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SUBJECT: Speech Techniques HOURS:_5

METHCD OF PRESENTATION:Lecture & student presen— INSTRUCTOR:_ 25X1A
tation

OBJECTIVES OF INSTRUCTION: To show the student how to utilize his voice

as an ald to good instruction; to teach fundementals of good speech and to
create an understanding of the necessity for a careful balance between

"what" is said and "how" it is said; to acquaint the student with the tech~-
niques of self-improvement of speech habits; to provide the student an oppor—
tunity to present oral instruction and be eritiqued on his presentation,
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SUBJECTS WITH WHICH COORDINATION IS REQUIRED:

REFFRENCES:  7-40,10/4: Speech Techniques; R 21-5, pp 149-156

REMARKS: tape-recordet
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Inztrncii; Treining Course
Lesson Plan

Sueech Techr-ques 1 | : e 280 Minutes

1. To show the student heu tq ‘wtilize his voice as

6 214 to cood inatructien

. 2. To teach “unanentuls of zood speech apd to
ere to an understanins of the necessity ofor a
caref:l brlence between "what® is sisd amd 'hom'
it is said,
To mequiiat the student with the techniqusa e
aelf-improvenent of saeech hrdit:,
To provide the s'wient en opportunity to present
oral 4nstruction and be critiqued on his ore-
sentation

Heferences : 7-40,10/4, "Speech Teghaiquea" ™ alfj_pagga 149-146

Trajei~g 4#1d : 1 blackboard

tane recorder, lapcl uienphone ans sufﬂcient tave
“or three hours of recorﬁiwg

ssistant during student anﬁlicatiun‘period to over-
etf ”»”o*éiﬂg mechanisn

& on
Introduction (Motivation) Lecture, questi ns - »d discu-sion

1. Importance o7 speech

2. PFaators affeeting speech
a. Characteristics of iretructar :
h. Freparstion
c. Specific technigues of delivery

Cral presentaticn devices
1. Get the atterticn of yaﬁr #150. Firat

Ze look nt mnd talk to your stufents
3. Speak in & convergationul tone
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lhaifnt a genuinm Adgare {aterest in y-ur students

" . spd in your subject: v '

v 3” ’%i.,;ler‘t ‘ «
' B3¢ enthusiastic

?. Avgid distracting mannerisas

C. Controliing pervousness 10
R 1. 3¢ thoroughly prepared
2, &ssume the proper memtal att
‘e 3. Have initicl remarks well ia wind
"t b,  Heview previous 1autmthn
5. Pell a story :
6. Bc delibera. ‘
. 32‘&.1’.01" wi ich are basic to food lpeeah o 10
1. Volce qu&.ity
2. Volume of volce
3. Bate of speaking
&, Puuses
5, Enunciation’
G. Choice of worde
7« Torming aentences
B. bmf—improvemnt for. aeveloping ei‘fectiﬁ a'ﬁeech 19
1. Critieal underatandim
2o Sta.ndarc’s
3. Froctice

11. Appligation PR AETE e - 230

A, 230 minutes devoted to kht.uﬁsnt application,

1. Apcroximately. 1@ ainutes to ve devoted to prelentation
2. Approxiwately 10 minutes to be devoted to evaluation
3. The avove based upon ten sMonﬁs in the class

3. Prervarasion of tulk to be dons euwinp the lmuon on "Hetrocfs.
Lecture.”

C. Class to evaluate each *arfor-umo using the prmrec’ evalus-
tisun sheet.

D. Teo students to be assigned %o etpren ehrdr emluatil
verd:liy,

E, Instructor to verbully aake comment on eadh presentution in
atdition to f11ling ocut nn evalustion Hrm.
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SPEECH TECHNIQUES
Importance of Speech,

True learning is the result of many factors - reading, discussing, re-
flecting, memorizing, reasoning and recalling - to naze a few, To ao~
complish learning the student and the instructor must work together,

This working togsther and the imterchangs of idees means that there must
be two-way traffic between the mind of the 1uci»uxtor and that of the
student, While writing or other forms of action My be used to conduct
this traffie, the most common method is by speakingz, It is the simplest
end quickest method, Sines the two-war trafiic is essentinl 1a all forms
of teaching, speaking playc a eritical role in every method of instruction
from the problem-solving exercise, where the emphasis i3 almost entirely
on "stndentedoing”, to the lecture and demonstration where the student

is more passive, In this unit, standard: and techniques of speaking
applicable to all methods of instructica are enphacized, These principles
and specific speech technioues cen be used by the instructor whether he is
giving a lecture; directing e conference; supervising a demonstration;
conducting an applicatory exercise; or holding a eritique,

Fa ting S h,
1, Characteristice of tho instructor.

