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HOW TO USE THIS GUIDE

This workbook belongs to you.  It is designed to serve as a guide for the duration of your training programme and as a resource for after the time.    It contains readings, activities, and application aids that will assist you in developing the knowledge and skills stipulated in the specific outcomes and assessment criteria.  Follow along in the guide as the facilitator takes you through the material, and feel free to make notes and diagrams that will help you to clarify or retain information.  Jot down things that work well or ideas that come from the group.  Also, note any points you would like to explore further.  Participate actively in the skill practice activities, as they will give you an opportunity to gain insights from other people’s experiences and to practice the skills.  Do not forget to share your own experiences so that others can learn from you too.  

ICONS

For ease of reference, an icon will indicate different activities.  The following icons indicate different activities in the manual.
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PROGRAMME OVERVIEW 

PURPOSE

Competence at this level will enable learners to participate effectively in oral/signed communication in most situations. Learners at this level are aware of their audiences and purposes for communication. They listen effectively and critically. They are able to identify or adopt the style and language register required in different situations. They can usually identify the assumptions and inferences in what people say/sign. They speak/sign fluently and confidently in both formal and familiar settings and can articulate their purpose and meaning clearly. They can use language to convey detailed information, and to express their ideas and feelings. They control complex sentence structures and language conventions in their spoken/signed communications. 
At the end of this training session you will be able to:

· Respond critically yet sensitively as a listener/audience

· Analyse own responses to spoken/signed texts and adjust as required

· Use strategies to be an effective speaker/signer in sustained oral/signed interactions

· Evaluate spoken/signed discourse 
LEARNING ASSUMPTIONS
It is assumed that learners are competent in: 

· NQF Level 3 unit standard entitled Accommodate audience and context needs in oral/signed communication.
HOW YOU WILL LEARN
The programme methodology includes facilitator presentations, readings, individual activities, group discussions, and skill application exercises.

HOW YOU WILL BE ASSESSED
This programme has been aligned to registered unit standards.  You will be assessed against the outcomes of the unit standards by completing a knowledge assignment that covers the essential embedded knowledge stipulated in the unit standards.  When you are assessed as competent against the unit standards, you will receive a certificate of competence and be awarded 5 credits towards a National Qualification.
FORMATIVE ASSESSMENT 

In each Learner Guide, several activities are spaced within the content to assist you in understanding the material through application. Activities in the learner manual are not for assessments. Formative assessments are in a separate module written formative assessment. Please make sure that you complete ALL activities in the Formative Assessment Guide, Formative activities must be completed at the end of each section. 
SUMMATIVE ASSESSMENT 

You will be required to complete a Portfolio of Evidence for summative assessment purposes. A portfolio is a collection of different types of evidence relating to the work being assessed. It can include a variety of work samples.

The Portfolio Guide will assist you in identifying the portfolio and evidence requirements for final assessment purposes. You will be required to complete Portfolio activities on your own time, using real life projects in your workplace environment in preparing evidence towards your portfolio.

Being Declared Competent Entails:

Competence is the ability to perform whole work roles, to the standards expected in employment, in a real working environment.

There are three levels of competence:

· Foundational competence: an understanding of what you do and why.

· Practical competence: the ability to perform a set of tasks in an authentic context.

· Reflexive competence: the ability to adapt to changed circumstances appropriately and responsibly, and to explain the reason behind the action.

To receive a certificate of competence and be awarded credits, you are required to provide evidence of your competence by compiling a portfolio of evidence, which will be assessed by a MICT SETA accredited assessor.

You Have to Submit a Portfolio of Evidence

A portfolio of evidence is a structured collection of evidence that reflects your efforts, progress and achievement in a specific learning area, and demonstrates your competence.

The Assessment of Your Competence

Assessment of competence is a process of making judgments about an individual's competence through matching evidence collected to the appropriate national standards. The evidence in your portfolio should closely reflect the outcomes and assessment criteria of the unit standards of the learning programme for which you are being assessed.

To determine a candidate’s knowledge and ability to apply the skills before and during the learning programme, formative assessments are done to determine the learner’s progress towards full competence. This normally guides the learner towards a successful summative (final) assessment to which both the assessor and the candidate only agree when they both feel the candidate is ready.

Should it happen that a candidate is deemed not yet competent upon a summative assessment, that candidate will be allowed to be re-assessed. The candidate can, however, only be allowed two reassessments. 

When learners have to undergo re-assessment, the following conditions will apply:

Specific feedback will be given so that candidates can concentrate on only those areas in which they were assessed as not yet competent.

Re-assessment will take place in the same situation or context and under the same conditions as the original assessment.

Only the specific outcomes that were not achieved will be re-assessed.

Candidates who are repeatedly unsuccessful will be given guidance on other possible and more suitable learning avenues.

In order for your assessor to assess your competence, your portfolio should provide evidence of both your knowledge and skills, and of how you applied your knowledge and skills in a variety of contexts.

This Candidate’s Assessment Portfolio directs you in the activities that need to be completed so that your competence can be assessed and so that you can be awarded the credits attached to the programme. 
	NOTE YOUR POE GUIDE HAS MORE INFORMATION ON THE ASSESSMENT PROCESS


SECTION 1:  RESPOND CRITICALLY YET SENSITIVELY AS A LISTENER/ AUDIENCE

1. CRITICAL YET SENSITIVE RESPONSE AS A LISTENER/AUDIENCE
1.1 INTRODUCTION
Communication is the foundation of everything we do in groups. Without it, people would not accomplish anything more than their own individual desires. For two or more people to perform work together, they must be able to communicate. The better the communication, the more effective and efficient the work will be. The ability to effectively communicate at work, home, and in life is probably one of the most important sets of skills a person needs. What would our life and world be like without communication? We cannot get along without it. It is also not easy, and we all have probably had experiences where our communication failed or ran into a barrier. So, if we can understand the communication process better and improve it, we will become a more effective and successful communicators.
The main components of communication process are as follows:

1. Context: Communication is affected by the context in which it takes place. This context may be physical, social, chronological or cultural. Every communication proceeds with context. The sender chooses the message to communicate within a context.

2. Sender/Encoder: Sender/Encoder is a person who sends the message. A sender makes use of symbols (words or graphic or visual aids) to convey the message and produce the required response. For instance - a training manager conducting training for new batch of employees. Sender may be an individual or a group or an organisation. The views, background, approach, skills, competencies, and knowledge of the sender have a great impact on the message. The verbal and non verbal symbols chosen are essential in ascertaining interpretation of the message by the recipient in the same terms as intended by the sender.

