers are nervous when in front of an audience.  

 


More experienced speakers tend to be less nervous 

 


because they have learned to control their fears.

 

(ii)
For effective speaking, a confident, poised, and enthusiastic 

 


attitude is required.  This attitude is reflected in your 

 


willingness to establish eye contact and to speak to your 

 


audience, not simply stare at them.

 
b.
Appearance:

 
(i)
Appearance can be one of the determining factors in your 

 


success or failure on a job.  Remember first impressions are 

 


often lasting impressions.


 
(ii)
You should always be correct in your dress and appear well

 


groomed.

 
(iii)
Your gestures should be natural and contribute to, not 

 

detract from, what you are saying.

c.
Voice:


As a speaker you need to develop a good speaking voice. You

 

must remember to pay particular attention to the following voice 

 

characteristics:



(i)
Pitch:


Vary the speaking level.



(ii)
Volume:

Vary the force with which you speak and

 





adjust
to the situation.



(iii)
Rate:


Vary the speed at which you speak. 

 





You must consider the size of the

 





audience and the audience’s level of 

 





understanding. It should also be noted

 





that difficult material will require a slower

 





rate.



(iv)
Quality:

A pleasant voice is clear, resonant, and 

 





reasonably pitched. You need to think

 





about, and be responsive to, what you

 





are saying – it will add to the quality of

 





your voice.



(v)
Articulation:

Articulation is the clarity with which you

 





speak 
the parts of each word.  For good

 





articulation you must open you mouth

 





wide when you speak. If you don’t you 

 





run the risk of mumbling your words.



(vi)
Pauses:

Any pauses you use should be definite

 





and planned. Clear breaks bring variety

 





and interest. Pauses should punctuate,

 





not mutilate.



(vii)
Pronunciation:
It is important to pronounce words

 





correctly. Improperly pronounced words 

 





may lead to unwanted attention. 

CONFIRMATION STAGE 2

1.
What is the best insurance against failure?


Answer:
Careful preparation.

2.
What type of attitude should you have when presenting a speech?


Answer:
Confident, Poised, and Enthusiastic.

3.
What is one of the determining factors in your success or failure?


Answer:
Appearance.

4.
Name three voice characteristics!


Answer:
Any three of pitch, volume, rate, quality, articulation, pauses,

 


and pronunciation.

STAGE 3



1.
Presentation:

Presentation of the speech is the most important element of effective 

 
speaking. There are a few things which you should keep in mind when 

 
presenting.


(i)
Avoid using distracting mannerisms. Mannerisms can be effective 

 

when used properly, but they should not be set movements.


(ii)
Act naturally.


(iii)
Do not shift your feet or juggle items as you address people.



(iv)
Give an objective at the beginning of your speech and make the 

 

body of the speech purposeful.


(v)
When ending your speech summarize what you have just talked 

 

about.  This refreshes the entire speech in the minds of the 

 

audience and rounds out the speech.

CONFIRMATION STAGE 3

1.
What should you avoid when presenting your speech?


Answer:
Distracting mannerisms.

2.
What should you give at the beginning of your speech?


Answer:
An objective.

3.
What needs to be done at the end of a speech? 


Answer:
Summarize what you have talked about.
28 MINs
8 MINs
PERFORMANCE CHECK

Test Details:

Use the remainder of this class for speech writing. Distribute 

 


the hand-outs at this time. Explain to the cadets how to use

 


the hand-outs. Circulate
through the class checking on the

 


cadets progress.

33 MINs
CONCLUSION

SUMMARY:

A.
In this lesson you have learned the principals of effective speaking

RE-MOTIVATION:
A.
Comment on student performance. (Identify strengths and points 

 



that require improvement).

B.
You will apply this knowledge when speaking in front of groups and 

 
in leadership and instructional roles.

C.
Your next lesson is PO/EO 410.01b, the presentation of a one 
 
minute speech on yourself.   
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