It has bean stated that the expression of ices~ 1g 2 funetion
of the total personality, Of the many characteristics sud traite
which make up the instructor's personality, all of these have an
important effect upon the quality of his oral instructions His
sense of commnication, physical vitality, general appearance,
general inteiligence, education, professional attitude, poise and
tact, voice, enthusiasm and force, industry and initiative, sense
of humor, genuineness and earnestness.

2, Prgparstiop.

Failure to make adequste presentation is all too often the major
cause for failure in the presentation of a lesson, Regardless
of the instructor!s knowledge of his subject and the possession of
characteristies important to oral instruction, he must make thorough
preparation for the lesson to be presented, He must gain a hroad
background 1in his subject in order to eommand the respect of his
students, and give careful consideration to how the inatrustor will present

his subject so that his ideas will be communicated in an orderly
manner,
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3. Specific tech s of very.

Let us assume that the instructor knows his subject thoroughly,
that he has an effective teaching personality, that he has made
complete preparation including the selection and organisation of
subject matter and also the selection of methods and equipment to
be employed in realizing his instructional objective., If these
assumptions are met, then efficient instruction will depend largely
upon the degree of skill in the specific techniques of delivery.,

To this end, the remainder of this unit is devoted. As you study
this material keep in mind the fact that although they may be
discucsed separately, many of the techriques svs used in combination
and at the same time,

Pr t D .

The purpose of speech is to comrunicate Jders, Ihe ‘nstructor must
establish a personal contact with his cless aaC 1o must keep that contact,
The following are some suggestions to guide you, the instructor, in

your presentation: .

1, Get the attention of your qlasg. Until you have the attention
of your students, it is of no value to begin your instruction, In
some cases, walking to the center of the platform will quiet your
students and they will listen, Often it will be necessary to ask
for their attention, This is the first step in establishing contact
with your class,

2, Look at, and talk to your students, - In earnest eonversation .
the speakor does nat look out the window nor does he look at the
floor or *he eelling, Ee looks his listeners in the eye, He is
certainly not conscious of his eye directness, His earnestness

of purpese finds itc expression in tnls personal contect, This is
an outward manifestation of & mental stage, By looking people in
the eye, we convey tac ides of the fmportencs of the thoughts which
we wish to communizate, Give every atudent the feeling that you are
looking at, and teiking directly 4o him, :

3, Speak in o coaversstional menner. Be conversationally direct,
Talk to the students, Do not let your voice reflect an impersonal,,
indifferent attitude, Your voice should convey a feeling of wanting
the students to absorb vour every idea. Make frequent use of the
pronoun "you" when adirsssing yow studerts, Identify yourself
with your students ty "you", "I" or "we'., Leave the impression
that you and they have iome things in common,

4, Marifest a genuine and sincers interest in your students and in
-—2-
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your subject, Lst everything you do impress your students with

the fact that you are gemuinely and sincerely interested in the
achievement of each individusl member of the class, Bas friendly,
helpful, Respect and answer students! questions courteously, Address
students by name if possible, If necessary, use & seating cher’,
Fach of your enthusiasm for your subject can be transferred to

your students, Convince your students of the valus and importance

of your subject,

5. Beg alert, Know what is going on in your class, Pay attention
to your students'! responses, Listen carefully and evaluaste their
comments and answers to your questions, Be quick to spot an in-
attentive student. Look directly at him, Teke a step toward him
or ask him a question, Continuously ask yourself, "Do my students
understand?® Check frequently tc make sure of their degree of
vnderstanding,

6, Be aware of distractine manpepisms, An instructor should avoid

those things which cause a class to concentrate upon the instructor
rather than on the subject matter, You may not be aware of your
peculiar mannerisms unless you seek the help of your assoclates
and egk for constructive criticism of your delivery,

7. Be _cnthusiastie, There is no substitute for & physically vital
end enthusiastic delivery, Enthusiesm is contagious, You will find
if you are "sold on the subject" and convey this feeling to the
class, you will keep your students interested and make them eager
to learn, The instructor who has a dull, unanimated delivery will
soon lose his class, The instructor's enthusiasm helps to develop
favorable attitudes and appreciations for the training program,