3. Message:  Message is a key idea that the sender wants to communicate. It is a sign that elicits the response of recipient. Communication process begins with deciding about the message to be conveyed. It must be ensured that the main objective of the message is clear.

4. Medium: Medium is a means used to exchange / transmit the message. The sender must choose an appropriate medium for transmitting the message else the message might not be conveyed to the desired recipients. The choice of appropriate medium of communication is essential for making the message effective and correctly interpreted by the recipient. This choice of communication medium varies depending upon the features of communication. For instance - Written medium is chosen when a message has to be conveyed to a small group of people, while an oral medium is chosen when spontaneous feedback is required from the recipient as misunderstandings are cleared then and there.

5. Recipient/Decoder: Recipient/Decoder is a person for whom the message is intended / aimed / targeted. The degree to which the decoder understands the message is dependent upon various factors such as knowledge of recipient, their responsiveness to the message, and the reliance of encoder on decoder.

6. Feedback: Feedback is the main component of communication process as it permits the sender to analyze the effectiveness of the message. It helps the sender in confirming the correct interpretation of message by the decoder. Feedback may be verbal (through words) or non-verbal (in form of smiles, sighs, etc.). It may take written form also in form of memos, reports, etc.
THE COMMUNICATION PROCESS
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1.1.1 Definition of key terms  

I. Communication: is a two-way process of reaching mutual understanding, in which participants not only exchange (encode- decode) information but also create and share meaning. 
II. Oral/verbal Communication: implies communication through mouth. It includes individuals conversing with each other, be it direct conversation or telephonic conversation. Speeches, presentations, discussions are all forms of oral communication. Oral communication is generally recommended when the communication matter is of temporary kind or where a direct interaction is required. Face to face communication (meetings, lectures, conferences, interviews, etc.) is significant so as to build an understanding and trust.
III. Audience:  is a particular group of people, identified as the intended recipient of a presentation or message. In simple terms, an audience is a group of people who participate in a show or encounter a work of art, literature (in which they are called "readers"), theatre, music (in which they are called "listeners"), video game (in which they are called "players"), or academics in any medium. 
IV. Texts: texts provide the means for communication. Their forms and conventions have developed to help us communicate effectively with a variety of audiences for a range of purposes. Texts can be written, spoken or multimodal and in print or digital/online forms. Multimodal texts combine language with other systems for communicating such as print text, visual images, soundtrack and spoken word as in film or computer presentation media. Texts provide opportunities for important learning about aspects of human experience and about aesthetic value. Many of the tasks that learners undertake in and out of school involve literary texts, information texts, media texts, everyday texts and workplace texts.

Without a doubt, effective oral communication is needed in the workplace. However, it appears that is easier to say to impose communicating effectively in the workplace than to actually do it. This is why it is important that employees should be able to learn more about communication relationships so they can better understand the real meaning of effective communication. Effective communication only takes place when the reaction of the receiving person is positive, according to the expectations of the sender. 

Advantages of Oral Communication

· There is high level of understanding and transparency in oral communication as it is interpersonal.

· There is no element of rigidity in oral communication. There is flexibility for allowing changes in the decisions previously taken.

· The feedback is spontaneous in case of oral communication. Thus, decisions can be made quickly without any delay.

· Oral communication is not only time saving, but it also saves upon money and efforts.

· Oral communication is best in case of problem resolution. The conflicts, disputes and many issues/differences can be put to an end by talking them over.

· Oral communication is an essential for teamwork and group energy.

· Oral communication promotes a receptive and encouraging morale among organisational employees.

· Oral communication can be best used to transfer private and confidential information/matter.


Effective communication is an essential component of organisational success whether it is at the interpersonal, intergroup, intragroup, organisational, or external levels.  Effective internal and external verbal communication has a direct effect on a company’s image and its success in a number of ways which includes:

· Good, clear, concise communication eliminates time wastage in trying to resolve confusion, errors and conflicts. 

· Customers like feeling important and will return and recommend the establishment to others if they are treated with politeness and helpfulness.  This promotes return business. 

· Employees with positive attitudes, who speak to each other with respect, reflect a positive company image. This gains customer confidence in the establishment.
1.1.2 TYPES OF VERBAL COMMUNICATION

We use verbal communication to teach, persuade, discuss, share information and demand action. The type of verbal communication selected depends on the subject matter and the goal of the communicator. Word choice, tone, eye contact and active listening improve the effectiveness of verbal communication in changing behaviour of listeners. Alternatively, overly emotional verbal communication such as yelling or disrespecting the audience decreases verbal communication effectiveness.

Verbal communication can be categorised into internal and external communication. 

1. Internal verbal communication

Internal communication is the type of communication in which interaction takes place within a corporate house. There are formal as well as informal channels of internal communication. Upward communication, downward communication and horizontal communication are considered to be the major types of internal communication. Internal verbal communication may be categorised as follows: 

a) Interpersonal communication

Interpersonal communication is the process of sending and receiving information between two or more people. This kind of communication is subdivided into dyadic communication, Public speaking, and small-group communication. Dyadic communication is simply a method of communication that only involves two people such as a telephone conversation or even a set of letters sent to and received from a pen-pal. In this communication process, the sender can immediately receive and evaluate feedback from the receiver. Therefore, it allows for more specific tailoring of the message and more personal communication than do many of the other media. An example of interpersonal communication is communication within and between departments in an organisation for example, HR department with HR department or HR department with Finance department.
b) Intrapersonal communication

