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when they stand in front of an audience.
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stablish mentoring programs and forums that will
stimulate dialogue between artists, hip-hop fans, and industry
leaders and promote understanding and positive change

Recently, HSAN has been involved in a dialogue with the record-
ing and broadcast industries about forming a coalition to recom-
mend guidelings for lyrical and visual standards. In particular, it
recommends that these industries “voluntarily remove/bleep/
delete the misogynistic words bitch and ho and the racially of-
fensive word nigger!’ They maintain that these words are utterly
derogatory and show a complete lack of respect for the history
of suffering and oppression that women, African Americans, and
other people of color have experi_éﬁ ed i nited States.
They are not advocating ceqsorshlp.
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? has the following occasions: n this textbook,

such as to a professional board or
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A manuscript speech is one of the most challenging forms of deli
ery. Contrary to what most beginning public speakers think, s eaiil:-
effectively from a manuscript requires more preparation and’slfill tharg1
extemporaneous or impromptu speaking (Hildebrandt & Stephens
1963). Two problems are likely when a speaker reads from the full text.
First, the speech often sounds like a written text and not an oral text, or z;
speech that “reads” well but doesn’t “talk” well. Second, the speaker may
be inclined to read to the audience rather than talk with them. There are
some solutions to these problems, and we will explore those now.

Delivery Tips First, when you write your speech in manuscript format,

the best way to avoid a written style is to talk the speech aloud as you

write it. Working from your preparation outline, sit at your desk and

speak the words as you write them on your computer or paper. If you
find yourself thinking the speech rather than saying it aloud, go back and
speak the part you have just written. You usually will notice that you have
slipped into a writer’s style instead of a speaker’s style. Change thc: lan-
guage in these sections to reflect spoken ideas rather than written ideas.
Remember, your goal is to write speech, not an essay. ‘

The second problem with using a manuscript is the temptatloxT tg
read the manuscript to the audience. This reduces your eye chtﬁct, an
your words may sound wooden because you are rea(:lmg. }f s y‘a)l,:i):r
delivery may be too fast because you are reading to rather than speaxing

with your audience. . .

The way to overcome the challenges associated W.lth re:;;'iu;guabseif;c]};
Is to practice speaking from the manuscript many tll‘?jefsi;l r your i
familiar with your manuscript during practice, you W1 ¥

ftl: an example of something written—a paragraph
Sixty-second “s ) Newspaper, or something online. Give another
« when detailed and exact inform, Partner, discusf fﬁcz reading the written material. With your
3 . e differences between the delivery styles. Which
ry styles. Whic

tion must be reported did :
P Carefully’ You prefer to deliver? Which did you prefer to listen to?

manuscript speech
speech that 1s read to an audience from a

written text.
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The late Ann Richards, then governor of
Texas, gave the keynote address at the 1988
Democratic National Convention. This
speech and many others she delivered were

almost always direct, humorous, gutsy, and
memorable.

vocal variety

changes in the volume, rate, and pitchof a
speaker’s voice that affect the meaning of the

words delivered

—

volume

loudness of a speaker’s voice.

rate

speed at which we speak.
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the back of the room as you begin to speak. If they are giving you cues
that is a signal to increase your volume. When you
use a microphone, you still need to pay attention to your volume. Before
u begin your speech, test your voice with the microphone and make
u are the proper distance from it (neither too far nor too close) so
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Speakers who do not pay attention to their pitch and inflection ﬂsk
iusn{g their audience, Speakers who do not alter their pitCh speak m %
monotone. Other speakers may say everything in too low or teohlgh
a pitch. When a speaker says everything in a monotone or a low pitch,

the audience senses a lack of interest or energy. When
high for too long, every w

Or “excessive zeal” and the audi
the most important ( S
You can monitoy your voice by recording yourself so y
Piteh. 1f your pitch i t0o high, practice breathing
omen rather than the throat) and relaxing your ]
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1d project your voice farther,) If vou speak in a monotone

ch, practice deliy €ring your speech (or reading some

an overly dramatic

using inflection, exclamations

tion as much as possible. With practice, vocal variation will

ind carry over into public-speaking situations
Paus esitations and brief silence speech or conversation. In
often are planned and serve several useful functions.
time to breathe fully and collect our thoughts during a
fore we answer an audience question. Pauses also give audi-
ence o absorb and process information—they are like rest stops,
giving udience a breather before continuing Figally, pauses before or

after a climactic word or an important point reinforce that word or Poinl.
Pauses can also add clarity. Read the passage here without stopping to
Pause after any of the words. ‘
The back of the eye on which an image of the (?%lt-mic,\:;:);:i(:; ;hl::;:ic
and which corresponds to the eye of a camera is u’)mihé by
of rods and cones whose diameter is little more than g

average light wave.

President Obama is an ¢ xample of a
speaker who varies his pitch and inflection
to keep his audience engaged. Practice

your delivery with someone you trust, and
ask her or him to evaluate your pitch and

inflection vefore the day of your speech

pauses
1esitations and brief silences in speech or

versatior

|
|
|
|
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ch you to speak more clearly when you give your speech go
—you will not speak in this exaggerated way when you finall
Jelive ir speech, but your words will be much clearer. .

Propunciation

u would not turn in an essay you knew was filled with spell-
g errors, never deliver a speech filled with pronunciation errors.
pronunciation is the act of saying words correctly according to the
standards of a language. Pronunciation and articulation may

em similar, but pronunciation refers to how correctly a word is said,
hereas articulation refers to how clearly a word is said. For example,

- the word nuclear as “nu-cle-ar” (correct) rather than “nu-cu-lar”
ncorrect) has to do with pronunciation, and mumbling either pronun-
iation rather than speaking it clearly has to do with articulation.
Pronouncing words correctly communicates to your audience that
vou have listened carefully to the public dialogue going on around you.