Controlling Nervousness,

Almost svery beginning instructor experiences a nervousness which is
serious enough to have significant effect upon the quality of his instrue-
tion, This nervous reaction is not limited to the beginner, Many well-
trained highly competent instructors are ill-at-ease during the first few
minutes of each period of instruction, How to gontrol this nervousness

is one of the things thet an instructor must learn, Until he can learn

to control himself while before his class, he cannot expect to become
master of the instructional situation, Until he ecan do something for
himself, he will not be able to do much for his students, Each instructor
should deviae his own particular techniques for overcaming this tense,
111-at~case fecling, & technique which will work for one instrustor nay

be of no value to another, Listed below are several suggestions whioch

are known to have helped instructors overcome their difficulties, Try them,
Each instructor should use any combinstion of these suggestions as an -
ald to an effective presentation,

-3
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1. Be thoroughly prepared,

Actuglly the first step which can be taksa by “he irstruetor
to overcome nervousness is the thorough masivery of the sudject and
careful planning of the lesson, While planning his lesson the
instructor should keep in mind that his missicn is to train students;
they are there to learn and they are more intzrested in the subject
than in the instructor, Think of the subject and the learning
which should result from the instruction and nervousness will take
care of itself,

2, Assume thie proper merntal attitude,

The instructor's most reliable weapon for overcoming nervouaness
is a proper frame of mind toward himself, towards his students
and toward the total instructional setup, In order to assume a
proper frame of mind, he must make an intelligent, rational
analysis of the situation, He must realize that the basis for the
very unpleasant mental and physical reaction which he expsriences
when before his class 1s fear of what students will think of him
and his instruction, Students expect an instructor to have adequate
knowledge of his subject and to be able to teach it effectively.
Although they do focus their attention upon him, they do not
immediately place him on trial, If the instructor has mastered
his subject and hac mede thorough preparation for zresenting it,
he has reduced the resl reasons for fesring that the reactions of
the students will not be the ones desired, If he iias done this,
he has every right to a feeling of self-confidence which will go
far in making his rresentation a success, The instructor must
realize that the nervousness which he cxperiences is not entirely
bad, This condition is evidence of the fact that he can be stimu-
lated, by the instructional situation, Once he learns to control
himself, this nervousness becomes a keyed up, mildly emotional
feeling which is highly cesirable, .

‘3. Heve initial remarks well in mind,

The first few moments are the most difficult, It is best to
have the introduction so well in mind that no notes are needed, Do
not talk too rapidly,

4, Review previous instructior.

By starting with a reference to & phase of tralning previously
completed, the instructor immediately causes the students to focus
their attention on something with whieh they are familiar, He thus
meets them on common ground and at the same time thelr attention is
momentarily drewn away from him perscnally,

wlim
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5. Tell a story.

Nothing will "break the ice" so quickly a&s a bit of humor
injected ésrly in the introduction, However, is he chooses to tell
one, the instructor rust remember the purpose of telling the story.
He must be certain it has a pcint which can be related to the
subject, If he sets ont to get a laugh, he must make sure that he
can get one, He has dsfeasted his purpose if the story falls flat,

6, Be deliberate; slow down,

When an instructor is nervous, there is & tendency for all
bodily activities to speed up, The instructor should remember this
when he is faced with nervousness, He should be deliberate in his
movenents and careful in his rate of speech, &after a few moments
of deliberate control the stage fright will dissppear amd the
instructor's normal poise and bearing be regained,

Charactgristiaé of Good Speech.
1. Yoice quality,

Each instructor has an individugl voice quality and it is his
duty to meke it pleasant to his listeners, For each normal person,
there is a range of tones which he can make without straining his
voice, Whether cne normally speaks in a high or low piteh is not
particularly important, A tonme of high pitch usually carries farther
and is more easily heard than a low tone of the same volume, The
voice of fairly low pitch probabl: has a more pleasing quality to
a mejority of people than does the high pitched voice, It is
suggested that the instructor determine the pitch at which he can
speak with the greatest ease and clarity (this can be done by recording
and listoning to your voice), He should plan to keep this as an
average piteh frow which he will wary within the limits of en easy
range, Verying fhe piteh breaks the monotony and adds interest to
the delivery. é&n insiructor should not finish sentences &t the
sarme pitch, Nor should he lower both the pitch and the volume at the
end of the sentence,

2, Voluue of Voice,

Obviously the instructor must make himself heard, FEvery student
in his class should bhe able to hear witheut difficulty every wopd
he utters. Al*though volume is not the only factor effecting
audibility, it is certainly an essential one, Without any evidence
of stralning, the voice with sufficient volume fills the room
with strorng, rich, full tones, The voice without sufficient volume
may be loud enough but will be thin, flat and difficuli to under-
stand, The person whose voice lacks volume seems to sifain himself
in an effort to make himself heard, His voice does not carry well,

