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lMpeducnosue

JlarHoe yueGHOe mocoOre apecoBaHO BCEM, KTO BJIaJeeT aHTJIMii-
CKUM SI3BIKOM U XOYeT HAyYUThCS HCKYCCTBY IyOJIMYHOU pedw.
OT yMeHUst TOBOPUTH MyOJUYHO U KPUTUYHO BOCIIPUHUMATD CKa3aH-
HOE BO MHOTOM 3aBUCHUT MPOdeCCUOHANBHBIN ycTeX. B JKU3HM KaKa0To
OBIBAIOT TaKKe MOMEHTBI, KOI/la IIPUXOAUTCS BBICTYIATH ITyOJUYHO.
B smoxy riobanusaiinn Bce daiiie BOSHUKAeT HeOOXOAUMOCTD BBICTY-
narb myOJUYHO Ha aHTJIMIICKOM SI3bIKE, KOTOPbIl CTAHOBUTCS SI3BIKOM
MEJK/LyHAPOIHOTO O0OMIeHUs. B aHTJIOA3BIYHBIX CTPAHAX CYIIECTBYIOT
MHOTOBEKOBbIE TPAAUIINU 00yUeHMsI TyOJUYHON peun. B Hamell ctpate
BO MHOTHX CPEHHUX U BBICIIMX YUeOHBIX 3aBEICHUSIX TPOBOISATCS KOH-
KYPCBI OPATOPCKOTO MAcTePCTBA HA AHTJIMIHCKOM SI3BIKE; TIOSBJISIOTCS
KJIyOblI, T[e/IbI0 KOTOPBIX SIBJISIETCSI PA3BUTHE Y UX UJIE€HOB HABBIKOB
o01eHust, yOJIMYHBIX BBICTYIICHHWIA U JIMIEPCTBA.

YuebHoe mocobue «AHTIUICKUI S3BIK 711 TTYyOJUIHBIX BBICTY-
mwiennit. English for Public Speaking» opuenTipoBaHo Ha IpakTrde-
CKO€ OBJIaJIEHUE UCKYCCTBOM TIy6andHoi peurt. OHO nmpegHazHaYeHO
JUISL CTYZIEHTOB MAarucTepPCKUX MporpamMM U OakasiaBpuara, 00ydaro-
HIVXCS TT0 9KOHOMUYECKUM ¥ TYMAaHUTAPHBIM HATIPABJIEHWSIM U CIIETIH-
AJIbHOCTSIM.,

[Tocobue cocTouT M3 BOChbMHU TJiaB, 6ubIMoTpadun, HECKOTbKIX
MPUJIOKEHU U CITUCKA UHTEPHET-caiiToB. Kaxkmaas riaBa HaYMHAETCS
C BOIIPOCOB, KOTOPbIE MOTYT CJYKUTh B KaueCTBE IJIaHA U TOMOTYT
COCPEZIOTOYNTHCSA Ha OCHOBHBIX TIOJIOKeHUAX. PekomeHmyercs oTBe-
YaTh HA 3TU BOMPOCHI MTOCJe TPOYTEHUS TIaBbl. Bompockl npeamomna-
raloT MPOBEPKY YCBOEHUI Marepuaja. B KOHIle KakIoi TJIaBbl €CTh
BbIBO/IBI (Summary). Marepuait, peacTaBaeHHblil B T1aBax mocoOwus,
pasjieieH Ha HeGOJIbINe Pas/esibl ¢ 1eJIblo 00JerdeHust ero usyde-
HUST ¥ TIOBTOPEHMSI, a TakKe st 00eciedeHrsl BO3MOKHOCTH MHOTO-
KPaTHOTO MOBTOPHOTO OOpAIeHust K TeM WJIM WHBIM paszesaM. [Ipak-
TUYECKasl YaCcTh KaK/IOH TEMbl COJMEPIKUT 3aJ[aHUS /IS 3aKPeTLIeHUS
MaTepuasa, a TaKKe TECTOBbIE 3a/I[aHMUsI, C TTIOMOIIBI0O KOTOPHIX MOKHO
OIPEIeJINTh YPOBEHDb BOJHEHSI OPATOPa BO BPEMsT MyOJIUYHOTO BBICTY-
IJIEHUST, OIIEHUTh YPOBEHb YMEHWIT M HABBIKOB BBICTYIATD MyOJTHYHO
U HEKOTOpPbIE Apyrue. B mocobum nMeroTcst ajpeca caiTos, Ha KOTO-



PBIX MIPEACTABIEHO GOJIBINOE KOJIUIECTBO Pa3HOOGPA3ZHOTO JMOIOJIHHU-
TEJIbHOTO MaTepuJia, B TOM YKCJIe BUIEO- 1 ay/INOPECyPCHI, TTOJIe3HbIe
JUIST CAMOCTOSATENIbHO# PaboThI.