You have taken care to learn the common language and pronounce 1t

2=l d names in a
PR -ion correct pronunciation of terms an :
correctly. In addition, P your respect for that

language other than your native one communicates
culture and enhances your credibility:

pronunciation
act of saying words correctly according to the
accepted standards of a language.




personal appearance
the way someone dresses, grooms, and
presents her- or himself physically.

People who use a standard American dialect (the dialecy Never.
ers use when they are on the air) often forget that they, too, | ave\ W
lect, and they sometimes view the dialect of others as inferigy. Fo r“ dia.
lic speaking, dialect is important because speakers need to considel:l!h.
effect their dialect has on those who are unfamiliar with it. Spe;\kthe
may use words that are not familiar to their audience or MAY prongy ets
words in ways that sound odd or different. ce

If you know your dialect will be unfamiliar to your

audience, try the
following:

1. Acknowledge your region of birth or ethnic heritage.

2. Talk about how that shapes your use of language by giving exan,.
ples of some of the differences you have encountered between your
dialect and those of your audience.

3. Define terms that are unfamiliar to your audience.

Soften the accent associated with your dialect if that accent is fairly
strong and might hinder understanding.

™ Nonverbal Components of Delivery

The nonverbal components of delivery are those aspects communicated
through our bodies and faces. For public speakers, these include per-
sonal appearance, eye contact, facial expression, posture, gestures, and
proxemics.

Scholars of interpersonal communication recognize that nonver-
bal communication has a powerful effect on the meanings exchanged
between people. Researchers suggest that between sixty-five percent
and ninety-three percent of the total meaning of a message comes o
us through nonverbal signals (Birdwhistell, 1970; Mehrabian, 198})-
In addition, when nonverbal signals contradict verbal signals (tor
example, you say you are glad to see someone but your facial expres
sion and physical posture suggest you are not), people tend to believe
the nonverbal signals over the verbal ones (McCroskey, Sallinen, Fay'e&
Richmond, & Barraclough, 1996; Mino, 1996; Trees & Manusov, 199
Wood, 1999).

For public speakers, nonverbal communication is especially ;m?or;
tant because it conveys meaning and can either enhance or detract trom
the overall message. We now look at how the components of nonve

communication affect a speech.
Personal Appearance

ot youre!
Personal appearance, or the way you dress, groom, and present Y0¥

Physically, is an important part of delivery. But how important? Cons!
the fOllOWing sayings:

You can't judge a book by its cover.

Beauty is in the eye of the beholder.
Looks are everything,
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;ﬁ’?f“'f’ SHements any troe? ot pmm:l EPTERIENCE IBRILY of 5 #
sopieva ? Nradies show that peracnal sppeRrsnce antsadiv does marier
,?aﬁf"?'" People deemed “musre gttractive” caes mote meoney than thesy
sjens BRIV prery. gnd personal groomeng plavs & large part je our
percePON o 3 persan’s attractiveness for both men and womes (Morris,

warhe. Coben, & Hufiman, 1996; Rozell, Kenpedv, & Grabh, 1959,
wen. 20083 Attractive characteristics are defined as “those character-

s thal Make ane person appear pleasing to another” (Harty, 1996,
k¥ Matrow, 1990 Fyen though we may sav we should not sdpe

propie ¥ thewr looks, we actually do just that
withott & doubt, standards for attractiveness and beauty change with
e tBTIO0N 3% well ag with cultures and subcultures Despite these ditfer-
aones thouigh, there i a basic standard for acceptabie personal groomiag
e pobbic-speaking situations. That standard is that the speaker’s dress

should D¢ APPrOpriate to the occasion (Herman, Zanna, & Higgias, 1986
gabunsteit, 2001 ) 1f the occasion is formal, then the speaker is expected

w dress formally If the occasion is casual, the speaker’s clothing shouid

b less formal. A speaker who shows up at a formal occasion in 2 T-shart
and shorts Ot only displays a lack of audience awareness but also is frkely

1 bose credibility, Similarly, wearing formal business attire to speak at a
casual gathering s also inapproprate. In short, be sure your clothing

matches the style and tone of the occasion.
Personal appearance is a complex combination of social norms, cul:

wral and generational influences, and personal style. Your personal
appearance should match your objective as a speaker, which is to have
waar words and ideas taken seriously in the public dislogue. Defivery
begins the moment the audience sees you, so pay careful attention 0
sout personal appearance and present yoursell appropriately for the
acasson al which You are spe,ﬂung. )

Eye Contact
ihe second essential component of nonverbal delivery is eye contact,
@ visual contact with another persons eves. Like personal appearance.
@propriate eye contact is affected by culture and gender. Most North
Amencans and Western Europeans expect speaker to make extensive
e contact. However, in Native American cultures, 1o Japas. a.nd o
parts of Africa, extensive eye contact is considered mvasne and i
ectful {Gudykunst & Moody, 2002). Gender, too, affects the meaning
@ eve contact, For men, direct and extended eye contact with snathet

wn, direct anxd

™n may be perceived as a challenge or threat. bor women. & e
eended eye contact with a man may be interpreted as an HViLanon
speech depends

S0 knowing what to do with our eyes as we deliver 8

- Mknowing who is in our audience.
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Facial Expression

Your face plays a central rofe in communicating with audience members,
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making us feel awkward and act in ways we would never do in other situ-
ations: gripping the podium with both hands, slouching over our speak-
ing notes, pacing back and forth, or standing stuck in one spot. These
nervous reactions detract from our delivery and communicate a message
we probably do not want to send (Bull, 1987).