-5
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The volume must vary with the size of the class and with the
conditions under which instruction is given, Partiounlar attention
rust be given when instruction 13 presesnted in th> open or in the
fi=21d or ir & building which has poor accusties, The ruaclion of
atudents must be obssrved at all times, The imstructor can $ell

if stufents sre having diffliculiy in hearing the lecture, If there
18 any possibility that the volume of the volse is not satlefactory,
it is suggested thut you have an assistant in the resr of the room
to signal accordingly,

The rate of sprach should he adapted to the difficulty of the
cubject matter being presented, the relative importance of the idea
being expressed and the learniung abllity of the ciass, It shewid be
to the reate of unlerstanding of the students at that particulsr point
in the talk, Morsover, variely in rete of spesking is &s important
as change in voluse, Tue speaker must seclr varisty in &)l aspests
of his delivery, In gencral, if the instructor talks faster than
160 words per minute, hie students will have difficulty keeping pace
with him, If, on the other hand, he talks slower than 20, not
encugh is seid to hold interest, Over-rapid delivery tends to ceonfuse
the stedent, and over-deliberate delivery irritates the class,

L, Pauges,

Pauses rrovide the runsiustion in speech, They should be
clear and decisive, giving the student an opportunity te comprshend
the meaning that gavé oceasion for the pause, The deadly, YEr-r-r,%
"Ah", "Oh-h™ in the peuse is a erutck whieh the inatructor cannot
afford to use, The deliberately used pausc should not be confused
with heseitatlion caumed by uncertainty, Psuses should be a definite
part of the srt of speaking, The inst™uctor must he alert to its
effsative wce,

5. Erunciation,

The instruector must speek clearly and distinctly, He should
sirive for clarity of expression each time he addresses the class,
It does not make any difference vhat pert of the country the instruector
represents, or the sectionzl dlalect that is pative to him, If he
enunciates clsarly all students from all parts of the comntry will
be able to understend him,

6, Choice of words,

If the instructor is tc be nnderstcod, his werce must be chosen
cerefully end his sentenc= developed clearly and logicelly, The

~6=
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right word in the right place is the keynoite of effective speech,
Verbal commmdeaticr depends upon the use of werdes which have the
exsct shade of meaning needed tc make the thoughts clear, It is
better to cversimplily instruction thaa itc run the risk of talking
over the hasds" of studente, Your purpose iz to make clear, not
to confuse, OCertain complex technical “erus and sbbreviations are
essentlial, Eack new term or abbreviation should be defined the
first time it is wwed, Strong, meaningful, desceriptive words will
leave vivid impressions on the minds of the gtudents,

7. ¥ormiine sentences,

The careful selsction of worde implies that {hsy must bs grouped
proparly ia order to exrress Ideas clenrly am accuarately,. Evary
instzvetor shovld use short sentencus, The infleciion of hie yolce
3ignals the end of his cenlence, Unmsvessery words and phrases
must Le elininatsd, 4s an aid to firding words vhich ere sufficiently
expressive, one suggestion is that tha instructor try writing the
key points of ths lesson in short, complete sentences as he prepares
for the presentation, He can clerify his tainking and faprove his
rresentation by wriling tae complete text of what he interds to
say. An outline rather than the written lesszon should be used,
however, whea actually presenting the material, A4s a last resord,
he can memorize ey statements,

Self-irprovenent for deve

The techniques which have been presented in this uast will help the
instructor ‘o improve his speach only if he gives artra thought and care
to it, then adopte = plar lor imorovement, and has 2 desire to Improve,
Here is a broad outlins vhich should set a course fur ths development
of effective speecch habits:

1. Critical understanding,

Develop & eritical understanding of why the speech of others is
either gnod or is in need of improvement., While you listen to s
platform or radio spesker, try to analyze the speech techniques
employed, In other worde, become alert as to how others speak,

2, Standards,

Establish standards for your own epeech, Through such peasures
as self-analyais, friendly constructive criticisms from your associates,
and listening to your recordsd speech, find what your strengths
are; and work to meke these stronmger; Learn your weaknesses and work
te corract them, Set standards for yourself, and work to achieve them,

-
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3. FPractice,

Practice good speech at all times, Too often we have one
set ol mpeech techniques for the platform, others for conversation,
and stili others for home, Good speech saruid bn constantly practiced,
Make urme of recordings, Take every opporiunilty vhich .comes your way
to address an audience, OConsider every perini of instruction an
opportunity to immrove vour speech techniques, If time is availeble
have another instructor iisten to your liesscn prier to giving it
in class for the purpose of improving your presentation,

Approved For Release 2001/11/01+83A-RDP78-03362A001800040001-5




." . Approved For Rebse 2001/11/01 : CIA-RDP78-03362A0“00040001-5

L)

SPFECH TECHNIQUYS ATPPLICATION - Assigmment #1

Fach student is reouired to prepare snd present a five minute talk
on any topic related to this organizations?' activitles with which
the student-insiructor is familiar, The purpose of this talk is

to give student-instructors an opportunity tc present instruction
tc this class and to help each other improve in platform marmer and
speech, Based upon the subject matter sclected and the points to
be stressed, the student-instructor will delermine the advantages
of his having the introduction, body and summary.

