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How to
Use This
Book

This book contains nine tabs.
Tabs 1-5 explain the creative
process for public speaking,
and Tabs 6-9 discuss the
basic types of speaking. The
chart to the right gives a quick
overview.

Within the chapters, headings
are in question-and-answer
format—to ask common
questions that beginning
speakers have and to provide
clear answers. Each chapter-
opening contents section also
serves as a list of learning
objectives for that chapter.
Every chapter ends with a
Chapter Review section
that reinforces these learning
objectives by reviewing them
one more time.

See pages 20-21 for more tips
on using this book to study and
to create a speech.

THE CREATIVE PROCESS FOR PUBLIC SPEAKING

Chapter 1

OVERVIEW OF PUBLIC
SPEAKING

=> Page 1

Chapter 2

GETTING TO KNOW

YOUR AUDIENCE AND
SITUATION

=> Page 25

Chapter 3
SELECTING YOUR
TOPIC AND PURPOSE

=> Page 47

TYPES OF SPEAKING

Chapter 4
LOCATING SUPPORT
MATERIALS

=> Page 67

Chapter 5
SELECTING AND
TESTING SUPPORT
MATERIALS

=> Page 103

Chapter 14
THE INFORMATIVE
SPEECH

=> Page 297

Chapter 15
TOOLS FOR
PERSUADING

=> Page 333

Chapter 16
THE PERSUASIVE SPEECH

=> Page 357




Chapter 6
OUTLINING YOUR
SPEECH

=> Page 127

Chapter 7
ORGANIZING THE
SPEECH BODY

=> Page 155

Chapter 8
INTRODUCING AND
CONCLUDING YOUR
SPEECH

= Page 173

51 B

Chapter 9

USING LANGUAGE
SUCCESSFULLY
=> Page 191
Chapter 10
DELIVERING YOUR
SPEECH

=> Page 211
Chapter 11

USING PRESENTATION
AIDS

=> Page 235

L

Chapter 17
SPEECHES FOR SPECIAL
EVENTS

=> Page 399

Chapter 12
LISTENING

=> Page 267

Chapter 13
EVALUATING SPEECHES

=> Page 283

Chapter 18

ON-THE-JOB SPEAKING

= Page 425

Chapter 19
SPEAKING IN SMALL
GROUPS

=> Page 445




What’s New in This Edition
e o 1

ASSESSING YOUN KNOWLEDGE o T .
e e Increased emphasis on

learning objectives and
outcomes: A new section
on “Learning with This
Book” in Chapter 1 and new
Chapter Reviews reinforce
the learning objectives.

. . ® Enhanced digital experience in
M)’C ommunication Lab MyCommunicationLab: Greater visual,
digital integration between the eText and
the tools in MyCommunicationLab provides a more interactive experience for students as they
create their speeches and learn the concepts behind public speaking.

The Overview chapter is
now Chapter 1:
Emphasizing the
importance of this
foundational material, the
shift also helps with overall
navigation within the text.




4

Expanded coverage of
speech anxiety: New
information on symptoms of
anxiety as well as techniques
for managing anxiety will
help students boost their
confidence.

5

Updated discussion

of ethics: This coverage
incorporates new material
on understanding ethics
and an expanded section on
avoiding plagiarism.

6

Coverage of new

topics: New areas include
mediated presentations,
Prezi presentation software,
audience learning styles,
researching persuasive
propositions, and more.
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Features

A powerfully visual DK design and comprehensive coverage combine for an easy-to-navigate
resource that equips students with the tools to be effective public speakers. Based on ex-
tensive research and usability studies, this full-color, tabbed, spiral-bound guidebook gives
students the practical information they seek, supported by the concepts and theories instruc-
tors want.

1

Designed for
easy use and
navigation:
Tabs and process
charts help
students quickly
find answers

to questions

on any part

of the speech
process. Blue
cross-references
guide students to
related sections.

z What Is the Process of it
Presents Communicating? T Ry
concepts
visually,
supported

by text: The
pairing of visuals
and detailed
explanations
allows students to
get an overview at
a glance and read
on for specifics.
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3 .; —
Driven by R ot
examples: This text =N
teaches by example e s e i e e
with its intricate S S, —
weaving of scenarios, b = cef
annotated speeches, R A R

. RRECLAL GG
and diverse examples g i
. # Koow yout Bdmson a0 Wik windd Knpas 1
in an easy-to-find e
blue font, including e de kgt -
comparisons of e el
ineffective and e

. . ® Erud with  sgnifioan: WIW momont
effective techniques.