[Tocobue Haunnaetcs ¢ TyaBbl «Listening». B 51011 riase paiorcs
PEKOMEH/IAIIUU IO OI[eHKEe JOCTOBEPHOCTH U TOJE3HOCTU PEUH.
W3BecTHO, 4TO TPOIIECCHI TOBOPEHUS U CJYIIAHUS TECHO CBSI3AHBI
MeskLy co60it. OpaTopy He0OXOAUMO 3HATh, KaK CIeJIaTh IPOIECC BOC-
NPUATHS peun ciayaresassmu 6osee addexrusubim. [IpencraBisiercs
YMECTHBIM 3apaHee TOCETUTh MECTO TPENNOIATaeMOr0 BBICTYTLIe-
HYSI, 9TOOBI YIOCTOBEPUTCSI B TOM, YTO CJIyIIaTeIell Huuero He Oyaer
OTBJIEKATh OT BOCTIPUATHS peun. [lepes TeM, Kak HAYaTh TMOJATOTOBKY
K BBICTYIUIEHUIO, HYKHO BBISICHUTD, /IJIST KOTO TIPeJHA3HAYEHO BBICTY-
mwienue. [IpencraBisgercs moge3HbBIM MPOBECTU JAeMOorpaduuecKuid,
MCUXOJIOTHYECKHIT U CUTYAI[MOHHbIN aHAJIN3 TIPEOJIaraeMoi ayuTo-
pun. Bo BpeMst caMOTO BBICTYTIJIEHUS HYKHO TIOA/IEPKUBATH C ayANTO-
pueil o6paTHyIo cBsi3b. OpaTop J0JIKEH CYMETh PACIIOJNOKHTD K cebe
ayZINTOPUIO, BHUMATEJHHO CJEIUTh 32 BCEMH BePOAIbHBIMU U HEBEP-
GaJIbHBIMK 3HAKaMK CO CTOPOHBI ciymiarteseil. B ¢Bsiau ¢ atum cosep-
IMEHHO HeC/ydaitHo, 4To BTopas riaBa <Analyzing Your Audience>
MOCBSINIEHA AaHATU3Y ayAUTOPUU. B MaHHylo rIaBy BKJIIOYEH TaKKe
MaTepuaj 0 HaIlMOHATLHOU creln@uKe ayTUTOPUN.

Ycenex BbICTYIJIEHUS] BO MHOTOM OIIPENIEJISIETCST TEM, KaK OPaTop
HAUYMHAET U 3aKAHYUBAET CBOIO Peub. ITOMY MOCBSIIAETCS TPEThS
rinaBa «Introducing and Concluding Your Speech». Ouenb yacto
BO3HUKAIOT TPYAHOCTU Ha JTalle COCTABJIEHUS PEUU U ee MpousHece-
HUSI, TI09TOMY B 4eTBepTOil TiiaBe «Quverview of the Speechmaking
Process», nsaroii rinase «Supporting Your Speech», mectoii riase
«Delivering Your Speech» naetcst anains npoiecca HallMCaHus PeYn
U ee TIpou3HeceHus1. B 3THX ri1aBax 1mpe/cTaBIeHbl I3bIKOBbIE CPE/ICTBA,
KOTOPBIMHU pacriosiaraet putopuka. OHM CHCTEMATU3UPOBAHLI B COOT-
BETCTBUM CO CTPATETHell PUTOPUKHU: OPUEHTAIlMell Ha SCHOCTb peun
U Ha MCIOJIb30BaHe N300Pa3UTeTbHO-BbIPA3UTENBHBIX CPE/ICTB.

WN3BecTHO, 4TO B TIpOIlecce TIPOU3HECEHUST PEYN OPATOP BO MHOTUX
caIydasix IOJUKeH yOeIuTb ayuTOPUIO, OKA3aTh HA Hee OTpeesieH-
Hoe Bo3zieiictBue. B cBsi3u ¢ atum cenbMmast rnaBa «Understanding
Principles of Persuasive Speaking» nocssiiena yoesxaaoneil pevm.
Heo6xoanmMo KOMGUHUPOBATH Pa3HOOOPa3HbIE CPEICTBA PEYEBOTO BO3-



JedCTBUS U KPUTHYECKU WX aHAJIM3UPOBATH C TOUKH 3PEHUS yOeIu-
TEJTLHOCTH.

B nocsienneii BocbMoii riaBe «Special-Occasion Speaking» pac-
CMaTPHUBAIOTCS PAa3JIMYHbIE BUIbI TTyOJUYHOI PEeUr, IPUBOANTCS HILITIO-
CTPaTUBHbBIN MaTepHaJl.