Intrapersonal Communication is the most basic of the communication contexts or levels. It occurs when an individual sends and receives messages internally. We spend most of our time thinking. And our thought process is nothing but intrapersonal communication where one person is sending messages and the same person receives them. Here we use the central nervous system (CNS) and peripheral nervous system (PNS) for generation, transmission and receiving of messages. We react to both external and internal stimuli this way. In addition to our thought process, many times we also talk aloud with ourselves.
c) Extra-personal communication
Communication between human beings   and non human entities is called extra   personal communication (that is communication with an inanimate object or non-human plant or animal). For example, your parrot responding to your greeting.  In this type of communication    understanding is required between sender    and receiver. Receiver sometimes responds in sign language.
Promoting internal communication is one of the most important things you can do to make sure that your organisation runs smoothly and effectively. Good internal communication will flourish if you can create an organisational climate of openness that is conducive to the free flow of communication and information in all directions; adjust your organisation's systems or develop new ones to encourage, rather than discourage, internal communication; and create clear definitions of what needs to be communicated and by whom. Monitoring and adjusting your internal communication will help to maintain it at the level you need over the life of your organisation.
2. External verbal communication
External communication is when the company employees or officials get in touch with people outside the organisation (for example: Suppliers, Cleaning Services, customers and Out-sourced Facilitators conducting lectures in a corporation) for the purpose of business expansion. The main advantage of such type of communication is that the management gets to know the expectations of the customers/clients in the market, and what the competitors are offering. With this information, the existing product range can be improved and new products can be developed and introduced.
1.1.3 UNDERSTANDING OF COMPLEX ISSUES UNDER DISCUSSION IN ONE-ON-ONE OR GROUP SITUATIONS

In a both individual and group discussion, it is important for members to understand the issues being discussed. If group members understand what is being discussed, each member is bound to contribute positively to the issue at hand. There are a number of things that a group can do to ensure that each member understands the topic under discussion.

Objectivity
Often times, in group discussions or one – on – one situations perceptions and assumptions tend to ruin understanding of complex issues. So for an audience to ensure that they understand the matter under discussion they must be willing to unlearn prior knowledge. This will allow them to listen objectively and question constructively. Prior knowledge is important, but it should never interfere with the discussion. Prior knowledge should be used to evaluate what one has already understood from the discussion. Some times perceptions get in the way of understanding and someone ends up going with the wrong information all together than what was discussed. It may be perception about the person sharing or leading the discussion, perception about the particular topic or perception about the other participants to the discussion. 

[image: image2.jpg]



Example: A group sits down to discuss workplace ethics. Thando, a recent graduate and expatriate is leading the discussion. Mr. Baloyi thinks Thando is trying to show off his knowledge since he is still a college freshman, Ms. Moetsepe thinks Thando hates the local way of doing things in the workplace and he wants to introduce ways from his country of origin.  
With such varying perceptions about Thando, this discussion is likely to be understood differently or misunderstood totally. The key to understand issues under discussion, especially complex issues is to get the objective of the discussion. In the example above, the objective of the discussion is to develop workplace ethics, and personal feelings about each other must not derail the process. Objectivity is important, when trying to ensure that one understands the issues under discussion. 

Engaging in the discussion

Many people listen from the terraces – they do not engage themselves wholly into the discussion and they miss important points. Understanding takes personal commitment to the discussion. One can employ various techniques to make sure they are fully engaged in the discussion. One such technique is called the Rich Picture Technique by Peter Checkland. It utilises the simplicity of drawing composite pictures to analyse complex situations. You start by listing the participants in the discussions and probably assigning to them shapes you can remember during the course of the discussion. A list of the main agenda points or objects under discussion follows. Make sure you include all the items that are necessary to the discussion. Some things may come up as the discussion progresses and can be added then. 
Commence drawing the scenario under discussion, using familiar shapes and objects and linking them by arrows. Ideas and comments from participants can be doodled inside their assigned shapes. Try as much as possible to represent the scenario as you understand it and as it unfolds. Make notes if you need to. Notes help you to further engage the mind into the issue under discussion. As you try to find a way to put down in your notes what you would have heard; your mind grasps the idea and understand better. Jot down some questions against points you do not understand. The CATWOE framework is then used to describe to self what is happening in the Rich Picture: 

C – Customers: - who are the beneficiaries of the matter under discussion

A – Actors: - who is doing what about what

T – Transformation: - where is this leading to, what is really happening

W – World Views: - what are the different views being portrayed in the group by members

O – Owners: - who calls the shots, who makes the final decisions

E – Environment: - what external factors are influencing the discussion or the outcome thereof

Communicate Clearly and Widely

By communicating appropriately right from the start, you can avoid rumours and misinformation, raise awareness of the team's objectives, and build relationships that will be needed later. 
Listen actively
Communication is a two-way street. Remember that while you are talking, you are not learning. In listening, you will be able to gauge how much of your message is getting through to your listeners and whether or not it is being received correctly. It can be helpful to ask listeners to rephrase some of what you have said in their own words if they appear to be returning confused or mistaken views to you. This way the group and individual ensures that they understand what is being discussed.
Stay on topic

Once you start addressing your main points, make sure everything you are saying adds to the conversation or debate. Do not be afraid to use these to underline your points. This helps to ensure that the group and individual understand what is being discussed. 

	Activity 1

1. Define the following terms with examples,

· Communication
· Effective communication
· Oral/verbal communication
· Audience/listener
· One-one-one  and group communication
2. Clearly explain the importance of effective communication. 

3. What are the advantages of oral communication? 

4. Identify and explain different types of verbal communication. Use examples to support your answer. 
5. Organisations today suffer from a severe disability when it comes to solving problems. In virtually every organisation, regardless of mission and function, people are frustrated by problems that seem unsolvable. Discuss and clearly explain the importance of providing opportunity during interactions for the clarification of one another’s understanding.


1.2 MANAGING DISCUSSIONS AND CONFLICTS DURING INTERACTIONS
Whenever people come together, conflicts are bound to happen. Conflict has the potential for either a great deal of destruction or much creativity and positive social change (Kriesberg, 1998). Therefore, it is essential to understand the basic processes of conflict so that we can work to maximize productive outcomes and minimize destructive ones. Let’s look at the causes of disagreements first.
	Causes of disagreements 

When two people disagree, it’s usually for one or more of these four reasons:

1. Objective: what one person wants to accomplish is different from what the other person wants.

2. Method: they may agree on the objective, but they have differing opinions on the best way to achieve the objective.

3. Communication: they may agree on both the objective and the method, but they don’t realize it. They keep arguing, and because of miscommunication they each get the impression that the other person disagrees.

4. Emotion: they may agree on the objective and the method, and they may even understand that they agree on these things. But they choose to disagree anyway (or at least one of them does). There are a lot of possible emotional reasons: everything from distrust, dislike and hate, to embarrassment, fear, peer pressure, face-saving or just a steadfast commitment to a prior position.