Many new and
updated examples
are found throughout
this edition.

4 3 4

Emphasizes :::M“hh e
confidence- TR e X
building: Starting : e

with a section e S

in Chapter 1 e e

on overcoming S

apprehension, the text e A

then features blue
“Confidence Booster”
sections throughout

to help students deal

with fears and be well

prepared.

5 PRACTICING ETHICS

Emphasizes ethics at every stage: Sometimes impromptu speaking will make you feel
Building upon the Chapter 1 material like you are being “put on the spot” or asked to speak
on ethics and avoiding plagiarism, without preparation. Never make up information to

“Practicing Ethics” sections are integrated | ¢ound good or to get through the moment.
into each chapter.
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CHAPTER 15 CONTENTS
‘What Is Persuasive Speaking? 33

What Should a e 136
T Marrow Listeners'Options 336
2 Appeal to a Particular Response 336

3 Supporta Propastion of Fact, Value, or Palicy 337

What Are the Traditional Appeals Used to

Persuade? 33
1 Appeal to Pathos 138
2 Appeal to Mythos 39

3 Appeal to Ethos
4 Appeal to Logos

6

Highlights a learning objective

in each chapter heading: Chapter
headings are in question-and-answer
format—to ask common questions that
beginning speakers have and to provide
clear answers. Each chapter-opening
contents section also serves as a list of
learning objectives for that chapter.

7

Correlates with NCA learning
outcomes: Learning objectives are based
on the outcomes described in Part One of
“Speaking and Listening Competencies
for College Students” by the National
Communication Association. A guide in
the back of the book points to where each
outcome is addressed in the text.
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Based on how

How Do You 1
Cite Sources
Orally?

students do

research: The
research chapters in
Tab 2 are designed
around the astounding
array of resources
available to students
today. Coverage
emphasizes how to
evaluate sources and
how to cite them orally
and in written form.

9

Includes checklists and tip
boxes for practical application:
Extensive use of checklists gives
students practical tools to help them
create and evaluate their speeches
at each stage of the process. Tip
boxes provide useful information
and advice along the way.
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CHECKLIST for Evaluating Working

Main Points

3 Doss each main point cover only one key

idea?

0 Are my main peints similarly const{
(are they parallel)?

1 Am | roughly balancing the time spd
each point?

2 Do my main points relate back tot|
central idea?

TIP: Judging Topics
Be careful not to judge a topic too quickly. Some
topics may appear to be a waste of time but can
be used creatively. For example, making bubble
tools and soap solutions may seem unworthy for

a college class. However, if your audience consists
of parents or elementary education majors, or if it
Is close to finals week, you might be giving your
audience information they can use to involve their
children or students in the creative process or a
great activity riate the stress of studyil

10

Covers presentation

Follow Good Dedgn
Principlss

In iy The A an B of
i o st ey

aids in a truly visual
way: Chapter 11, “Using
Presentation Aids,” takes
full advantage of the
cutting-edge and visual
nature of the text to
explain and showcase the
variety of aids available to
students today—and the
best ways to maximize
their use.




Supplements

INSTRUCTOR'’S MANUAL

Prepared by Christa Tess Kalk, Minneapolis Community
&Technical College, this comprehensive, peer-reviewed
resource offers a chapter-by-chapter guide to teaching
with this innovative book! Each chapter features learning
outcomes, a detailed lecture outline, discussion questions,
activities, and content quizzes. There also are many
suggestions for incorporating visual elements from the book
and multimedia resources from MyCommunicationLab in
your lectures and assignments.

Available at www.pearsonhighered.com/irc

(instructor login required); 1ISBN 0-205-94465-5

POWERPOINT™ PRESENTATION PACKAGE

Prepared by Erin E. Baird, University of Oklahoma, this
text-specific package provides a basis for your lecture with
visually enhanced PowerPoint™ slides for each chapter of the
book. In addition to providing key concepts and select art from
the book, these presentations bring the book’s exciting visual
presentation to life with pedagogically valuable animations

as well as detailed instructor notes. A separate set of art slides
includes figures, tables, and checklists from the book so you can
easily tailor a presentation to your needs.