B nipusioskenny IpUBOASITCS CTUIUCTUIECKUE TEPMUHBI, UJLTIOCTPU-
POBaHHbIE TIPUMEPAMU; UMEIOTCSI TEKCTHI BHICTYIIJIEHUH 0OIeCTBEHHO-
MOJIUTUYECKUX JIesITesIel, KOTOPble MOKHO MCIIOJTb30BaTh TIPY aHAJIN3e
JJTS1 MILTIOCTPAIIN TEOPETUYECKUX TTOJI0KEHUH; aeTCS CIUCOK IIUTAT.
Ucnonb3ys WHTEPHET-CCHLIKKM, MOKHO HAWTU MHOTO UHTEPECHOTO
JOTIOJTHUTEJILHOTO MaTepuasia K Kaskaoil riaBe mocoOwusl.

Ocoboe Biusinue Ha (HOPMUPOBaHUE PUTOPUUYECKON KOHIIEI-
nuu asropa okasaiau paborer A. K. Muxanbckoit, 1. A. CrepHuHa,
E. JI. ®peiipunoii, I1. Conepa, [I. Kapuern, X. JlemMepMaHa 1 HEKOTO-
PBIX IPYTUX OTEYECTBEHHDIX 1 3aPYOEKHBIX aBTOPOB.

YuursiBass yueOHBIN XapakTep W3AaHUsl, TOAPOOHBIE CCHIIKU
B OOJIBIIMHCTBE CJlydaeB He jgaloTcs. Bee ucnosb3oBaHHble pabOTHI
1 PEKOMEH/[yeMble ICTOYHUKH TTPUBEIEHBI B CITUCKE JINTEPATYPHI.

Hazeemcs, uto panuoe mocobue OyAeT MOIe3HO KasKIOMY, KTO XOUeT
HAYYUThCS BBICTYNATh IyOJIUYHO.

JlanHoe yueOHOe 10coOre MOKET ObITh UCIIOJIb30BAHO Ha TIPAKTHYe-
CKMX 3aHSATHUSAX 110 AaHTJTUHCKOMY S3BIKY, & TAK)Ke IPU U3yYEeHUU CIell-
KyPCOB U AMCIUILUINH TI0 BBIOOPY, CBSIBAHHBIX ¢ PUTOPUKOI U KYJIbTY-
poii peun. MaTepuasibl HOCOOUST MOTYT OBITH UCITOJIB30BAHBI B TIPOIECCE
MPUMEHEHUS] TEOPETUUYECKUX TOJIOKEHUI Ha MPaKTUKe, HATIPUMED,
pu BbIOOPE PEYeBOTO TMOBeAeHNs, (PYHKIMOHANBHOIO CTUJIS, B [IPH-
MEeHEHWH 9JIeMEHTOB KOMIIO3UITMOHHOTO W CTUMNCTUIECKOTO aHAIN3a
u 1.1. ITocobue nmeet cBoeii yeavio:

* chopMHUPOBATH PUTOPUYECKIE HABBIKM U YMEHUS;

* chopMHUPOBaTH 1€JIOCTHOE TPEACTABIEHNE O KYJbType pedn
Ha aHTJINHICKOM S3BIKE;

* BbIpaboOTaTH MOTPEOHOCTH W TOTOBHOCTH COBEPIIEHCTBOBATDH
pUTOPUYECKOE MACTEPCTBO.

[Tpu MCMOIB30BAHUK JAHHOTO MOCOOUST PEIMIAIOTCS CIEAYIONNe
sadauu:

* TI03HAKOMUTD C COBPEMEHHON PUTOPUKON KaK JIMHTBOKYJIBTYPO-
JIOTUYECKOU 1 JIMHTBOIIPAarMaTUYeCKOU AUCIUTIIMHOMY;

* OCYIIECTBUTD MPAKTHUYECKYIO PUTOPUYECKYTO MTOATOTOBKY, ChOp-
MHUPOBATh OCHOBBI MACTEPCTBA MyOJIMIHBIX BHICTYILIEHUT;
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* HAYYUTh KPUTHUYECKH BOCIIPUHUMATD ITyOIMYHbIE BBICTYILIEHUS,
aHAJTM3WPOBATD UX CO/EPKaHNe I MaHEPY Mpe3eHTaIIH.

Marepuasibl, NpeAcTaBIeHHbIle B TaHHOM y4eOHOM MOCOOUH,
HAITPABJIEHBI HA TO, YTOOBI PA3BUTh TBOPYECKOE MBIIILIEHIE U KPUTHYE-
CKHI1 ITO/IXO/] K U3YYaEeMbIM SBJICHUSIM, HAYUYUTDb U3BJIEKATH U3 HAYYHOM
JIUTEPATyPbl HEOOXOAMMYT0 UHMOPMAIIIIO, CAMOCTOSATETHHO 1€I1aTh
000011IeHNsT 1 BBIBOJIbI KAaK M3 MOJIOKEHWIT, UMEIOIIUXCSI B CHEINalb-
HOU JIUTEpaType, Tak U U3 COOCTBEHHBIX HaOIOEHII Hall (haKkTHyde-
CKHM SI3bIKOBBIM MaTEPUAJIOM.