Group Disagreement

These same four reasons apply to individuals when they’re in groups. Each individual in the group has an opinion, but group dynamics influence those individual opinions and make the situation more complicated. A group opinion is more than a simple sum of individual opinions. Some members of the group are more vocal and tend to contribute more to the group opinion. Some members of the group have more clout (due to position, rank, respect, trust or just habit) and so their individual opinions carry more weight in a group discussion. Some members of the group are apathetic or afraid to express their opinions, and so their personal opinions go unheard and unrecognized.




STEPS IN CONFLICT RESOLUTION
The following eight-step process provides a proven method by which teams can resolve conflict:

· Acknowledge the conflict

· Clarify the conflict source

· Focus on team goals

· Focus on the issues

· Listen to all views

· Look for agreement

· Discuss alternatives

· Create a plan

Step 1: Acknowledge the conflict

The first step is to acknowledge that a conflict exists. Doing so as soon as the conflict arises prevents frustration from accumulating and keeps emotional reactions to a minimum. Acknowledgement of a conflict usually brings a sense of relief for all members involved. The team should commit to immediate acknowledgement of the conflict and openly communicate about it.
Step 2: Clarify the conflict source

It can be difficult, but it’s important to clarify the source of a conflict. If a team does not identify the correct source, it will waste time solving the wrong problem. Often, the cause is deeper than the obvious or is not the initial reason suggested. There is always the possibility that underlying issues are present and need to be resolved.

When conflict stems from underlying interpersonal or emotional issues, the conflict can be intense. Feelings of jealousy or poor self-esteem are examples of underlying issues that could cause animosity in a team setting. Often, these underlying sources for conflict are caused by differences in background, perception, and expectations.

Step 3: Focus on team goals

The next step is to return the focus to the team goals. By evaluating how the conflict will affect team goals, members can decide if the conflict is worth addressing as a team issue. If the conflict can damage relationships or impair decision-making, it should be important to the team.

Commitment to team goals motivates members to discover a solution to the conflict. Focusing on team goals also helps remind members that they are working toward the same goal, which builds a sense of unity.

Step 4: Focus on the issues

While working through a conflict, team members should keep their focus on the issues, not personalities. Focusing on personalities creates defensiveness and hinders the conflict resolution process. Focusing on the issues can keep the discussion from becoming personal, and is more productive.

Team members should try to find a resolution that is driven toward team goals but that does not disregard any team member’s values. Keeping the focus on the issues requires that all members subscribe to the fundamental belief that their fellow team members are valuable partners.

Step 5: Listen to all views

All team members must listen and encourage each other to share views openly and honestly. Remember that the opinions shared cannot be considered right or wrong, and that conflict resolution is not about winning or losing.

The team should discuss views in terms of facts and observations, not feelings and personalities, and there should be no blaming. Each team member needs to understand the views of other team members. However, it’s important to differentiate between understanding and agreeing. Understanding a team member’s view does not mean you have to agree.
Step 6: Look for agreement

After all views have been heard, it’s helpful to identify any issues on which members do agree. Finding common ground provides a starting point for resolving the conflict. Agreement might be found by looking at the differences from a new perspective or by reusing a conflict resolution plan that has worked for the team in similar situations in the past.

When we are in conflict we take POSITIONS which are often irreconcilable. Unless there is some change in POSITION by one or both parties no agreement will be possible. Maybe the party with the strongest hand will win (Win / Lose outcome). If the relative power positions are near enough equal stalemate may result (Lose/ Lose outcome).
Position A fixed stance offered as the only solution by a party to conflict

Interests A person's needs, fears, desires, and basic concerns which they are trying to satisfy by their fixed position. Paradoxically people often forget their underlying interest when they have taken up a fixed position. There are usually many ways of satisfying someone's interests not just the one position offered initially as the only solution
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Example:

	Neighbour A takes fixed position

“They must be evicted” 
	Neighbour B takes fixed position

“No, its they who must be evicted”


Interests underlying opening positions: 

	Neighbour A
'Their garden is a rubbish tip and I am afraid of rats and infestation health risks' 
	Neighbour B

'They let their dogs roam loose and they crap over my front lawn where my grandchildren play. I am afraid of that eye infestation which can be got from dog faeces will cause my grandchildren to go blind'.


Solution: In this very simple example the solution is for neighbour A to keep his dogs under control and neighbour B to keep his garden free of rubbish. At the fixed position level no solution was possible, yet mutual understanding of each others concerns (interests) leads to simple solutions.

Sometimes, it’s necessary for teams to sort through the differences at hand and distinguish between items that are and are not irreconcilable. The irreconcilable differences and any differences that are unimportant to the achievement of team goals need to be put aside, so the team can focus on settling the remaining differences.

Step 7: Discuss alternatives

At this point, the teams should discuss all possible alternatives for resolving the conflict. When team members express their ideas and suggestions, the team should give them full consideration. Sharing conflict resolution options provides the most information on which the team can base its decision. This open communication also fosters trust between team members.

Conflicts based only on the content of a team discussion can sometimes be resolved at this step. If the team reaches a conclusion about which possible resolution is best, the resolution can be agreed upon and members can proceed with accomplishing the team goals. All other conflict will need to be resolved by creating a plan.

Step 8: Create a plan

After the best solution has been chosen, the team needs to create a plan. If the team has a plan that has worked in the past, they should use it. However, the team should be certain that it works for all members.
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Discuss the main causes of conflict in groups and ways to resolve conflict. 


1.3 CHARACTERISTICS OF A SPEAKER’S STYLE AND TONE THAT ATTRACT OR ELIANATE AN AUDIENCE
The style that you would use for a keynote presentation is different from the style that you would use for a sales, training, or in-house presentation. But more than that, you must have noticed as an audience member that presenters have different styles. Some presenters put a big idea on a slide and then spend quite a bit of time discussing that slide. Each slide is a springboard for a lot of content. Other presenters go through their slides very quickly. Each slide contains just a sliver of content and they build up their content with many slides. Which style should you use in your presentations?

Presenter Styles: Slow or Fast?
· The presenter’s comfort: You may be the turtle type- slow but steady- and prefer to go deeply into topics. On the other hand, you may be the hare type and enjoy a quick pace. You need to choose a style that is suitable for you. If you don’t, you will feel and look uncomfortable. But remember that practicing your presentation several times before you deliver it is important so that you are comfortable, regardless of the type of presentation.