Two students and two instructors will be assigned to evaluate each
student's presentation, Student evaluetion sheets will be provided
for this purpose, At the conclusion of each presentation those de-
signated ‘o evaluate will present their impressions orally. The
class will be invited to participate, to ask questions or add to

* +the corments., Oommerts should be confined to points not already

© observed or to differences of opinicn,

Eech talk will be recorded, A playback will be scheduled during the
week, At the time of playback the student wlll have the completed
evaluation sheets, A4n instructor will be present to anawer any
questions whick mey erise, The student is expected to be famillar
with the comnents on the evaluation sheet before listening to his
recording.

The student will provide lesson plans, training alds or other me=-
terials which are required for his presentation, Aids procured
from his branch mey b2 used., Training Aids Branch cannot be utili-
zed to prepasre an aid for this talk.

The technician who will make the recording will give a "two-minutes-
to-go" werning signal to the student and will stop recording at the
end of five mirutes, It is necessary for &ll to rehearse their pre-
gentations in order to complete the presentation within the five-
mirate limitb,

An instructor will be gvailable after 1700 hours on Morday to assist
any student in the preperation of his talk,
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DSTRICIR SPERCH EVALUATION SEEET
__ STUDENT EVALUATCR

Speach Analysis:

If observed, encircle the words which best describe the
instructor's speech,

YOLTME 1 Toc loud Inadequate Appropriate
PITCH : Toc high Too low Appropriate
VOCALIZATION Excessive Noticeable Regligible
QUALITY : Resal Breathy Nermel
REYTHM : Jerky Monotonous Apprepriate
RLTE 3 Too fast , Too slow Apprepriate
ARTICUTATICN Slurred, Mumbled Over precise Adequate
FRONONCIATION Exeessive srrors Over precice Appropriste
Instructor Qualjtles: On the scale betwsen the word extromes chack the
rating you give the instruetor on emch characteristic,
if observed,
POISE
Unsure of himself 1 3 : : At éase
Disorgenized 3 H : H : Systematie
Distracting H H 5 H i Dignified
FORCEFULNESS AND ENTHUSIASM
Inconzistent : : 3 F 1 Purposeful
Over-soliciticus H H : H : Firm
Over-cautious ] H H : i Cooperative
Inconsiderate 3 H H H ; Considerate
Apathetic : H H H i Vital
APIEARAKCE
Unsympethetic H H 3 i Friendly
Poor posture 3 H H 3 1 Good bearing
Unkeapt i H : H : Well groomed
GCESTURES
Avkvard H H : 3 3 Coordinated
Ineffective 3 H H : i Meaningful -
Insufficient i 3 : : Appropriste
‘ SENSE OF COMMUNICATION
Hesitant : F 3 H t Netural
Distant 3 : i 3 : Reessuring
Domineering : 3 3 i : Open-minded
Irregular 2 i 3 H : Consistent
EXTRESSION OF JDEAS
Inaccurats 3 H F i i Accurate
Formal H H : : : Conversational
Pompous 3 : 3 C s : Modest
Verbose i 3 H i : Concise
KNOWIEDCE OF SUBJECT
Superficial : : : 3 i Therough
Underonstrated i H : i Demonstrated
8. et over-all effect did the jusiructor bave op you? (State

tetefly In

your own words,
or @lrliked about him)

but gensrally indicate what you perticularly 1liked

——— o,
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SPEECH TECHNIQUES
Importance of Speech.

True learning is the result of many factors - reeding, discussing, re-
flecting, memorizing, reasoning and recalling - to name a few, To ac~-
complish learning the student and the instructor must worlk together,

This working together and the interchange of ideas means that there must
be tvo-way traffic between the mind of the irstructor and thet of the
student, While writing or other forms of scticn mny be used to conduct
this traffic, the most common method iz by spealicg, 1t is the simplest
and quickest method, Since the two-way traffic is essemtial in all Forms
of teaching, speaking plays a eritical role in every method of instruction
from the problem-solving exercise, where the emphasis is elmost entirely
on "student-doing®, to the leoture and demonstration where the student

is more passive, In this unit, standards and techniques of speaking
applicable to all methods of instruction are emphagized, These principles
and specific speech techniques can be used by the instructor whether he is
giving a lecture; directing a conference; supervising a demonstration;
conducting an applicatory exercise; or holding a critique,

Fae Affsct S .
1, Characteristics of ths instructor.