VHTerprupoBaHHBIM PE3yJIbTATOM PAbOTHI C TTOCOOUEM SIBJISIETCSI
dopMupoBanue U pa3BuTHE OA30BBIX KOMIIETEHIUN (S3bIKOBOI, peue-
BOIi, KOMIIEHCATOPHOM, MTO3HABATEIbHOMN, COIMOKYIBTYPHOM, JIMHT-
BOKYJIbTYPOJIOTHYECKOI, TPEIMETHOI, MH(MOPMAIIMOHHON 1 caM000-
pa3oBaTeNbHON ), COCTABJISAONINX UHOS3BIYHYIO MPOdecCHoHaATbHYIO
KOMIIETEHTHOCTb.

B pesysbrare paboThi ¢ mocobueM 00yJatoIUiics J0JIKEH:

3namo

* OCHOBHbBIE XapaKTEPUCTUKK MTyOJIUIHOI pedn;

*  BUbBI MyOJIMYHON peuw;

* 0o0IIue MTPUHITUITH PUTOPUIECKOTO aHAJIN3A;

* OCHOBBI (DOHOCTUIUCTUUECKOI A bepeHmanuu myoInaHON
peuwy;

ymemo

* OCYIIECTBJISATH aHAJU3 HAYYHON JTUTEPATYPBI;

* [PUMEHSITh aJITOPUTMbI aHAJIN3a W OLEHKHU IyOJIMYHBIX BBICTY-
ILJIEHU;

* COCTaBJISATH TEKCTBI COOCTBEHHBIX MYOJIMIHBIX BBICTYTIJICHUIT,

* BBICTYIIATh C IIyOJIMYHON peubio;

* TPUHUMATH y9acTHe B KOHKYypPCaX OPaTOPCKOTO MacTepPCTBa;

eaademo

*  CHEHUAIBHON TEPMUHOJIOTHEIH;

*  MeTOJaMU KOMIO3UITHOHHOTO U CTUJIMCTUYECKOTO aHAIN3A SI3bI-
KOBOTO MaTepuana;

* HaBBIKAMU COIMOCTABJIEHUS PUTOPUYECKUX ABJIEHUN HA MaTepH-
ajie aHTJIMHCKOTO W POJTHOTO SI3BIKA;

* HABBIKAMHU WCIIOJb30BaHUS 3HAHUU B 00JACTH PUTOPUKHU
Ha TIPaKTHUKE.
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Pabora ¢ nmoco6uem ocHOBaHa Ha MPUHIUIAX JUYHOCTHO-OPUEH-
TUPOBAHHOTO MOJX0/a K OOYYEHUI0 MAaCcCTEePCTBY MyOJUUHON PevH.
PekoMeHIyeTcst UCIOIb30BaTh CJIEAYIONINe BUABI PaOOThL: U3yUeHIe
TEOPETHYECKOTO MaTepuaa, MPOCMOTP U aHAJU3 BUIeO(ParMeHTOB
nyOJIMYHBIX BBICTYIJIEHNH, aHAJIM3 TEKCTOB BBICTYILIEHUI BbIIAIO-
IUXCS aHTJINHCKAX W aMEPUKAHCKUX OOMIECTBEHHO-TIOTUTUIECKIX
nesiTesiel, coctaBieHne cCOOCTBEHHBIX BBICTYILIEHH I, TPOBE/IEHNE KOH-
Kypca 0paTOPCKOTO MacTePCTBA M OCYIIECTBJIEHHE BUJICO3ATTUCU KOH-
Kypca, OTleHKa BBICTYIIJICHIH OpaTOPOB, aHATN3 PE3yJIbTaTOB KOHKYPCA.