· The needs of your audience: The goal of every presenter is to help the audience understand and remember the presentation. Audiences and content vary. If you are training employees on a technical subject that they need to know well, slow and steady may be necessary. If you have a sharp crowd that gets bored easily and your content isn’t too detailed, a fast clip might be the right approach.

· If you feel comfortable with a fast-paced presentation and this style meets the needs of your audience you may try it.

1.1.4 STRUCTURE
All speeches should have a definite structure or format; a talk without a structure is a woolly mess. If you do not order your thoughts into a structured manner, the audience will not be able to follow them. Having established the aim of your presentation you should choose the most appropriate structure to achieve it. However, the structure must not get in the way of the main message. If it is too complex, too convoluted or simply too noticeable the audience will be distracted. If a section is unnecessary to the achievement of your fundamental objectives, pluck it out.

1.1.5 THE DELIVERY
Whatever you say and whatever you show; it is you, yourself which will remain the focus of the audience's attention. If you but strut and fret your hour upon the stage and then are gone, no-one will remember what you said. The presenter has the power both to kill the message and to enhance it a hundred times beyond its worth. Your job as a manager is to use the potential of the presentation to ensure that the audience is motivated and inspired rather than disconcerted or distracted. There are five key facets of the human body which deserve attention in presentation skills: the eyes, the voice, the expression, the appearance, and how you stand.

The Eyes

The eyes are said to be the key to the soul and are therefore the first and most effective weapon in convincing the audience of your honesty, openness and confidence in the objectives of your presentation. This impression may of course be totally false, but here is how to convey it. During the presentation you should use this to enhance your rapport with the audience by establishing eye contact with each and every member of the audience as often as possible. 

The Voice

After the eyes comes the voice, and the two most important aspects of the voice for the public speaker are projection and variation. The simple advice is to slow down and to take your time. Remember the audience is constrained by good manners not to interrupt you so there is no need to maintain a constant flow of sound. A safe style is to be slightly louder and slightly slower than a fire-side chat with slightly deaf aunt. As you get used to the sound, you can adjust it by watching the audience. A monotone speech is both boring and dull, so it is important to try to vary the pitch and speed of your presentation. At the very least, each new sub-section should be preceded by a pause and a change in tone to emphasise the delineation. If tonal variation does not come to you naturally try making use of rhetorical questions throughout your speech, since most British accents rise naturally at the end of a question.

Expression

The audience watch your face. If you are looking clueless or distracted then they will be clueless and distracted; if you are smiling, they will be wondering why and listen to find out. In normal conversation your meaning is enhanced by facial expression. Thus in a speech you must compensate both for stage nerves and for the distance between yourself and the audience. The point is quite simple: make sure that your facial expressions are natural, only more so.

Appearance

There are many guides to management and presentation styles which lay heavy emphasis upon the way you dress and in the last analysis this is a matter of personal choice. That choice should however be deliberately made. When you are giving a presentation you must dress for the audience, not for yourself; if they think you look out of place, and then you are.

Stance

When an actor initially learns a new character part, he or she will instinctively adopt a distinct posture or stance to convey that character. It follows therefore that while you are on stage, your stance and posture will convey a great deal about you. The least you must do is make sure your stance does not convey boredom; at best, you can use your whole body as a dynamic tool to reinforce your rapport with the audience.

The perennial problem is what to do with your hands. These must not wave aimlessly through the air, or fiddle constantly with a pen, or (worst of all visually) juggle change in your trouser pockets. The key is to keep your hands still, except when used in unison with your speech. To train them initially, find a safe resting place which is comfortable for you, and aim to return them there when any gesture is completed.
1.1.6 THE TECHNIQUES OF SPEECH
Every speaker has a set of "tricks of the trade" which he or she holds dear - the following are a short selection of such advice taken from various sources.
Make an impression

The average audience is very busy: they have husbands and wives, schedules and slippages, cars and mortgages; and although they will be trying very hard to concentrate on your speech, their minds will inevitably stray. Your job is to do something, anything, which captures their attention and makes a lasting impression upon them. Once you have planned your speech and honed it down to its few salient points, isolate the most important and devise some method to make it stick.

Repeat, Repeat

The average audience is very busy: they have husbands or wives etc, etc - but repetition makes them hear. The average audience is easily distracted, and their attention will slip during the most important message of your speech - so repeat it. You don't necessarily have to use the resonant tonal sounds of the repeated phrase, but simply make the point again and again and again with different explanations and in different ways. The classic advice of the Sergeant Major is: "First you tell 'em what you are going to tell 'em, then you tell 'em, then you tell 'em what you told 'em!"

Draw a Sign

Research into teaching has yielded the following observation: "We found that students who failed to get the point did so because they were not looking for it". If the audience knows when to listen, they will. So tell them: the important point is....
Draw a Picture

The human brain is used to dealing with images, and this ability can be used to make the message more memorable. This means using metaphors or analogies to express your message. Thus a phrase like "we need to increase the market penetration before there will be sufficient profits for a pay related bonus" becomes "we need a bigger slice of the cake before the feast".

Jokes

The set piece joke can work very well, but it can also lead to disaster. You must choose a joke which is apt, and one which will not offend any member of the audience. This advice tends to rule out all racist, sexist or generally rude jokes. If this seems to rule out all the jokes you can think of, then you should avoid jokes in a speech. Amusing asides are also useful in maintaining the attention of the audience, and for relieving the tension of the speech. If this comes naturally to you, then it is a useful tool for pacing your delivery to allow periods of relaxation in between your sign-posted major points.

Plain Speech

Use simple, plain speech all the time.
Short and Sweet

One way to polish the presentation of the main point of your speech is to consider it thus. If you can crystallise your thoughts and combine your main message with some memorable phrase or imagery, and present them both in 30 seconds then you have either the perfect ending or the basis for a fine presentation.

The Narrative

Everyone loves a story and stories can both instruct and convey a message: Zen Philosophy is recorded in its stories, and Christianity was originally taught in parables. If you can weave your message into a story or a personal anecdote, then you can have them wanting to hear your every word - even if you have to make it up.

Rehearsal

There is no substitute for rehearsal. You can do it in front of a mirror, or to an empty theatre. In both cases, you should put emphasis on your gestures and vocal projection so that you get used to the sound and sight of yourself. Do not be put off by the mirror - remember: you see a lot less of yourself than your friends do.