But by paying attention during practice to the way we carry our bod-
ies, we can eliminate some nervous postures. To become aware of your
posture during a speech, practice your speech in the way you actually
will give it. If you will deliver your speech standing, then practice it while
standing. Consider devising a makeshift podium. If you are to sit while
giving the speech, then practice while sitting, with chairs beside you and
your notes on a table in front of you. Similarly, if you will use a handheld
or attachable microphone, practice with something resembling it so you
get the feel of speaking with a microphone.

By practicing the speech in the way you will actually give it, you can
correct your nervous habits before you deliver the speech. For example,
if you find that you pace or grip the podium tightly, you can replace
the bad habit with a better one. If you discover you stand immobilized
when you practice, then you can add cues to your speaking outline to
remind you to move during your speech. If you slouch, you can prac-
tice sitting up straight and looking out at your audience. In sum, your
posture during your speech should improve if you pay attention to your
body during practice.

One final word about posture and delivery: Pay attention to the way
you begin and end your speech. Wait until you are at the podium or
have the microphone in your hand before you begin talking. Do not start
speaking until you are facing your audience and have made eye contact.
Similarly, do not walk off the stage until you have finished the last word of
Your conclusion. Finishing your conclusion or your final answer before
you leave the spotlight communicates confidence and a willingness to
give every word the attention it deserves. These guidelines will help you
Temain audience centered.

Gestures

Gestures are movements, usually of the hands but sometimes of the entire  gestures EETNIT—
body, that express meaning and emotion or offer clarity to a message. Stu- t‘:’:;se“;“t:; ::fe;m oo
dents of rhetoric in ancient Greece and Rome spent hours learning spe- e o strer casity 10 2 message.
cific gestures to accompany specific parts of their speeches. For example,
certain gestures were used with transitions, and others signaled spe-
cific kinds of main points or ideas. These choreographed gestures were
used until the eighteenth century (Austin, 1966; Bulwer, 1974). Today,
fesearch on gestures in public speaking indicates that gestures should be
as natural as possible rather than memorized.

However, beginning public speakers do not always kl.'leN what ges-
tures wil appear natural in a speech. With only minor variations, natural
gestures in 4 speech are the same as those you normally use in persopal
conversations to complement your ideas and bring your wc?rds to life.
€ Same is true for public speeches. Gestures make our delivery lively,

NORVERBAL COMPONENTS OF DELAERY jan
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* Dals Lama is known Jor lus engaging
 genuine delivery. Watch a video clip of
speaking and assess whether his ges- offer emphasis and clarity, and convey our passion and interest. Use the

$ contribute to his appeal as a speaker. (411 6wing tips to help you with gestures.

1. Vary your gestures. Try to use different kinds of gestures rather
than repeating only one gesture, Some gestures emphasize (a fist
on the podium), clarify (counting first, second, third on your fin-
gers), or illustrate (drawing a shape with your hands in the air).
Try to incorporate a variety of these gestures into your speech.

2. Use gestures that fit your message. Sometimes, a point needs an
extravagant gesture; at other times, a more subtle gesture is much
more effective. For example, use a relaxed pattern of hand mowe-
ment as you explain a point but a larger more vigorous movemnent

when you are emphasizing something quite important.

3. Stay relaxed. Your gestures should flow with your words. Try to
keep your movements comfortable and effortless. If you find a ges-
ture makes you tense, drop it from the speech and replace it with

something more casual and familiar.

You will find that as you relax and gain experience speaking, you wﬁi
stop thinking about your gestures and snmply use them as you normally

do in conversation.

TER 12 DELIVERING YOUR SPEECH
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Technology and Delivery

hnology refers to the tools speakers use to help them del; h
1ver their

Tec
essage. Technology can be as elaborate as a computer and a liquid
id crys-

ol display (LCD) panel or as simple as a pen and a flj
sents a list f)f technologies that speakers typica?l;1 lxl:s(e:h\a:\;;; o -
thinking of using technology for your speech, stay audier;ce cZﬁtZ::dal;;

ssking yourself the following questions:
e Have I asked what types of technology will be available for me to use?
o Dolhave time to prepare the materials I need to use that technology?
¢ Do I have the time to practice using the technology? ’
et iche? ology? Have I worked
» Am I prepared to speak if the technology fails?

¢ Does .the technology help me communicate my messages clearly?
Does it enhance my speech or detract from it?

] ]
UH ali\d)

!nf Il"

Proxemics o
use of space during communication

i o e

QDITIONAL TECHNOLOGIES ELECTRONICTECHNOLOGIES
i Podiums for notes o Microphones S
:‘JibES_gr easels for displays Laptop computers and LCD projectors
Overhead projectors and screens £ el

(Presentational aids such as posters

Slide projectors and screens
4

’ Handouts

Presentational aids such as PowerPoint or Prezi slides

Moards, and erasers

Televisions, DVD players, and Smart Boards

{Ink :
~-Markers, whiteboards, and erasers

CD-ROM players

M !
Larkers, pens, and flip charts

1 Ta

Audiocassette players

S=S.pins, or tape

n
0 g 2974
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When you decide to use technology, you want to be sure you can use
that technology competently. Consider the importance of this compe-
tence in the following example.

Mike wanted to include several YouTube clips into his speech. He
identified the ones he wanted a day or two before he spoke.and he figured
he could pull them up during his speech. When he set up his computer
on the day of his speech, he had trouble getting Internet access, because
the system was not running smoothly that day. After several tries, he
was finally able to log on, but he could not locate his YouTube sites eas-
ily because he had searched for them by subject and failed to record the
YouTube address. Then, because he was not familiar with the technology
in the room, when he played his first clip, he discovered the volume on

the projector had been turned off and no one could hear the clip.