ABTOD BbIpaskaeT rirybOKyI0 IPU3HATEILHOCTD 3aBe/IyolieMy Kade-
IIpoll TpaMMaTuKu aHrauiickoro sizpika MIITY moxropy dunomoru-
yeckux Hayk mpodeccopy M. . bioxy u 3aBenyioniemy xadempoit
doneTnkM M Texkcuky anrauiickoro s3sika MIITY mokTopy dunomo-
rudeckux Hayk npodeccopy E. A. Hukynunoii. Ix mopanbHag mom-
nepKKa Oblia OYeHb TOJIe3Ha ITPU CO3IAHNH TAHHOTO TOCOOMSsT. X0ueTcst
TakK’Ke BbIPA3UTh UCKPEHHIOI OJIarolapHOCTh pelleH3eHTaM mpodec-
copy Kabdenpsl GOHETUKH U JEKCUKU aHTaulcKoro s3bika MIITY nox-
topy dunosnorndeckux Hayk E. JI. @peiigunoii u mpodeccopy [lemnap-
TaMeHTa MHOCTpaHHbIX s13b1koB HNY B3 moktopy dumosornyeckmx
Hayk E. B. Bemmikoii 3a ux 1iequblie 3aMmedanusl 1 IpodeccruoHaIbHyIo
noz/epkKy. boabimoe 3mavenue g mMOTydeHUS AOTOJHUTEIBHON
nHbOpPMaIUK TI0 MHTEPECYIONMM aBTOPA BOIIPOCAM MMeJa T0e3/Ka
B CIITA 1t paboThl B GUOJIMOTEKE TI0 TPAHTY, MOJIyd4eHHOMY B (hoH/IE
npesugenta k. @opaa (Gerald R. Ford Foundation). Asrop Bbipa-
JKaeT UCKPEHHIO 6J1arogapHocTh cotpyanukam douma JIx. TyHuep-
cory (G. Gunderson), X. Packe (H. Raaska) 3a okazammyio momorb
U cofieiicTBIE B cOOpe WITIOCTPATHBHOTO MaTepuasia. Boipakaio camyio
cepieuHy0 6JaroJapHOCTh CBOUM 3apyOeKHbIM Apy3bsM Vivienne
Saunders, Tammy Paxman, Janis Hall, Dana Prenatt, Rick Prenatt
3a MOJZIEP/KKY U MOMOIIb, OKazaHHy1o B pabore. XoueTcst TakkKe CKa-
3aTh cJ0Ba OJarofapHoOCTH 3aBeayoiieMy Kadeapoii «THocTpaHHbIe
sa3eikn-3» DunarcoBoro yuHusepcutera npu IlpaBurtenncte Poc-
cuiickoit Depepanuu JOKTOPY 9KOHOMUYECKUX HAyK Mpodeccopy
M. B. MesbHUUYK 32 MOJJIEPKKY U TTOHUMaHue. Bbipakaio MCKpeH-
HIOIO NPU3HATEJbHOCTDh CBOEI CeMbe, POHBIM U OJU3KUM 32 SHTY3H-
a3M, ONITUMHU3M U JKeJlaHWe BIOXHOBUTD W MOJIEPXKATh aBTOPA B TPO-
1iecce CO3/[aHUsI JAHHOTO y4eOHOTO MOCOOMSI.



There are three things to aim at in public
speaking: first, to get into your subject,
then to get your subject into yourself,
and lastly to get your subject

into the heart of your audience.
Alexander Gregg

Chapter 1. Listening

Make sure you have finished speaking
before your audience finished listening.
Dorothy Sarnoff

TASKS
1. Identify the stages in the listening process.

2. List and describe barriers to effective listening.

3. Discuss strategies to become a better listener.

4. Identify strategies for improving your note-taking skills. -

5. Discuss the relationship between listening and critical thinking.

6. Use criteria for evaluating speeches.

Are you a good listener? Considerable evidence suggests that
your listening skills could be improved. Within twenty-four hours
after listening to a lecture or speech, you will recall only about 50
percent of the message. Forty-eight hours later, you are above aver-
age if you remember more than 25 percent of the message. Improv-
ing your listening skills will strengthen your ability to think critically
and evaluate what you hear.
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1.1. Barriers to Effective Listening

Listening barriers are created when we fail to select, attend to,
understand a message or remember what was said. A listener has many
competing messages to sort through, including personal thoughts. Your
job as a public speaker is to develop a message that motivates your lis-
teners for focus on your message.

One of your key challenges as a public speaker is to capture and
hold the attention of your audience. Your choice of supporting material
is often the key to gaining and maintaining attention.

As a speaker, your job is to facilitate listener understanding by
making sure you clearly explain your ideas in terms and images to
which your listeners can relate. Again, the challenge of being unders-
tood comes back to a focus on the audience.

The final stage in the listening process is remembering. Most
listening experts believe that the main way to determine if listening
has occurred is to determine what listeners remember.

Your goal as a public speaker is to develop and deliver a speech
that audience members will listen and respond to. The more you know
about potential obstacles that keep your listeners from listening, the
better able you will be to develop messages that hold their interest.
Let's look at specific barriers that keep listeners from selecting, attend-
ing to, understanding and remembering a message; we'll also suggest
ways in which you, as both speaker and audience member, can over-
come these barriers.

We all spend a large part of each day listening. That's good news
and bad news. The good news is that because we listen a lot, we have
the potential to become very effective listeners. The bad news is that
instead of getting better at it, we often get tired of listening because we
hear so much information that we "tune out."

As a public speaker, you can keep your audience from tuning out
by delivering a message that is clear and easy to understand. Using inter-
esting and vivid supporting material is another key to keeping your listen-
ers listening. Finally, you must build redundancy into your message so
that if listeners miss an idea the first time you present it, perhaps they will
catch it during your concluding remarks. Remember that listening is hard
work. Decide what is important in a speech and focus on that.
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Your own thoughts are among the biggest competitors for your at-
tention when you are a member of an audience. Most of us would ra-
ther listen to our own inner speech than to the message of a public
speaker. Food, worries and daydreams are major distractions for the
majority of listeners.