Relaxation

If you get nervous just before the show, either concentrate on controlling your breathing or welcome the extra adrenaline. The good news is that the audience will never notice your nerves nearly as much as you think. Similarly, if you dry-up in the middle - smile, look at your notes, and take your time. The silence will seem long to you, but less so to the audience.

Language

Your use of language is particularly important in developing and sustaining a relationship with your audience. Try using language that involves your audience. For example, asking questions such as “What can we learn from this?” or “How did we arrive at this conclusion?” involves your audience in an exploratory process or discussion. When looking at visual aids, introduce them by saying “If we look at this slide we can see that  ...” or “This slide shows us that…”. Use language that is welcoming and involving throughout your presentation.

Use your voice
Your voice is a very flexible and powerful tool. You can use it in many different ways by varying the:

· Volume;

· Pace;

· Pitch.

Volume

Make sure that your voice is loud enough for your audience to hear clearly. Speaking too loudly or too quietly can make it difficult for your audience to follow your presentation. Listen to people speaking in normal conversation. They tend to raise or lower their volume for emphasis. For example, they may speak loudly when giving an instruction but softly when apologizing. To add energy to your presentation, use these colourful changes to your best advantage: a conspiratorial whisper can draw an audience in; a loudly spoken exclamation can make them sit up and listen.

Pace

Make sure that the speed of your delivery is easy to follow. If you speak too quickly or too slowly your audience will have difficulty following your talk. To add life to your presentation, try changing the pace of your delivery. A slightly faster section might convey enthusiasm. A slightly slower one might add emphasis or caution.

Pitch

The pitch of your voice also varies in day to day conversation and it is important to play on this when making a presentation. For example, your pitch will rise when asking a question; it will lower when you wish to sound severe. Play around with the volume, pace and pitch of your voice when practising your presentation. Find different ways of saying the same sentence. Explore different ways of adding emphasis to your main points. Always try to convey enthusiasm and energy through your use of your voice.
Continually explore your personal style using any or all of the above suggestions in different combinations for different effects. Above all, remember two main points:

· Be yourself: even in the most formal of surroundings you will need to be yourself. No one will be impressed if you try to perform like a classical actor or act like a stand-up comedian

· Avoid any behaviour that might be off-putting to your audience- always be deliberate and clear in your use of your voice and physical actions.


	Activity 2

1. Define the term conflict with examples. What are the main causes of conflict in your organisation?
2. Clearly explore ways to manage discussions and/or conflicts sensitively and in a manner that supports the goal of group or one-on-one interaction. 
3. Identify characteristics of a speaker's/signer's style and tone/register that attract or alienate an audience are with reference to the particular effect of each feature in creating audience response.


1.4 UNDERLYING ASSUMPTIONS, POINTS OF VIEW AND SUBTEXTS IN SPOKEN TEXTS
Speakers rarely clearly state all that they wish to communicate especially when they assume that their- audience has certain background knowledge, attitudes, and values. 
Assumptions

Assumptions are beliefs or ideas that we hold to be true- often with little or no evidence required. We make assumptions every day of our lives; for example, as a driver on the highway, you assume that other drivers will obey traffic signals, so that when I go through an intersection with a green light, you assume that the cross traffic will stop at its red light. Sometimes we listen to people talking just for pleasure or entertainment; sometimes we listen just to obtain information. Most assumptions are implicit; that is, speakers and writers often don't say what their assumptions are.
	
When a child wants to do something forbidden, often you hear an argument that goes something like this:

Child: “There’s nothing wrong with getting a tattoo. Other kids my age do it all the time.”          

 A common reply by parents quickly identifies the hidden assumption in the child’s argument:

Parent: “And if other kids jumped off a cliff, would you do that too?”

 The parent quickly sees that the child’s argument is based on a faulty, underlying assumption: If an action is done frequently by others, nothing is wrong with it. Some of the most important arguments in today’s society also have underlying assumptions that need to be made explicit in order for productive discussion to take place. For example:

Thesis: “Abortion is wrong because killing an innocent person is wrong.”

The assumption here is that abortion involves the killing of a “person.” Indeed, defining exactly when a human egg, embryo or fetus attains “personhood” is a key part of the abortion debate and of any paper written with this thesis. For our writing to be sound, we must deal with these underlying assumptions. In writing, all of our assumptions should be clear and supported. For example, let’s say this is your thesis for a paper:

Thesis: Teachers should not fail students because failing grades damage a student's self-confidence.

The underlying assumption is: Teachers have a duty not to damage students' self-confidence. Teachers may or may not have this obligation. That’s up to the writer to argue successful. The point is: For this thesis or any paper based on it to be successful, the writer must be aware of its underlying assumptions, make those assumptions explicit, and provide adequate support for them in order to be convincing.


There are variations among disciplines as to what constitutes evidence and how it might be used to support an argument. For example, approaches and assumptions used in medical research might not be appropriate in a history or sociology paper, and vice-versa. 
Point of View and Purpose

It is important for speakers to be able to present their line of thought with confidence inorder to convince the other party.

1. Think about what you say. Take some time to think about what you’re going to say. You’re bound to run into snags, but if you can recover well it will look planned. So take a second and think before you start talking.

2. Diction. Express and speak well. Make sure to pronounce your T’s. Try some tongue twisters to improve your diction. 

3. Use proper English. You will sound smarter, more confident, and feel better. Colloquialisms are great for friendly conversation but not for confident speaking.

3. Don’t smile so much. People take smiling as a sign of warmth but also a sign of emotional involvement. The more distant you are, the harder it is for someone to disregard you.

4. Look them in the eye. This shows confidence and makes the other person know you mean business.

5. Make sure your body language and speech patterns match. If one is exciting and the other dull this will confuse your listeners and make them feel unsure about what you’re saying.

As a listener, take time to understand the speaker’s point of view or line of thought and assumptions. These will assist you to identify any bias. 

Subtexts
Subtext is the meaning behind the words, the emotions within the speech. As the prefix suggests the subtext is hidden below the text. Think of an iceberg with the tip being the visible tip, with the deeper meaning underneath, out of view. Just like in real life a character should rarely say what they really mean, instead it should be subtly hidden amongst the text and in the actions of the character. If you watch any “behind the scenes” documentary about a movie and see an actor or actress asking the director about their character motivation they are referring to the subtext within the dialogue.
	In simple, subtext refers to an underlying theme or an implied relationship between characters in a book, movie, play or film. The subtext of a work is not explicitly stated, but often interpreted by fans. Subtext can be a way for the creator of a work to relay ideals, principles, controversial relationships or political statements without alienating viewers or readers who may balk at the ideas or even reject the work. For example, American Beauty (1999) was a movie about a man going through mid-life crisis, but the subtext told a much deeper story about the gradual discovery of self-love, and the acceptance of life and death as equally beautiful, profound and mutually inextricable.