SPEAKING VISUALLY ™

RN

) %
c .
s " TIPSRy W S

Social Commentary, YouTube Styile

Providing a forum for people to connect, miorm, and mspire
others across the globe, YouTube acts as a distribution platform
tor onginal content creators and advertisers targe and small
("YouTube Fact Sheet 2010). YouTube allows its users to create
therr own videos and upioad and manipulate their favorite movie
chps, TV chips, and music videos. Created i 2005 by former
PayPal employees Chad Hurley, Steen Chen, and Jawed Kanm,
YouTube 1s now immensely popular Every day, people watch

2 billien videos and upload hundreds of thousands more to

the site (“YouTube Fact Sheet” 2010). In 2009, Entertainment
Weekly magazine put YouTube on its end-of-the-decade best-of
hst, summing up its appeal by describing the site as “providing a
safe home for piano-playing cats, celeb goof-ups, and overzeal-
ous hp-synchers since 2005 (Geier, Jensen, Jordan, Lyons, &
Markowvitz, 2009). According to the Boston Giobe, YouTube 1S
also infiuencing a growing number of activists who use videa
imagery to speak their minds online. For example, when 23-year-
old Elisa Kressinger wanted to protest the lack of gay characters
and story hnes on television, she did not petition people to
boycott HBO or write an angry letter to The New York Times.
Instead, she remixed scenes from the TV and movie versions of
Sex and the City into two pro-gay narratives and uploaded them
1o her blog, drawing 21,000 hits. “I wouldn't have done it «f it
was text-based,” says Kreisinger. “Things are more easily com-
municated through video . . . - And there can be more powerful
statements” (Aucion, 2010, p. A1). The trend to use video to
speak out about political and social issues has exploded recently,
facilitated by Web 2.0 technology and inspired by the entertain-
ing and informative videos created by video bioggers and The

l B YouTube - Broadcast Yoursef. -

el o S
('] Tube BN

Your enterfainment.

- |

The way it should be.

Daily Show. “Making media now is a powerful way of partici-
pating in all kinds of life, including civic and political life,” says
Lee Ratnie, director of the Pew Research Center’s Internet and
Amencan Life Project. People in their teens and twenties “are
now deeply connected to the political process in a way that their
parents, at their age, could never be” (Aucion, 2010, p. A12)

What Do You Think?

1. Explore several YouTube clips that might help you
communicate your message In your next speech. How
might you incorporate them as you deliver your speech?

2. What issues might you begin to comment on via
YouTube? Would those make good topics for your
next speech?

Anneste St Shuttersiotk com
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Mike did what he could to recaver, but after his sprech, be fols he had nof
- really created the kind of esnvironment he wanted. He wanted peagle %0 get

excited by his material, but he feit they simply were patient with him mstead.
~ Remember although technology is a 100l that can help you give a more
- effective gpeech, it has its drawbacks. If your speech rehes on technokogy
0 be effective but the technology you need i not avalable when you
- wrmive Yo speak, your presentation will be negatively affected. That 1s why
- youneed to take the time to consider how to present your speech without
technalogy. Putting this time into your speech before you give it will help
- you stay audience centered by keeping your attention focused on deliver-
¥ Your message 1o your audience in a way that they apprecate.

: % Question-and-Answer Sessions

~ Speeches often involve question-and-answer sessions. These sessions
- feovide an opportunity for audience members to explore an idea or
. Proposal in more detail, ask for clarity, and share their own perspec:
- tves, Even though you will not know for sure what to expect during
~ question-and-answer sessions, there are ways you can prepare for them,
~ and advanced preparation can make the ditference between a medio-
©<re question-and-answer session and a stimulating one. Ensuring 2
" good question-and-answer session has two steps: preparing for potential
- Questions beforehand and managing the discussion during the session.

Possing figoeren voch s forciigheees often ot
nterviewed Ky mfornatien abous # Wk
Whatt wovts of questions might pou ad 9
fervtiphter wfter @ fore thal would grve you
amberesting wformatin Jor 4 ypwech!



DEUVERING YOUR SPEECH

- question i :
question is unclear or hostile, When an audience member asks you 3°

Preparing for Questions
You can do several things t0 p
sion. First, take time t0 identify

repare for the question-and-angye, o
Then prepare your answers t0 the questions.

{dentify Potential Questions As you think‘ about tbe topic under diseyy
sion, keep a log of the questions your at_ldlence mlght ask. Pay o
to the controversies or disagreements ra-xsed by the issue you are discys..
ing to help you identify potential questions. If you can d{scuss e
with others before the session, they can help you identify likely Question,

Add these to your log of questions.
Formulate and Practice Answers After you have identified the —
ked, prepare your answers as thoroughly as yoy =

Write out your answers, outline them, and record pertinent quotes, st,.
tistics, examples, or other data that suppprt each answer. AIthOugh this
may seem like a lot of extra work, it can give you th_e confidence you p il
to respond to your audience in respectful and audlence-cen_tered ways,

Although you cannot always anticipate the exact questions you wij

receive, you often can come close. You should be able to answer a question
that is similar to one you anticipated by making minor adjustments to the
answer you formulated. If some of the questions are likely to be controversia],
then practice your answers in front of other people. They can help you with
wording and organization as well as with adding and subtracting details,

As a rule, your answers to simple questions should be brief—between
ten and sixty seconds in length. Answers to complex questions may take
longer, but remember that you are answering questions, not giving a
speech. Remember, too, that others are waiting to ask questions. If you
spend all your time on one question, then you will prevent others from

raising important issues.
Managing the Question-and-Answer Session

Several techniques will help ensure a productive question-and-answer
session. They can help you manage the flow of conversation as well as

keep an audience-centered perspective.

tions you might be as

Explain the Format It is a good idea to establish the format of the
question-and-answer session during the introduction to the session. You
might want to establish a few rules, such as time limits for each ques-
tion, the number of questions a person may ask, or rules to ensure that
as many sides of an issue as possible are raised and discussed. Setting the
rules will help all involved know what to expect and help you manage the
flow of discussion ethically and effectively. Selecting a “process person;
someone who monitors the session and the rules you have established,
can help ensure that the group follows the format you have set.