Available at www.pearsonhighered.com/irc

(instructor login required); 1ISBN 0-205-94464-7

A GUIDE FOR NEW PUBLIC SPEAKING TEACHERS
This handy guide helps new teachers prepare for and teach
the introductory public speaking course more effectively.

It covers such topics as preparing for the term, planning
and structuring a course, evaluating speeches, utilizing the
textbook, integrating technology into the classroom, and
much more!

Available at www.pearsonhighered.com/irc

(instructor login required); 1ISBN 0-205-82810-8

MYTEST COMPUTERIZED TEST BANK

This flexible, online test-generating program includes all
questions found in the Test Bank, allowing instructors to
create their own personalized exams. Instructors also can
edit any of the existing test questions and even add new
ones. Other special features include random generation of
test questions, creation of alternate versions of the same test,
scrambling of question sequence, and test preview before
printing.

Available at www.pearsonmytest.com

(instructor login required); 1ISBN 0-205-94463-9

TEST BANK

The fully reviewed Test Bank, prepared by Diana Murphy,
contains multiple-choice, true/false, completion, short-
answer, and traditional essay questions. Unlike any other
public speaking test bank available, we also offer item
correlation to NCA's “Speaking and Listening Competencies
for College Students”and visual essay questions that require
students to evaluate and discuss key visual elements from
the book. Each question includes a correct answer and is
referenced by page, skill, and topic.

Available at www.pearsonhighered.com/irc

(instructor login required); 1ISBN 0-205-94462-0

PEARSON PUBLIC SPEAKING VIDEO LIBRARY

Pearson’s Public Speaking Video Library contains a range
of different types of speeches delivered on a multitude

of different topics, allowing you to choose the speeches
best suited for your students. Please contact your Pearson
representative for details and a complete list of videos and
their contents. Some restrictions apply.

For a current, complete list of accompanying student and instructor supplements, visit
www.pearsonhighered.com/communication. Select instructor supplements are available at
www.pearsonhighered.com/irc (instructor login required).




MyCommunicationLab®

www.mycommunicationlab.com

MyCommunicationLab is an online homework,
tutorial, and assessment program that truly engages
students in learning. It helps students better prepare
for class, quizzes, and exams—resulting in better
performance in the course. It provides educators a
dynamic set of tools for gauging individual and class
performance. And MyCommunicationLab comes
from Pearson, your partner in providing the best digital
learning experiences.

- A personalized study plan guides students to
focus directly on what they need to know, helping
them succeed in the course and beyond.

- Assessment tied to videos, applications, and
chapter content enables both instructors and
students to track progress and get immediate
feedback—and helps instructors find the best
resources with which to help students.

The Pearson eText lets students access their
textbook anytime, anywhere, and any way they
want—including listening online or accessing on a
smartphone or tablet device.

Videos and Video Quizzes: Sample student and
professional speeches offer students models of
the types of speeches they are learning to design
and deliver. Many interactive videos include short,
assignable quizzes that report to the instructor’s
gradebook.

PersonalityProfile: Pearson’s online library for
self-assessment and analysis provides students with
opportunities to evaluate their own and others’
communication styles. Instructors can use these
tools to show learning and growth over the duration
of the course.

+ MediaShare: A comprehensive file upload tool that
allows students to post speeches, outlines, visual
aids, video assignments, role plays, group projects,
and more in a variety of formats including video,
Word, PowerPoint, and Excel. Structured much like
a social networking site, MediaShare helps promote
a sense of community among students. Uploaded
files are available for viewing, commenting, and
grading by instructors and class members in face-
to-face and online course settings. Integrated video
capture functionality allows students to record video
directly from a webcam to their assignments, and
allows instructors to record videos via webcam, in
class orin alab, and attach them directly to a specific
student and/or assignment. In addition, instructors
can upload files as assignments for students to view
and respond to directly in MediaShare. Grades can be
imported into most learning management systems,
and robust privacy settings ensure a secure learning
environment for instructors and students. Upload
videos, comment on submissions, and grade directly
from our new MediaShare app, available free from
the iTunes store; search for Pearson MediaShare.