In a literary text, authors do not always tell readers what characters are feeling or thinking, and readers must instead make assumptions to help them learn about the characters. Whether penning dialog or shaping a theme or relationships, be it purposeful, imagined, discovered en route or developed over time, subtext lends real emotional and intellectual depth to any dramatic or literary work.
	
Practical Activity

Analyze the paragraph below. There are both explicit and implicit messages.

….AIDS is a serious epidemic. This dreaded disease has moved from drug users and homosexuals to promiscuous heterosexuals. Clearly, God is showing his wrath for those who violate his moral laws. 

Explicit Assumptions: 

1. 

2. 

Implicit Assumptions:

1. 

2. 

3. 

4. 

(Source:  Makau, J. (1990). Reasoning and communication: Thinking critically about arguments. Wadsworth Publishing Company, Belmont CA. p. 30-32.)




SECTION 2:  EFFECTIVE SPEAKING IN ORAL COMMUNICATION


2. INTRODUCTION 

Effective communication is usually the result of a careful selection of the appropriate medium or combination of media available.  This is to ensure the transmission of message from one source to another by the use of form or illustration that seems desirable.  It is referred to as the interaction of an individual or group with the environment through all the senses.  The practical justification is that it is an instrument for accelerating the pace of all human transformation, to shake-off inertia in a people, achieve mobilisation and direct their productive forces in improving their living condition. Orally dispensing information has been a standard human practice for thousands of years.

2.1 PLANNING OF CONTENT AND PRESENTATION TECHNIQUES
Making a good oral presentation is an art that involves attention to the needs of your audience, careful planning, and attention to delivery. On delivery, the presenter needs to carry the audience through the presentation and never lose them. This requires a lot of planning on how one is going to project themselves, a visit to the venue prior to the event/ presentation is necessary. If a visit is not feasible information about the venue should be gathered; size of the hall, seating arrangement and stage setting. There is also need to scout through the possible audience for taste, racial inclinations, political atmosphere, academic standing and age groups. 

The audience

Some basic questions to ask about an audience are: 

1. Who will I be speaking to? 

2. What do they know about my topic already? 

3. What will they want to know about my topic? 

4. What do I want them to know by the end of my talk? 

By basing the content and style of your presentation on your answers to these questions, you can make sure that you are in tune with your audience. What you want to say about your topic may be much less important than what your audience wants to hear about it.In an effective presentation, the content and structure are adjusted to the medium of speech. When listening, we cannot go back over a difficult point to understand it or easily absorb long arguments. A presentation can easily be ruined if the content is too difficult for the audience to follow or if the structure is too complicated.

	As a general rule, expect to cover much less content than you would in a written report. Make difficult points easier to understand by preparing the listener for them, using plenty of examples and going back over them later. Leave time for questions within the presentation. Give your presentation a simple and logical structure. Include an introduction in which you outline the points you intend to cover and a conclusion in which you go over the main points of your talk. Try and involve the audience in your discourse. 


People vary in their ability to speak confidently in public, but everyone gets nervous and everyone can learn how to improve their presentation skills by applying a few simple techniques. The main points to pay attention to in delivery are the quality of your voice, your rapport with the audience, use of notes and use of visual aids. Voice quality involves attention to volume, speed and fluency, clarity and pronunciation. The quality of your voice in a presentation will improve dramatically if you are able to practice beforehand in a room similar to the one you will be presenting in. Rapport with the audience involves attention to eye contact, sensitivity to how the audience is responding to your talk and what you look like from the point of view of the audience. These can be improved by practicing in front of one or two friends or video-taping your rehearsal. 
Verbal Formal Communication Methods

If you give an oral presentation to your manager, clients or prospective customers, you are engaging in formal oral, or verbal, communication. This is also true for business meetings following an agenda, telephone conference calls, press conferences and job interviews. A good opening statement gets your presentation of to a good start by:
· Giving you confidence,

· Giving the audience a positive first impression,

· Capturing the attention and interest of the audience.

· As a rule of thumb, keep the opening statement to less than two minutes.
·  Describe the objective of the presentation or the problem that you are going to help solve. 

· Tell the audience what they can expect to learn from the presentation. 

· Answer the audience's key question "What is in it for me?"
· Use your own words so that what you are saying sounds natural. Otherwise, the audience will sense your insincerity and may question your credibility.
· Memorize your opening statement to reduce nervousness.
· Plan how you want to be introduced to the audience. Whether you are introducing yourself or being introduced by someone else, you need to control what you want the audience to know about you. Your introduction should have you appear credible but not boastful. You don't want to alienate the audience by being perceived as bragging about your achievements. If necessary, you can work in other credentials throughout the presentation.

The introduction is a very important - perhaps the most important - part of your presentation. This is the first impression that your audience has of you. You should concentrate on getting your introduction right. You should use the introduction to:

· welcome your audience
· introduce your subject
· outline the structure of your presentation
· give instructions about questions
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The following table shows examples of language for each of these functions. You may need to modify the language as appropriate.

	Function
	Possible language

	1 Welcoming your audience
	· Good morning, ladies and gentlemen

· Good morning, gentlemen

· Good afternoon, ladies and gentleman

· Good afternoon, everybody

	2 Introducing your subject
	· I am going to talk today about...

· The purpose of my presentation is to introduce our new range of...

	3 Outlining your structure
	· To start with I'll describe the progress made this year. Then I'll mention some of the problems we've encountered and how we overcame them. After that I'll consider the possibilities for further growth next year. Finally, I'll summarize my presentation (before concluding with some recommendations).

	4 Giving instructions about questions
	· Do feel free to interrupt me if you have any questions.

· I'll try to answer all of your questions after the presentation.

· I plan to keep some time for questions after the presentation.


THE CLOSING STATEMENT
The closing statement is the most important part of the presentation. People are most likely to remember the close because it is what they heard last. Also, the close should summarize the objectives of the presentation and leave the audience with the feeling that they got what they came for.