To counteract this problem, as a speaker, you can focus on main-
taining your audience's attention, using occasional "wake-up" messag-
es such as "Now listen carefully, because this will affect your future.”
As a listener, you can learn to recognize when your own agenda is keep-
ing you from listening, then force yourself to focus on the speaker's
message.

Outside Distractions

When you are the speaker, try to control the physical arrange-
ments of the speaking situation before you begin your speech. Do the
best you can to reduce or eliminate distractions (close windows and
window shades to limit sight and sound in the room in which you are
speaking; turn off blinking fluorescent lights if you can; try to discou-
rage whispering in the audience). Try to empathize with your listeners.
Check out the room ahead of time, sit where your audience will be
seated and look for possible distractions.

As a listener, you also need to do your best to control the listening
situation. If you must, move to another seat. If the speaker has failed to
monitor the listening environment, you may need to close the blinds,
turn up the heat, turn off the lights, close the door or do whatever is
necessary to minimize distractions.

Prejudice

When you prejudge a message, your ability to understand it de-
creases. Another way to prejudge a speech is to decide that the topic
has little value for you before you even hear the message. Most of us at
one time or another have not given our full attention to a speech be-
cause we decided beforehand that it was going to bore us. Sometimes
we make snap judgments about a speaker based on his or her appear-
ance and then fail to listen because we dismissed his or her ideas in ad-
vance as inconsequential or irrelevant. Female speakers often complain
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that males in the audience do not listen as attentively as they would to
another male. Some people too readily accept what someone says just
because they like the way the person looks, sounds or dresses. Such
positive prejudices can also inhibit your ability to listen accurately to a
message.

What can you do as a public speaker to counteract this sort of
prejudice? The most effective strategy is to use your opening state-
ments to grab the audience's attention. Focus on your particular lis-
teners' interests, needs, hopes, and wishes. When addressing an au-
dience that may be critical or hostile toward your message, use argu-
ments and evidence that your listeners will find credible. If you think
audience members are likely to disagree with you, strong emotional
appeals will be less successful than careful language, sound reasoning
and convincing evidence. As a listener, you need to guard against be-
coming so critical of a message that you don't listen to it or so impressed
that you decide too quickly that the speaker is trustworthy.

Speech Rate and Thought Rate Differences

Ralph Nichols, a pioneer in listening research and training, has
identified a listening problem that centers on the way you process the
words you hear. Most people talk at a rate of 125 words a minute. But
you have the ability to listen to up to 700 words a minute. Some studies
suggest that you may be able to listen to 1,200 words a minute. Regard-
less of the exact numbers, you have the ability to process words much
faster than you generally need to. The problem is that the difference
gives you time to ignore a speaker periodically. Eventually, you stop
listening. Your "extra" time allows you to daydream and drift from the
message.

Nichols suggests that the different rates of speech and thought
need not be a listening liability. Instead of drifting away from the
speech, you can enhance your listening effectiveness by mentally
summarizing what the speaker is saying from time to time.

As a speaker, you need to be aware of your listeners' tendency to
stop paying attention. If they can process your message much faster than
you can say it, you need to build in message redundancy, be well orga-
nized, and make your major ideas clear. Just talking faster won't do

16



much good. Even if you could speak as fast as 200 words a minute,
your listeners would still want to go about four times faster than that.

You already know about speaker apprehension or the fear of
speaking to others, but did you know that some people may be
fearful of listening to information? Researchers have discovered a
listening barrier called receiver apprehension. Receiver apprehension
is fear of misunderstanding or misinterpreting, or not being able to
adjust psychologically to, messages spoken by others. Some people
are just uncomfortable or nervous about hearing new information;
their major worry is that they won't be able to understand the mes-
sage. In some cases, their worry about not being able to understand a
message is the primary barrier that keeps them from comprehending
accurately. If you are one of those people who are nervous about be-
ing in a listening situation, you may have difficulty understanding all
you hear. Your anxiety about listening creates "noise" that may inter-
fere with how much information you comprehend. Taking accurate
notes can be an active strategy that helps you feel more comfortable
about being a listener.

As a speaker, be mindful that some listeners may be anxious
about understanding your message. You can help people with receiv-
er apprehension by being more redundant. Offer clear preview state-
ments that give an overview of your main ideas. Include appropriate
internal summaries while you're making a transition from one point
to the next. Summarize major ideas at the end of your talk. Using
presentation aids to summarize key ideas such as listing major ideas on
an overhead transparency, Power Point slide, chalkboard can also help
increase comprehension and decrease receiver apprehension.