It has been stated that the expression of ideas 1s a funetion
of the total personality, Of the many characterisiics and traits
which make up the instructor's personality, all of these have an
important effect upon the quality of his oral instructions His
sense of communication, physical vitality, general appearance,
general intelligence, education, professional attitude, poise and
tact, voice, enthusiesm and force, industry and initiative, sense
of humor, genuineness and earnestnees,

2, Preparation,

Failure to make adsquate presentation is all too often the major
cause for failure in the presentstion of a lesson, Regardless
of the instructor!s knowledge of his subject and the possession of
characteristics important to orsl instruction, he must make thorough
preparation for the lesson to be rresented, He must gain a hroad
background‘in his subject in order to command the respect of his
students, and give careful consideration to how the imstructor will present
his subject so that his ideas will be communicatg4d in an orderly
manner,
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3. Speeific techniques of delivery,

Let us assume that the instructor knows his subject thoroughly,
that he has an effective teaching personality, that he has made
complete preparation including the selection and organization of
subject matter and also the selection of methods and equipment to
be employed in realizing his instructional objective, If these
assumptions are met, then efficient instruction will depend largely
upon the degree of skill in the specific techniques of delivery,

To this end, the remainder of this unit is devoted, As you study
this material keep in mind the fact that although they may be
discussed separately, many of the techniques are used in combination
and at the same time,

Ora) Presentation Devices.
The purpose of speech is to commmnicate ideas, The instructor must
establish a personal contact with his class and he must keep that contact,

The following are some suggestions to guide you, the instructor, in
your presentations :

1, Get the attention of vour elass, Until you have the attention
of your students, it is of no valus to begin your instruction, In
some cases, walking to the center of the platform will quiet your
students and they will listen, Often it will be necessary to ask
for their attention, This is the first step in establishing contact
with your class,

2, Look at, and talk to your students, - In earnest conversation .
the speaker does not look out the window nor does he look at the
floor or the ceiling, He looks his listeners in the eye, He is
certainly not conseious of his eye directness, His earnestness

of purpose finds its expression in this personal contact, This is
an outward manifestation of a mental stage. By looking people in
the eye, we tonvey the idea of the importance of the thoughts which
we wish to communicate, Give every student the feeling that you are
looking at, and talking directly to him, :

3, Speak in & conversational manner. Be conversationally direct,
Talk to the students, Do not let your voice reflect an impersonal,
indifferent attitude, . Your voice should convey a feeling of wanting
the students to absorb your every idea, Make frequent use of the
pronoun "you" when addressing your studentas, Identify yourself
with your students by "you", "I" or "we", Leave the impression
that you and they have soms things in common,

4. Manifest a genuine and sincere interest in your students and in
-
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your subject, Let everything you do imprese your students with

the fact that you are genulnely and sincerely interested in the
achievement of each individual member of the class, Bp friendly,
helpful, Respzsct and answer students! questinns courteously, Address
students by name if possible, IFf necessary, use & seating chart,
Muach of your enthusiasm for your subject car be transferred to

your students, Convince your students of the value and importance

of your subject, ’

5, Be alert., Know what is going on in your class, Pay attention
to your students! responses, Listen carefully and evaluate their
comments and answers to your questions., Be quick to spot an in-
attentive student., Look directly at him, Teke & step toward hinm
or agk him a question, Continuously ask vourself, "Do my students
understand?" Check frequently tc make sure of their degree of
understanding,

6, Be sware of distracting mannerisms, An instructor should avoid

those things which cause a class to concentrate upon the instructor
rather than on the subject matter, You may not be aware of your
peculiar mannerisms unless you seek the help of your associates
and agk for constructive criticism of your delivery,

7. Be cnthusiastie, There is no substitute for a physically vital
and enthusiastic delivery, Enthusiasm is contagious, You will fimd
if you are "sold on the subject" and convey this feeling to the
class, you will keep your students interested and meke them eager

to learn, The instructor who has & dull, unesnimated delivery will
soon lose his class, The instructor's enthusiasm helps to develop
fevorabie attitudes and appreciations for the traiving program,