Listen fmd Clarify One of your most important tasks when managing
; (}uestxon-anfi—ar}swer session is to listen thoughtfully to each question
clore answering in a respectful manner. This can be a difficult task if the

the questions you think might b Moy F :

Alcxandra Coustean
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 nclear question, try to listen carefully for the keywords and important S ; e =
- points. Then restate the question using this information 0 it is clear %o P T ]
© wand ask the person if this is what she or he meant. Use such language e o
i 1 understand the question, you are asking me ... . Is that correct?”

ke sense of the question, then you can always ask the person 1o Tepeat. "

. When you are faced with a hostile qucmmaanbemammw»
ally come from ;
thofwlsthratcnedorbeﬁevesywhawnoudducmdhismf s o ¥ R e B - 0
”mmdconccrns.Sometimesyoucanreawndtothecohwﬂmf : el e e B o S
This takes practice, The hE o

3 1 Do not take the hostility personally. lfym-camwmishgoodwm bl e L T S §
5 '@mymdbyidcntifyingp(ﬁmsofagwemﬂﬂ.shamdaw el e e
+ periences, or common background with the membersof your group. e
i &mewdmmmmcd perspective and mmnumicate‘n{ﬂh-;; e
: ‘eivility as you respond, Responding civilly is more likely 0 dei

: ;"W*h@h%witythan an Uncvil TespOBIe, s ey AR

7 Listen 10 the content as well as the emotional mmt;&i:;z L
- Suestions being asked. Separate out the emotions and deteymine -
s &ef‘“‘ﬂf information you are being asked to pmwdc, fae
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4. Address vour answer to the content of the question, not the emo-
tion. Otfer information that will clarify your ideas or position. In
responding, also strive to reinforce an invitational environment
{see Chapter 15) so you can explore an issue and get as many per-
spectives on it that you can. Try to explain rather than argue.

Offer evidence for your position. Use the skills you learned in
Chapter 11 to present your ideas logically and reinforce your own
credsbility. Sometimes, the hostility can be reduced when you re-
spond with strong evidence that supports your claims,

After you have tried these strategies, if you feel confident enough to
do so, you can acknowledge the emotion attached to the issue. You want
to be careful here, though, because many people do not like to be told
how they feel If you say something like “I understand the anger attached
to this issue,” the person may either appreciate the recognition or snap
back with a retort about not being angry. As a rule, use caution when
answering emotionally charged questions.

N

Keep a Positive Mind-Set Some beginning speakers are uneasy about
question-and-answer sessions. One way to feel more confident about this
part of a speech is to frame it positively. Most questions are signs of inter-
est and curiosity—your listeners genuinely want to know more about a
subject. A question-and-answer session gives people a chance to ask for
additional information and allows you the opportunity to provide it.

Address the Entire Group Even though a specific person in the group
has asked a question, keep your answer audience centered. First, restate
the question so that everyone in the room can hear it. Second, deliver
the answer to the entire group, not just to the person asking the ques-
tion. These two actions bring the full audience into the conversation and
help keep everyone interested. Usually, a question asked by one audi-
ence member is a question that others have, too. However, you occasion-
ally receive a question whose answer applies only to the person asking
it. When this happens, respond that the question seems to address the
needs of only one person, and you will be glad to speak with him or her
after the presentation. In doing so, you acknowledge the importance of
the person, but not at the expense of the larger audience.

Answer with Honesty At some point in your speaking career, you will
be asked a question for which you do not have an answer. Rather than
trying to fake an answer or justify why you do not have one, be honest.
Admit you do not know the answer. Then acknowledge the importance
of the question, refer it to someone who may know the answer, or offer
to try to find the answer after the session if it seems appropriate to

do so. ‘
Stay Focused Unlike a speech, which has a specific purpose and the-

- sis statement, question-and-answer sessions can cover a wide range of

ideas and perspectives, some of them only remotely related to the topic
at hand. In addition, with many people asking questions, keeping track of



time and the flow of ideas can be difhcult. However, vou can do se veral
things to keep the dialogue focused

i

State how much time you have for the question-and-answer ses
ston. This will help your audience gauge the number of questions

that members can ask and the amount of detail yvou can provide in
Your answers.