1.2. Becoming a Better Listener

Good listeners focus on a speaker's message, not on his or her de-
livery style. Rather than mentally criticizing an unpolished speaker, you
may need to be sympathetic and try harder to concentrate on the mes-
sage. Good listeners focus on the message, not the messenger.

Pay attention to a speaker's body language. Nonverbal clues
play a major role in communicating a message. Emotion is primarily
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communicated by unspoken messages. For example, facial expressions
help identify the emotions being communicated; a speaker's posture and
gestures can reinforce the intensity of the emotion. If you have trouble
understanding a speaker, get close enough so that you can see the
speaker's mouth. A good view can increase your level of attention and
improve your understanding.

Don't jump to conclusions prematurely. Give a speaker time
to develop and support his or her main point before you decide
whether you agree or disagree or think the message has any value.
As we've already noted, if you mentally criticize a speaker's style
or message, your listening efficiency will decline. Find ways to
benefit from the information you are listening to, and try to con-
nect it with your own experiences.

Identifying Your Listening Goal

If you are a typical student, you spend over 80 percent of your
day involved in communication-related activities. You spend about 9
percent of your communication time writing, 16 percent reading, 30
percent speaking, and at least 45 percent listening. You listen a lot.
Your challenge is to stay on course and keep your listening focused.

One way to stay focused is to determine your listening purpose.
There are at least four major listening goals: listening for pleasure, empa-
thy, evaluation and information. Being conscious of your listening goal
can help you listen more effectively. If, for example, your listening goal is
simply to enjoy what you hear, you need not listen at the same intensity
as when you are trying to remember what you are hearing.

LISTENING FOR PLEASURE You listen to some things just for
the fun of it. You might watch TV, listen to music, go to a movie or chat
with a friend. When listening for pleasure, just enjoy what you hear. You
can, however, observe how effective speakers or entertainers gain and
maintain attention to keep you interested in their messages.

LISTENING TO EMPATHIZE To have empathy means you at-
tempt to feel what the speaker is feeling. Usually, empathic listening oc-
curs in one-on-one listening situations with a good friend. Sometimes,
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in your job, you may need to listen empathically to a client, customer
or co-worker. Listening to empathize requires these essential skills:
1. Stop. Stop what you are doing and give your complete attention
to the speaker.
2. Look. Have eye contact and pay attention to nonverbal cues that
reveal emotions.
3. Listen. Pay attention to both the details of the message and the
major ideas.

4. Imagine. Visualize how you would feel if you had experienced
what your listening partner had experienced.

5. Check. Check your understanding of the message by asking
questions to clarify what you heard and by summarizing what
you think you heard.

LISTENING TO EVALUATE When you evaluate a message, you
are making a judgment about its content. You are interested in whether
the information is reliable, true or useful. When evaluating what you
hear, the challenge is not to become so critical of the message that you
miss a key point the speaker is making.

LISTENING FOR INFORMATION You have been in many lis-
tening situations in which someone wanted you to learn something.
Keys to listening for information are to listen for the details of a mes-
sage and to make certain you link the details to major ideas. Poor lis-
teners either listen only for facts and pieces of a message, or they are
only interested in the bottom line. By concentrating on both facts and
major ideas, while also mentally summarizing the information you
hear, you can increase your ability to remember messages. Also, re-
member to compare unfamiliar information to ideas and concepts
with which you are familiar.

Knowing your listening goal can help you develop an appro-
priate listening strategy. Be conscious of what you are seeking from
a message.

As a speaker, it is also important for you to know your audience's
objectives. If you planned to deliver an educational lecture, but it turns
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out your listeners are there only for pleasure, you will have to make
some quick adjustments to meet your audience's needs. Audience-
centered speakers consider the listening goals of their audiences.

1.3. Improving Your Note-Taking Skills

Try the following suggestions to improve your note-taking
skills. Come prepared to take notes, even if you're not sure you need to.

DETERMINE WHETHER YOU NEED TO TAKE NOTES After
the presentation has started, decide whether you need to take notes. If
you receive a handout that summarizes the content of the message, it
may be best to pay attention, concentrate on the message, and take
very few notes.

MAKE A DECISION ABOUT THE TYPE OF NOTES YOU
NEED TO TAKE If notes seem necessary, decide whether you need to
outline the speech, identify facts, write down key words or just record
major ideas. Noting key words may be enough to help you recall what
was said if you are going to prepare a report for someone else to read.
Or you may want to write down just major ideas. The type of notes you
take will depend on how you intend to use the information you get
from the speech.

MAKE YOUR NOTES MEANINGFUL Beware of taking too
many notes. Instead write down only what will be meaningful to you
later.