Class Preparation Tool: Finding, organizing, and
presenting your instructor resources is fast and

easy with Pearson’s class preparation tool. This fully
searchable database contains hundreds of resources
such as lecture launchers, discussion topics,
activities, assignments, and video clips. Instructors
can search or browse by topic and sort the results
by type. You can create personalized folders to
organize and store what you like or download
resources, as well as upload your own content.
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CHAPTER 1 OVERVIEW OF PUBLIC SPEAKING



Introduction

When Jenna and Sergei enrolled in a public
speaking class, both saw it as a waste of time
and dreaded it more than anything. Jenna
worried that she wouldn't find anything
interesting to say. Sergei was nervous and
thought he would never want or need to use
public speaking skills beyond class.

Before their class ended, Sergei and Jenna
felt differently. Jenna realized that a speech
about Ramen noodles could be interesting
if she used dynamic language and delivery
as well as unique support materials. She
discovered that this popular college snack
helped fight hunger in Japan after World War
1I. Jenna developed confidence in speaking
and went on to own a consulting firm inspiring
small business owners.

Sergei learned that his nervousness could be
an asset and that he could give a good speech.
He still got nervous but knew how to positively
channel his anxiety. Sergei joined the Mock
Trial Club—something he would have passed
up before the class. Even more astounding, he
found he enjoyed it and changed his major to
pre-law.

You may not yet see the benefit of learning
to speak effectively, either. The extraordinary
events in our lives requiring us to step to the
lectern are hard to predict. But no matter
what career you pursue, the influence that
effective speaking will have on your life is
significant. You will find yourself needing to
defend a decision, promote your business,
protect your family, or take a stance. These
events require that you move beyond
everyday skills and develop competent public
speaking skills. This book will help you step
up to those challenges.
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When Will You
Use the Skills
Offered in This
Book?

1 In Your Public Life
2 In Your Professional Life
3 In Your Personal Life

In Your Public Life

Taking the time now to understand the public
speaking process will help you:

= Improve your ability to speak out about
issues in your community and larger
society.

= Become more culturally sensitive.

= Become a better consumer of public

communication from others through the

development of your critical thinking skills.
Engaging in public speaking is empowerment
at its purest. We live in a country that honors
its people with the freedom of speech, and as
citizens, we can use that freedom to improve
our lives and those of future generations.
Someday, you may find yourself the president
of a local community project to keep children
drug-free. You may find yourself appointed
the neighborhood spokesperson when a large
corporation wants to purchase land in your
neighborhood for a new construction project.
When family members struggle to pay their
medical bills, you may find yourself speaking
out for medical reform. You will encounter
numerous times throughout your life when
you will need to have the courage to speak
out publicly on issues that concern you and
those you care about.

PRACTICING ETHICS

When evaluating and responding to the
communication of a speaker, strive to understand
his or her point of view, needs, and behavior.
Create a caring and mutual learning environment
when responding to a message. For example,
when you may disagree with someone’s message,
listen carefully to the entire message as an option
before you judge it.



2

In Your Professional Life

Individuals who develop effective
communication skills get better grades, more
promotions, and higher pay, and they have
more overall success in their educational and
professional careers. No matter what major
you select or what profession you end up
working in, you will need to be an effective
speaker.

Learning how to outline or cite sources
is as important in a science research class
as it is in a speech class, and learning how
to listen will help you in all your classes, as
well as in your professional relationships.
Today, most two-year and four-year
college courses in any field have an oral
presentation requirement. When looking
for a job, you will find that most employers
place a high emphasis on good written and
oral communication skills when hiring and
evaluating their employees. The basic job
interview is quite possibly the most difficult
persuasive communication most of you will
undertake.

3

In Your Personal Life

Personal benefits relate to your self-
development and self-esteem. When you
engage in public speaking, you learn more
about yourself and others, as well as how to
be a better listener and overall person.

For example, think about the beliefs you hold
related to topics like abortion or gay marriage.
Can you articulate why you hold these beliefs
and support them? What can you learn about
yourself when you publicly articulate your
feelings related to these topics? How can you
leam from listening to others who agree or
disagree with your feelings?

The self-esteem benefit may be the
most important at this point in your public
speaking mission. Most beginning speakers
have some fear or stage fright related to
giving a speech. Ironically, the single best
way to beat the stage-fright monster is
1o give many speeches. Once you realize
that you can give a speech and that most
audiences are more forgiving than you think,
you will find confidence in yourself that you
didn't know existed.

If I had to go back to college again — knowing what I know
today — Id concentrate on two areas: learning to write
and to speak before an audience. Nothing in life is more
important than the ability to communicate effectively.!

PRESIDENT GERALD R. FORD