Controlling Nervousness,

Almost every beginning irstructor experiences a nervousness which is
ssrious enough to have significant effect upon the quality of his instrue~
tion, This nervous reaction is not limited to the begirner, Many well-
treined highly competent instructors are ill-atwesse during the first few
minutes of each period of instruction, How to control this nervousness

ia one of the things that an ipstructor must learn, Until he can learn
to control himself while before his class, he cannot expect to become
master of the instrustional situation., Until he ean do something for
himself, he will noi be able to do much for his students, Bach instructer
should devise his owr particular techniques for overcoming this tense,
11l-at-eese feeling, 4 technique which will work for one instructor may
be of no value to ancther, Listed below are several suggestions whieh
are known to have helpsd instructors overcome their difficulties, Try them,
Each instructor should use any combination of these suggestions as an

aid to an effective presentation,

e
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1, Be_thoroughly prepared,

Actually the first step which can be taken by the imstructor
to overcome nervousness is ths thorough mastery of the subject and
eareful planning of the lesson, While plenning his lesson the
instructor should keep in mind that his mission is to train students;
they are there to learn and they are more interested in the subject
than in the instructor, Think of the subject and the learning
which should result from the instruction and nervousness will take
care of itself,

2, Assume the prover mental attitude,

The instructor’s most reliable weapon for overcoming nervousness
is a proper frame of mind toward himself, towards his students
and toward the toiel instructional setup, In order to assume &
proper frame of mind, he must make an intelligent, ratlonsl
analysis of the situstion, He must realize that the basis for the
very unpleasant mentel and physical reaction which he experiences
when before his class is fear of what studenis will think of him
and his instruction, Students expect an instructer to have adsquate
knowledge of his subject and to be able to teach it effectively.
Although they do fozus their attention upon him, they do not
irmediately place him on trial, If the instructor has mastered
his subject and hes mede thorough preparation for presenting it,
he has reduced the roal reasons for fearing that the reactions of
the students will not bs the ones desired, If he hss done this,
he has every right to a feeling of self-confidence which will go
far in making his presentation a succasss, The instructor must
realize that the nervousness which he experilences is not entirely
bad, This condition is evidence of the fact that he can be stimu-
lated, by the instructional situation, Once he learns to control
himself, this nervousness becomes & keyed up, mildly emotional
feeling which is hishly desirable,

'3, Have initial remarks well in mind,

The first few moments are the most difficult, It is best to
have the introduction sc well in mind that ne notes are needed, Do
not talk too rapidly,

4, Review pravious instraction,

By starting with a reference to a phase of training previously
completed, the instructor immediately causes the students to focus
their attention on something with whieh they are familiar, He thus
maets them on common ground and at the same tims their attention is
momentarily drawn asway from him perscnally.

whym
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5, Tell a story.

Nothing will "break the ice™ so quicily &s a bit of humor
injected éarly in the intrcduction., However; is he chooses to tell
one, the instructor rust remember the purpose of telling the story.
He must be certain it has & point which can be related to the
subject, If he sets ont to get & laugh, he must make sure that he
can get one, He has d=fegted his purpose if the story falls flat,

6, Be deliberate; slow down.

When an instructor is nervous, there is & tendency for all
bodlly activities to speed up, The instructor should remember this
when he is faced with nervousness, He should be deliberate in his
movenents and careful in his rate of spsech, &fter s few moments
of deliberate conirol the stage fright will diseppear and the
instructor!s normal poise and bearing be regeined, -

Characteristies of Good Speech,
1. Yoice guality,

Each instructor has an individusl voice quality and it is his
duty to meke it pleassint to his listerers, For each normal person,
there is a range of tones which he can meke without straining his
veice, Whether cne normally speaks in a high or low piteh is not
particularly importent, A tone of high pitch ususlly carries farther
and is more easily heard than a Jlow tone of the same volume, The
voice of fairly low pitch probabl~ has a more pleasing quality to
a mejority of people than does the high piteched voice, It is
suggeated that the instructor determine the pitecn at which he can
speak with the greatest ease and clarity (this can be done by recording
and listering to your voice), He should plan to keep this as an
average pitch from which he will wary within the limits of an sasy
rangs, Verying fhe pitch breaks the monotony and adds interest to
the delivery, &n iInstructor should not finish sentences at the
sarme piteh, Hor showld he lover both the pltch and the volume at the
end of the sentence,

2, VYolume of Voice,

Obviocusly the instructor must make himself heard, Every student
in his class should be able to hear witheul difficulty every wopd
he utters, Although volume is not the only factor effecting
audibility, it is certainly an essential one. Without any evidencs
of straining, the voice with sufficient volume f£ilis the room
with strong, rich, full tones, The voice withoul sufficient volume
may be low! enough but will be thin, flat and difficult to wder-
stand, The person whose voice lacks volume seems to sifain himself
in an effort tc meke himself heard, His voice does not carry well,

| -5-
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The volume must vary with the cize of the class and with the
conditions under which instruetion is given, Particular attention
rust he given when instruction is presented in the open or in the
field or in a building which has posr accusties, The reaciion of
students must be ohsarvad at &1l times, The iustructor can tell

if ctudents ere having d3fficulty in hearing the leoture, If therse
i1d any possibllity that the volume of the veice is not satisfactory,
it is suggested thet you have an assistant in the rear of the room
to signal accordingly.