You occasionally will get a few people who try to dominate the

session, They either ask repeated questions or use their question to
engage 1n an extended monologue. When you can regain the floor, |
thank those people for their interest and ideas, and explain that ;
it is important to hear from a variety of audience members. Then
turn to other people with questions to keep the discussion moving

L%

Keep track of time, alerting the audience when the question-and-

answer session has reached its midpoint as well as when the communication apprehension
session is nearing its end. At these points, refocus the discussion, ‘:i‘ ‘ “ q”H"l 2
stating, “We've had a number of questions related to [this aspect of ~ ' ®2 © MHEIPTER COMITHIEE
the topic|. Do we have any questions on topics we haven't covered
yet?” In this way, you can make a space for people who have not yet

with another person or persons

been able to ask their questions. trait anxiety

apprehension about communicating with

) ildi i : others In any situation
t" Building Your Confidence as a Public Speaker Lsbilulie

Even the most experienced speakers get a little nervous before they give a B |
peech, so it is normal that yvou might feel a bit nervous, too. One reason Sfatef SHAIUI) ‘anxr|>ety
2 / < g apprehension about communicating with
We become anxious is that we care about our topic and our performance
We want to perform well and deliver a successful speech. Another rea-
Wwe might be nervous before a speech
B because we fear the unknown; we
Slicipate the speaking event and imag-
e that it will be stressful long before
M actually give the speech. These are
50 normal, and it is helpful to know
at there are ways to build your confi-
#0Ce as a speaker and reduce some of
Nervousness your might feel.
Our nervousness before a speech is
eﬂ_ called communication appre-
slon; it s the level of fear or anxiety =
Sciated with either real or anticipated 3|
SMMmunication with another person :

i A LI

others in a particular situation

)

:
&
!
3
4

NN A A BB S AR A LS

. o i :
: 1 obersons (Finn, Sawyer, & Schrodt,
g 7‘ MfCroskey, 1977; Winters et al., :
§ 5 Witt, Roberts, & Behnke, 2008).

X ommu NG - 5) - o QOur confidence as speakers increases
» nicat shension c: orms. People who are appre- .
5 - b b 1on ﬂpp!‘Lht’ﬂSl()n ‘f‘ln take two fo ; } idt I;P ¢ the more we give speeches. Consider the
rait about Communicating with others in any situation are sal 'O have reasons you might be nervous about
- ' Anxiety, People who are apprehensive about communicating with oth-  your speech and try to develop a plan to
Maparticylar situation are said to have state, or situational, anxiety.  minimize some of your anxiety

o S
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sness, take a moment to consider

To help rteéili‘:z:;z:: e;r: (:ate anxious in communication Situgﬁo ner

you are fef:r all kinds of interactions or only certain kinds? Most osf

L]x)soe:)(,g:rience some level of state anxiety abguh Soﬂfelco{nmunican(,n
events, such as asking a boss for a raise, verbally e\rfa uating aNothep,
performance, or introducing ourselves to a group o strangerg, Thig i
qulﬁ(i(t)r:;zl};le also experienc‘e some !evel of stateP gnxiety abol‘lt pib.
lic speaking. This is called publtc-‘speakmg anxiety (PSA), the_anx,

feel when we learn we have to give a speech or take a pul?hc-speakin
course (Behnke & Sawyer, 1999; Bippus & Daly, 1999; Robinsop, 1997),
You can build your confidence and reduce somg of your PSA by folloy,.
ing the tips provided in this section. Hov.vever, if you are ex.traordinarily
nervous about giving speeches, see your instructor for Special assistance
with your fears.

Knowing why we become nervous before a spee’ch can h
our confidence. Research suggests that most people’s state a
public speaking exists for six reasons. Many people are s
because public speaking is

elp us build
Nxiety aboys

L. novel—we do not do it regularly and thus lack necessary skills;

2. done in formal settings—our behaviors when

giving a speech are
more prescribed and rigid than usual;

3. often done from a subordinate position—an instructor of boss
sets the rules for giving a speech and the audience acts as 5 critic;

4. conspicuous or obvious—the s

peaker stands apart from the
audience;

5. donein front of an audience that is unfa
more comfortable talking with people th
that an audience will not be interested in

6. a unique situation in which the
speaker is quite noticeable—aud
or ignore us, 5o we become unys
Bippus & Daly, 1999).

miliar—most people are
ey know, and we also fear
what we have to say; and

degree of attention paid to the
ience members either stare at us
ually self-focused (Beatty, 1988;

' » 2006; Stein, Walker, & Forde, 19%;
Witt & Behnke, 2006):

Trembling or shaking 80%

Mind going blank 74%

Doing or saying somethin

. g embarragsin 64%
Being unable ¢ conti i

nue talkin 63%
Not making senge 3 ; 5992
Squnding foolish ' | 59%

when . we Com
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stand our nervc
speaking 1s nov
a formal settin
make us shake
the spotlight is
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something emb
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often do not k
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mate. Even so,
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answer a quest
they speak feel
and effective d

Practice Your
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When we combine this research, a
pattern emerges that helps us under-
stand our nervousness. Because public
speaking is novel and usually done in

a formal setting, our nervousness can
make us shake or tremble. Then when Building Your Confidence

the spotlight is on us as the speaker, we
fear our minds will go blank, we will say
something embarrassing, or we will be

With another member of your class, make a list of what makes each
of your feel nervous about public speaking. Now sort this list into
categones that reflect your view of yourselves as speakers, your

:,vhei:h Sy N aids, and delivering your speeches. Identify which aspect or aspects
i of the public-speaking process generate the most anxiety for each of

making sense, or sounding foolish more you. Discuss which techniques for easing public-speaking anxiety
than we ordinarily would. As you can presented in this chapter might work best for you.
see, some of our nervousness is legiti-
mate. Even so, we can get past it and
build our confidence as speakers.
The suggestions offered here should help you build your confidence
and turn your nervous energy to your advantage.

Do Your Research

One way to build your confidence before giving a speech is to prepare as
well as you can (Daly, Vangelisti, & Webber, 1995). Careful preparation
will help you feel more confident about what you will say (and what oth-
“ers will think) and ease fears about drawing a blank or not being able to
answer a question. Speakers who research their topics thoroughly before
they speak feel prepared. As a result, they tend to be much more relaxed

and effective during their presentations.

Practice Your Speech
You can build your confidence and reduce the nervousness associated
‘with the formality of a speech by practicing. And the more times you
practice, the more confident you can become. The following example
shows how this can be done.