Leave a blank area in your notes to use as a recall column. A recall
column is a blank margin about 2 or 3 centimeters wide that you leave
on either the right- or left-hand side of your notes. Don't fill this col-
umn in while you are taking notes. Use it when reviewing your notes to
sift through the ideas you have written down and pull out the key ma-
terial you want to remember. After you have heard the entire message,
you may have a better idea of the most significant content you want to
recall later.
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SUMMARY

Prepare.

Determine whether you need to take notes.

Make a decision about the type of notes you need to take.
Make your notes meaningful.

1.4. Listening and Critical Thinking

Effective listening also requires the ability to listen critically.
To listen as well as to think critically involves a variety of skills.
Critical listening is the process of listening to evaluate the quality,
appropriateness, value or importance of the information you hear.
A skill related to being a critical listener is being a critical thinker.
The goal of a critical listener or critical thinker is to evaluate infor-
mation to make a choice.

Effective critical listeners use not just one skill but also a set of
skills that helps them evaluate messages. In your public-speaking
class you may listen to many speeches during your term. Rather than
merely listen to your classmates' speeches as just something you're
supposed to do, make an effort to practice being a critical listener.
We should emphasize that being a critical listener does not mean
you're only looking for what the speaker says that is wrong. Listen to
identify what the speaker does that is effective.

1.5. Analyzing and Evaluating Speeches

Our critical thinking and listening skills will help you to eva-
luate not only the speeches of others but also your own speeches.
When you evaluate something, you judge its value and appropriate-
ness. To make a judgment about the value of something, it's important
to use criteria for what is and is not effective or appropriate. Rhetorical
criticism is the process of using a method or standards to evaluate the
effectiveness and appropriateness of messages. A critic not only eva-
luates a message but also helps to illuminate it. To illuminate is to meta-
phorically shine a light on the message to help others better interpret it.
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We'll suggest criteria for evaluating messages and then offer specific
strategies for sharing your evaluations with others.

1.6. The Message Should Achieve Its Intended Purpose

Another way to evaluate a message is to assess whether it
achieved its intended goal. When you communicate intentionally with
someone, it is for a specific purpose: to achieve a goal or accomplish
something. Typical general goals of public speaking are to inform, to
persuade and to entertain. The challenge in using this criterion in
evaluating speeches of others is that you may not always know what
the true intent of the speaker was.

In speeches you develop, it's important to carefully consider
your speech goal. If you don't know what the purpose of your message
is, it's unlikely your listeners will know the goal. Your organization of
your message, the examples and illustrations you use and the words
you use, as well as your delivery, are key methods you can employ to
gain and maintain attention as well as sometimes motivate listeners to
take action.

1.7. The Message Should Be Ethical

A good speaker is an ethical speaker. Ethics are the beliefs,
values, and moral principles by which people determine what is right
or wrong. An ethical public speaker tells the truth, gives credit for
ideas and words where credit is due. If a speaker's message is clearly
understood by the audience and also gets the reaction the speaker de-
sired, but uses unethical means to achieve the goal, it may be an effective
message, but not an appropriate message. An ethical public speaker fo-
cuses not only on achieving the goal of the message but on doing so
while being sensitive and responsive to listeners.

1.8. Giving Feedback to Others

With these three criteria in mind that a message should be un-
derstood, achieve its intended purpose and be ethical we turn now to
the issues of evaluating speeches, providing feedback to others, and
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responding to others' feedback to improve your own speeches. The
Speech Evaluation Form (see supplement) reflects audience-centered
model of the speechmaking process. You can fill it in while you listen
to a speech or immediately afterward. Focusing on the criteria listed in
the form will help you listen critically and effectively.

When you're invited to critique your classmates, your feed-
back will be more effective if you keep some general principles in
mind. The word criticism comes from a Greek word meaning "to judge
or discuss." Therefore, as noted earlier, to criticize a speech is to dis-
cuss the speech - identifying both strengths and aspects that could be
improved. Effective criticism stems from developing a genuine in-
terest in the speaker rather than from seeking to find fault. When
given the opportunity to critique your classmates, supplement the
evaluations you provide on the form with the following kinds of feed-
back.

1. BE DESCRIPTIVE In a neutral way, describe what you
saw the speaker doing. Act as a mirror for the speaker to help
him or her become aware of gestures and other nonverbal sig-
nals of which he or she may not be aware. (If you are watching a
videotape of the speech together, you can help to point out beha-
viors.) Avoid providing a list of only your likes and dislikes;
provide descriptive information instead.

2. BE SPECIFIC When you describe what you see a speak-
er is doing, make sure your descriptions are precise enough to
give the speaker a clear image of your perceptions. Saying that
the speaker had "poor delivery" doesn't give him or her much
information - it's only a general evaluative comment. Be as spe-
cific and thoughtful as you can.

3. BE POSITIVE Begin and end your feedback with posi-
tive comments. First, tell the speaker something he or she did well.
This will let the speaker know you're not an enemy who's trying to
shoot holes in his or her performance. Then share a suggestion or two
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