The rate of sprach should be adapted to the difficulty of the
cubjeol matter beliig presented, the relative importuance of the idea
Leing expressed and the learniug abllity of the class, It shewid be
to the rate of unlerstanding of the studente at that particulsr point
in the talk, Morsover, variely in rele of spesking ig &3 important
es change in voluue, Tue speaker must seck varicsty in all aspests
¢f his delivery, In gencral, if the instructor talks fester than
150 words per mlmmte, his siudents will have difficulty %keeping pace
with him, I{, on the other hand, he talks slower then €0, not
enough is said to hold interest, Over-rapid delivary tende to confuse
the student, and over-deliberate delivery irritates the cless,

4, Pauses,

Pauses provide the punctuation in spesch, Thery should be
clear and decisive, giving the student an opportunity te comprshend
the meaning thet gavé oceasion for the pausse, The deadly, YFr-r-r,¥
"Ah", "Oh-h" in the peuse is a erutck which the instructor cannot
afford to use, The deliberately used pausc should not be confuced
with heseltation caumed by uncertainty, Pauses should be a definite
part of the srt of speaking, The instructor must »e alert to its
affsotive uce,

5. Enuneciation,

The instructor must speak clearly and distinetly, He should
strive for clarity of erpression each time he addresses the class,
It does not make eny difference vhat pert of the country the inmstruetor
represents, or the sectionel dialect that is pative to him, If he
snunclates claarly all studentes from all partes of the courtry will
be able to understand him,

6, Choice of words,

If the instructor is to be mderstood, his words musit be chosen
cerefully end his sentencs developed clearly and logicelly, The

~Gm
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right wvord in the right place is the keymote of effective speesch,
Vertal commmdeation depends upen the use of werde which have the
exsict shade of meaning needed to make the thoughts clear, It is
better to oversimplily instruction than ic run the risk of talking
"over the heeds" of studente, Your purross is to make clear, not
to confuse, Certain compler technical %erus and abbreviations ars
essentlal, Fach new teru or abbreviaiivr should be defined the
first time 1t is used, OStrong, meaningful, deseriptive words will
leave vivid imprecsions on the minds of the students,

7. Formipng senteuses,

The careful sel:ction of words implies that thsy must be grouped
properly in order to express Idess cleorly ang accurately, Every
instrveier shovld use shor® sentencus, Tae inflaction of his voice
signals the end of his sentence, Unnpscessery words and phraces
mst Le elindnatad, 4s an ald to firdirg vords which are sufficiently
exprsssive, one suggesition is that the instructor try writing the
key points of the lesson in short, complete sentences as he prepares
for the presentation, He can clerify his thinking and ifmprove his
vreseptation by writing the complete text of what he internds to
say, An outline rather than the written lesson should be used,
howsver, wWhen actually presenling the naterial, A4s a last resort,
he can menorize key statenments,

Self-improvenent ﬁggiiggg;gg;.‘ effective speech babits,

The techniques which have been presented in this unit will help the
instruetor Yo improve his spesch cnly if he giver ertra thought and care
to it, then adopte 2 plan for improvement, and hus & desire Lo irprove,
Here is a broad outlins waich chorld set a eourse for the develorment
of effective spesch habila: '

1. Critical understanding,

Develop & eritical understanding of why the speech of others is
either good or is in need off improvement, While you 1listen %o a
platform or radic spesker, try to analyze *the speech techniques
employed, In other werde, become alert as to how olhers speak,

2. Stendards,

Establish etandards for your own speech, Through such measures
as self-analysisz, friendly construetive criticisms from your associates,
and listening to your recorded spesch, find what your strengihs
are; and Wwork to make these stronger] Learn your weaknesses and work
te correet them, Set standards for yoursslf, and worl to achiave them,

-
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3. ZIrectice.

Practice gooud spaech at all times, Too often we have cne
get of speech Sechmigves for the nlatform, oihers Tor sonversution,
end still othecr for houe, Good spescn sarvwid b~ eonstantiy practiced,
Yake use of rescordings, Tale cvery opportunity vhich comes your way
to address an audience, Consider every period ol instruction an
opportunity to imnrove your spsech techniques, If time 1s avalishle
have another instructor listen to your lesscn prier to giving it
in class for the purpose of improving your presentation,
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