~ Randy was terrified to give his first speech. His instructor suggested a
mn he reluctantly agreed to try. When no one else was home, Randy
hggn to present his speech out loud and alone in his room. He then
stood in front of a mirror and delivered his speech to his own reflection.
After several horrifying attempts, he began to feel more comfortable.
§m after, he began to trust his speaking ability enough to deliver his

eech to his older sister, whom he trusted to be kind and constructive,

domg this a few times, he asked her to give him honest feedback.
1l , he practiced once more in the clothing he planned to wear and
his speech in his kitchen, which he arranged so it resembled his
oom as much as possible.
’When speakers practice their speeches before they give them, they
more familiar with the process of speaking and the formality of

BUILDING YOUR CONFIDENCE AS A PUBLIC SPessen | 321
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ion
which you construct a mental
sself giving a successful speech,

omfort by practicing alone, they cap Move
alsohavetimetomake changesim
Qir

. Spe
ess known as systematic dese“sitiza;:iak'

the situation. As they gainc

i They
hearsals beforean audience . :
;ﬁentation and smooth out the rough spots before they actually

This practice is part of a proc ) ;
mk\'lf:f‘s:: ;‘:S}:‘ducing anxiety that m_volves tenching )’Olfr.body ‘o ft’ei
a technique | her than fearful during your speeches. This techniq%

. 1xed rat )
¢:n!m h:;td ::,l::i\'e successful speeches 'and bux!d your confidence, thg
;reakin‘;. the cycle of fear associated with public speakmg.-'ralk to yoy
instruct:)r it you would like to learn more about this technique (Kangas

Dwyer, 1998, 2000; McCroskey, 1972; Smith & Frymier, 2006).

Have Realistic Expectations ' o |
A third way to build your confidence is to set realistic expectationg o

vour delivery. Few speakers sound or look like prOfeSS§0nal perforn,.
ers. When real people give real speeches, they sound like rea] People
who are invested in their topic and speech. So rather than WOrTy aboy
delivering a flawless performance, adjust your expectations to a p, o

realistic level. .
Remember, speakers pause, cough, rely on their notes for prompts

occasionally say “um,” and even exhibit physical signs of Nervousness,
such as blushing or sweating. As we give more speeches, these “flaws”
either go away or become less noticeable or we learn to manage them
etfectively. Here are a few realistic expectations for beginning speakers.

o Take a calming breath before you begin your speech.
e Remember your introduction.

e Strike a balance between using your notes and making eye contact
with your audience.

e Make eye contact with more than one person.
e Gesture naturally rather than hold on to the podium.

e Deliver your conclusion the way you practiced it.

Practice Visualization and Affirmations

Sometimes, we increase our nervousness by imagining a worst-case sce-
nario for the speech, and these images often stay in our minds. We have
set up what is called a self-fulfilling prophecy: if you see yourself doing
poorly in your mind before your speech, you set yourself up to do soin
the speech. There are two ways to turn this negative dynamic around and
build your confidence as a speaker: visualization and affirmations.

Vlsgalization Visualization is a process in which you construct a men-
i, image of yourself giving a successful speech. Research on the benefits
Of, visualization suggests that one session of visualization (about fifteen
g:l?sl;;es)(:as a significant positive effect on communication appre
s % 1990). The techniques of visualization are used by a wid¢

g€ of people—athletes, performers, and executives—and can rang¢
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% 4 Y > :
ﬂ?!ad«" quict, comfortable place where YOu cap g

mately ;m-cn minutes. Close your ?}':s M3 relaked POSRIn

: your nose 4 ar j
i/ N 1)—;1"0\)_&1 P ; 0%, fechng "’“"‘at‘um ﬁ‘d bf!‘%l}\z sh,w}y
™ i great detail, visualive the Morning of 4, d;;‘” throygt, Your
Ew, ' ‘:h' ¢ g 2 g 0o
"“Sf;u hecome filled with confidence ang energy,
4 cothing foT your speech. You drive, walk, or ride St gy
F i this same positive and confident energy, g vy . ©
i u see vourself relaxed, interacting ol :

with youy damnatgs, full of

the Mot

:"':va_ You are absolutely sure of
<enit that material in the way you would like, nd your ability 10
P“Neﬂw visualize your'self beginning your g
saching t}‘m place in your classroom fmmi'c:ou $ee yourself

s with €8¢, Nowd e\;rx :::c yourself pre::ad'y 10 use all your visua)

: gction 15 won - Your transitions a .

;’;::dmn points arc'artj.cula.ted brilliantly. ;;::ne‘:/oi;t::edifnﬂm%
antly. ).'our O,r ganization is perfect. Take as much time lfr m

in visualizing this part of your process. Be as specific and positive u

can.

vn"‘,-isualize the end of the speech: it could not have gone better. You are
selaxed and confident, the audience is eager to ask questions, and vou
sespond with the same talent as you gave your speech. As you Yettiin 1
vour Scat, you are filled with energy and appreciation for the job well
done. You are ready for the next events of your day, and you accomplis}
them with success and confidence.

Now take a deep breath and return to the present. Breathe in, hold
ii—and release. Do this several times as you return to the present. Take
s much time as you need to make this transition (Ayres & Hopf, 1989).

Research on visualization for public speakers suggests that the more

detail we give to our visualizations (what shoes we wear, exactly how
we feel as we see ourselves, imagining the specifics of our speech), the
more effective the technique is in building our confidence and reduc-
ing apprehension. Visualization has a significant eﬁeg on building
our confidence because it systematically replaces negative images with
Ppositive images.

