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PROFICIENCY LEVEL TWO
PO: EFFECTIVE SPEAKING

PO/EO:
410.03

ENABLING OBJECTIVE:
Identify the characteristics that affect the human voice.

REFERENCE(S):
A.
A-CR-CCP-267/PH-001 Level Two Course Training Plan





Chapter 4, Pages 81-82.

B.
A-CR-CCP-267/PT-001 Level Two Handbook


Chapter 7, Articles 18-21, Pages 6-9.

SUPPLEMENTARY REF(S):
N/A

TRAINING AID(S):

A.
OHP

B.
OHP slides

LEARNING AID(S):

A.
A-CR-CCP-267/PT-001 Level Two Handbook





B.
Handout #1 – Voice Exercises #1





C.
Handout #2 – Voice Exercises #2





D.
Handout #3 – Voice Exercises #3
TEACHING POINT(S):
A. 
The characteristics of the human voice.





B.
Analyzing your voice.

METHOD OF INSTRUCTION:
Lecture 

TIME:

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

PO/EO:
410.03

ENABLING OBJECTIVE:
Identify the characteristics that affect the human voice.

REVIEW

PO/EO:
N/A

ENABLING OBJECTIVE:

N/A

INTRODUCTION

WHAT:
In this lesson you will learn the characteristics of the human voice and how to analyze your own voice for these characteristics.

WHY:
Knowledge of what an instructor has to say will help cadets prepare speeches and develop effective communication techniques.


WHERE:
You will apply this knowledge any time you have to give a speech or presentation.

TIME
BODY
NOTES

STAGE 1
THE VOICE


1.
How We Say Things:

Whether giving a prepared speech or an impromptu it is important to be 

able to deliver that message 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 tone, range, pitch, volume and inflection. 


a.
Tone: 
 
The overall impression of an uttered sound, which includes range, 

 
pitch, volume and inflection. 



















(i)
The actual sound created by breath and vocal chords

 

shaped by teeth, tongue and lips, and given resonance by 

 

throat, mouth, sinuses, an nasal passage.

b.
Range: 
 
Every time a person speaks they are uttering a series of sounds 

 
that are more or less musical notes. 


















(i)
Range refers to the highest and lowest note that a speaker 

 

utters during the course of his speech.



c.
Pitch: 
 
This is the point in the vocal range where the voice is placed for

 
speaking. 






















(i)
Your voice should not be pitched more than one note above 

 

or below the middle of the voice range. 

















(ii)
The middle is usually your speaking voice that you are 

 

comfortable with.

d.
Volume: 
 
Volume should be adjusted to the conditions under which you are 

 
speaking. 









 
(i)
You should avoid becoming monotone by raising or lowering 

 

your voice in order to emphasize points.

e.
Inflection: 
 
This is a change in pitch and volume, which is used over the course 

 
of a whole sentence or just one word. 







 

(i)
When you ask a question you will notice the difference in the 

 


pitch and volume of your voice from when you just make a 

 


statement.






CONFIRMATION STAGE 1

1. What are the 5 factors that affect the human voice?

Answer: 
Tone, range, pitch, volume, and inflection.

STAGE 2
ANALYZE YOUR VOICE

1.
Using Your Voice:

All of the characteristics of your voice should be used to help you to
be 

 
expressive, breathe properly and control your voice speed. With each 

 
there are exercises you can do to help perfect these important parts of 

 
speaking.



a.
Be Expressive: 
 

Speak with emphasis. 




















(i)
Don’t be reluctant to use expression and emphasis; we need



variety and contrast. 



















(ii)
A voice should run up and down the scale to add full 




meaning to what we say. 



















(iii)
The following is an exercise, which allows you to control your 


tone and gives your voice the ability to become expressive.





(1)
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 

 



holding one ear cupped to their head. Try it. With your 

 



left hand push your ear forward, and press it against 

 



your ear 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 the lower 




tones are soothing. Repeat the exercise until you find 




voice tones that 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.



(i)
Exercise 2 

  


Take a deep breath before reading each of the following 

 


sentences. Then read the entire sentence out loud 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 in the 

 



mountain tops of ancient Arabia.


c.
Voice speed: 
 

An effective drill to help you slow your voice speed, annunciate 

 

words clearly, and eliminate aspirated pauses is using a 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.




(i)
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 3 full times. Keep slowing down your pace, 

 


making sure you use your jaw, lips and tongue on ever word.


2.
Other Hints:


a.
Be Colorful: 
 

Being colorful means emphasizing the importance of your remarks 

 

through your delivery. 



















 
(i)
Use the dramatic pause and change of pace to keep your 



meeting alive and interesting. 


















(ii)
Use humor where it will make a point, where it will help to 



clarify a situation or problem, and where it will relieve 




tension.


b.
Be Yourself: 
 

But be your best.


c.
Be Enthusiastic 

 

Enthusiasm is infectious. If you show enthusiasm in your subject 

 

your audience will be enthusiastic listeners.


d.
You Can Use a Tape Recorder to Record Your Voice: 
 

This way you can hear your own mistakes and correct them.


CONFIRMATION STAGE 2
1. What should all the characteristics of your voice help you to do?


Answer:
Be expressive, breathe properly and control your voice 



speed.

2.
What are some other things you can do to aid you in your speech?


Answer:
Be colorful, be enthusiastic and be yourself.

30 MINs
PERFORMANCE CHECK

Test Details – 
Each cadet will be required to answer questions on the subject matter, as 

 


well as present a three- minute speech during 410.05.

1.
Have cadet’s practice using their voices.

2.
What should all the characteristics of your voice help you to do?

3.
What are some other things you can do to aid you in your speech?

4.
What are the 5 factors that affect the human voice?

33 MINs
CONCLUSION

SUMMARY:   
A.
A knowledge of what an instructor has to say will help cadets prepare 




speeches and develop effective communication techniques.


















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

 


require improvement)


B.
You will apply this knowledge any time you have to prepare or give a speech.

C.
Your next lesson is PO/EO 419.04. Prepare a three-minute speech.
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OHP #3








    15


 MINs





Handout #3 








OHP #2








OHP #1








Instructor may give handout #1 to cadets now.








Handout #2 
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