Mfiirmations Speakers sometimes undermine their confidence through

i

' negative self-talk; they listen to the harsh judgments that many of us

;
i

DA RN P e

‘et than others. Although it is natural to ev

carry within ourselves. When we think “I'm no good at this”“1 ;movz :li
embarrass myself or “Other people are far more talented than i am,

inferior or less compe-
engage i i _talk. We judge ourselves as inferior or
“ngage in negative self-talk. We judg 2luate our own performances
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critically {that is how we motivate ourselves 10 HRPTOVE | Siegatime il
talk in public-speaking situations often is urbeipiul ¥t oo s
voices tell us we cannot succeed, our comrmumicaton 2Pt ST
increases (Ayres, 198%), e

To build your confidence, however, and counter 1he tegatie seti-tal
that might be going on in vour head before ¢ speech. B affarematume
positive statements that assert that what we wish 1o B¢ 30 15 glregoy nag-
pening. To replace the negative self-talk with athrmations. try tue o
lowing technique. For every negative assessment you ticar yousseh g
replace it with an honest assessment that you Teftame 40 t gt
This technique, sometimes called cognitive restructoning, s o prows:
that builds confidence because ot replaces negative IRoUgnL: yerte; possisve
thoughts called affirmations (Fremouw & Scott, 1979 Afirmatons am
positive, motivating statements. They are very hwipful 11 turamyg o

immobilizing self-doubts into realistic assessments and eptens, 7
sider the following exampies.
Negative Positive
I don’t know how to organize 1 can find 2 wav 1o present tns efise.
this material, tively. ] have 8 good serse of grgan-
zatwon. j can get heip € {need g
Fknow I'll get up there and 1 am capable of gving @ wongeriy'
make a fool of myself. speech. 1 know lots of stratepe: 4
; 4o 50,
'l forget what I want to say.  TI'll remember what 1 wan® 1o 52 ms
TI't have notes 1o help me.
I'mtooscaredtolook at my Il make eve comtact with 2 jeas: e
audience. peopie in the audwence.
I'm scared to death! 1 care about my performance s wil
do very well.

I'll be the worst in the class! I'll give mv speech well and am hoos.-
: ing jorward 10 a fine presencaos

- We are all learning how 1o gothag.

Positive athrmations build confidence because they reframe Beg-
tive energy and evaluations and shed hght on vour anxetes. To su wag
are terrified is immobilizing, but 10 say vou care abow vour Perirmancy
gives you room 1o continue 1o drwlop vour speech. It % abso 3 Toeer
accurate description of what is going on inmide. Affirmations car s
you in minimizing the effects of your imernal tudgments anc, skongw.
visualization, can help build your confidence abowt public speatang.
Connect with Your Audience ; : R
A final way to build your conhdence i 10 connert with Your sudsence.
getting 1o know them in dass or gathering iniormation ahes ther
before a more formal speaking situstion. As vou prepare wour e
identify what you know about them, the wavs wou are semiier to sudassc:
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Chapter Summary
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mmmammumwwwc
Speakers Are ‘

impromptu,

- ‘fﬁecﬁ\emm"smmﬁmmhmwmy~
:Wmmmmmmda speaker’s voice
mmdt'mmnmgafﬂ\ewﬂsmhmd

- vQca%nmysmvedemsadmﬁwevdm.
memmdmﬁmm%mdm pronuncia-

- ‘z'edwoiogyfefevytothnoois speakers use to help them
thefover they message. Speakers use both tradttional and
anxmmmmﬁum

mo&nmmmd-kmw

Sessions

= Ersuting 2 900d question-and-answer session has two

Steps: preparing for potential questions beforehand and

N A e A o 8 BN, B A A i

« When you prepare for the question-ang-sngwer

Sess10n, you to two things: ientily poterdia!
questions and formulate anc

RERCHU 2 Bmsawesrs £0
those guestions. i :

+ When you manage the gisCussion, you sxgyamines

format before the session begins. ksten- tnouuniiuy
and clarify any potentiai musuncerstangings, Keep
positive mind-set, address the ful autwnce wien

you offer answers, answerwith honesty, andsesr
the session focused.

Our Nervousness Before a Speech is Diper
Calied Communication Apprenensior:,

- and Speakers Can Have Trait Amxety.or
Situational Anxiety

= Tips for managing speech :apmehensmn aredu

your research, practice your speech, have
realistic expectations, practice visuaiizationand
affirmations, and connect with vour audience.

« Speakers sometimes undermme their configence

through negative seif-talk, Jo FEDIECE The pegative
self-talk, use afirmations—positive starements

that assert that what we wish 10 De true is araacy
happening.

Key Concepts
*hrmatons (324) impromptu speech (299) rate (303) :
articulation (306) inflection (304) State, or situationai, mmeety (21
Lognitive restructuring (324) manuscript speech {301) systematic desensittzatior (327
sonmunication apprehension (319) monotone {304) traitanxiety {370,
Stmeersational style (299) pauses {305} visualization {322)
disiect 1307; personal appearance (308) vocalized pauses {306,
| exwmmpocaneous speech (298] pitch (304) vocal variety 1303)
. ®yecontact (309) posture (310) volume (303)
 facial axpression (310) pronunciation (307)
Pestures (311) proxemics (313)
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Listen to this brief portion of Randy Pausch’s famous last lecture. How would you de-
scribe his delivery? What is most compelling about his delivery? Go to Web link 12.1.
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Read o listen to Ann Richards’s speech at the Democratic National Convention
in 1988. What makes her delivery unique? How does she maintain her audience’s

attention? Go to Web link 12.2.

bout Senator Edward Kennedy's speeches and delivery. Did his de-
es? Why or why not? Go to Web link 12.3.
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