Timing

If you plan to have a question and answer period, make sure it is scheduled before your close. Avoid ending with questions and answers because:

· They weaken the impact of your presentation,
· You run the risk of having to tell an audience member that you will have to get back to them on an answer (which is not the impression that you want to leave).

Content

· If you are giving the presentation to discuss how you can help a customer solve a problem, close with a statement of how you can help.

· Another way to close is to emphasize the key points of your presentation (although this may be difficult if there are many points made).

· If there were many points made, group the points into three or four categories or themes: the audience is more likely to remember three or four categories rather than 20 points. Then present the categories with the supporting points under each category.

· When all points are important and cannot be grouped, consider preparing a closing handout that you can use to involve the audience. One example of a closing handout is a list of questions with their answers out of sequence. As the presenter, you work with the audience to match the right answers to the questions. This kind of closing handout can be effective because it provides visual recall.

Memorize the Closing

After you write the close, commit it to memory so that it sounds spontaneous and has more impact. If necessary, keep a written copy of your close on hand to serve as a reminder if your memory fails, but don't read the close from your notes.

Use the conclusion to:

· Sum up
· (Give recommendations if appropriate)
· Thank your audience
· Invite questions
	

The following oral presentation strategies are when  preparing successful and effective presentations.

· Research audience. 

· Draft content.

· Practice, practice, practice. Practice your speech several times in front of mirror, note tone of voice, and body language. 

· Design interesting slides. 

· Dress slightly better than event dictates. 

· Eye contact is mandatory. 

· Close your speech with an action item.  

· Leave your business cards. 



	Activity 4
Plan content and presentation techniques in formal communications. 




2.2 THE IMPACT OF NON-VERBAL CUES/BODY LANGUAGE AND SIGNALS ON AUDIENCES 
Part of your impact as a speaker depends upon your body language. You probably have control over the words you speak, but are you sure that you have control over what you are saying with your body language? Body language comprises gesture, stance, and facial expression. These are all the more important when all eyes of an audience are upon you. When you are presenting, strong, positive body language becomes an essential tool in helping you build credibility, express your emotions, and connect with your listeners. It also helps your listeners focus more intently on you and what you are saying. 

The tricky thing about body language is that you are usually unaware of the messages you are conveying nonverbally. When presenters see themselves on videotape, they're often surprised to see that their body language conveyed an entirely different message from the one they had intended. For example, some people actually shake their heads "no" when they say "yes."  Effective body language supports the message and projects a strong image of the presenter. Audiences respond best to presenters whose bodies are alive and energetic. Audiences appreciate movement when it is meaningful and supportive of the message. The most effective movements are ones that reflect the presenter's personal investment in the message. 

Presenters who care deeply about their material tend to use their entire bodies to support the message. Their gestures are large enough to embrace the room full of people. They stand tall and lean into the audience right from their feet, as if trying to shorten the distance between their message and the ears of the audience. Their faces express their passion while their eyes connect with the audience, focusing on one person at a time. 
Gesture
 Do use your hands. They don't belong on your hips or in your pockets or folded across your chest either or held behind your back. Use them-to help emphasize a point, to express emotion, to release tension, and to engage your audience. Most people have a gestural vocabulary at their disposal. Anyone can all think of a gesture that supports words such as "short" or "tall;" however, the gestures of everyday conversation tend to be too small and often too low to use in front of a large audience. Presenters need to scale their gestures to the size of the room. The most effective gestures arise from the shoulder, not the wrist or elbow. Shoulder gestures project better across the distance and release more of the presenter's energy, helping combat any tension that can build in the upper body.

Stance
How you stand in front of the room speaks before open your mouth. Your stance can tell the audience that you are happy, scared, confident, or uncomfortable. Audiences "read" these messages subconsciously but unfailingly. Stance speaks. A balanced stance with weight even but slightly forward tends to say that the speaker is engaged with the audience. A slumped stance leaning to one side can says the speaker doesn't care. The feet should point straight ahead, not quite shoulder-width apart. When not gesturing, the hands should sit quietly at the sides of the presenter. Letting the hands fall to the sides between gestures projects ease. These moments of stillness between gestures also have the effect of amplifying the gestures. Yes, you can move around, but remember to punctuate that movement with stillness. Constant motion, such as swaying, is a distraction that can annoy your listeners. 

Facial expression 

The movements of your eyes, mouth, and facial muscles can build a connection with your audience. Alternatively, they can undermine your every word. Eye focus is the most important element in this process. No part of your facial expression is more important in communicating sincerity and credibility. Nothing else so directly connects you to your listeners-whether in a small gathering or a large group. Effective presenters engage one person at a time, focusing long enough to complete a natural phrase and watch it sink in for a moment. This level of focus can rivet the attention of a room by drawing the eyes of each member of the audience and creating natural pauses between phrases. The pauses not only boost attention, but also contribute significantly to comprehension and retention by allowing the listener time to process the message. Try to unfreeze your face right from the start. For example, when you greet the audience, smile! You won't want to smile throughout the entire presentation, but at least at the appropriate moments. It's only on rare occasions that you may need to be somber and serious throughout. 
Bring it all together
While we all want to believe that it's enough to be natural in front of a room, it isn't really natural to stand up alone in front of a group of people. It's an odd and unusual thing that creates stress, tension, and stomach troubles. Being natural won't cut it. We need to be bigger, more expressive, and more powerful. It takes extra effort and energy. It also takes skill and practice. With so much depending on communication and communication depending on body language, it's worth getting it right. Work on your body language-gesture, stance, and facial expression-to make the most of every speaking opportunity.
	Activity 5
Analyse the impact of non-verbal cues/body language and signals on audiences and use them appropriately.


2.3 THE INFLUENCE OF RHETORICAL DEVICES ON AN AUDIENCE

In rhetoric, a rhetorical device or resource of language is a technique that an author or speaker uses to convey to the listener or reader a meaning with the goal of persuading him or her towards considering a topic from a different perspective. Rhetoric is the ancient art of argumentation and discourse. Thus, rhetorical devices would be the devices used to manipulate the language to effectively transmit the author’s message to a reader.  While rhetorical devices may be used to evoke an emotional response in the audience, there are other reasons to use them. The goal of rhetoric is to persuade towards a particular frame of view or a particular course of action, so appropriate rhetorical devices are used to construct sentences designed both to make the audience receptive through emotional changes and to provide a rational argument for the frame of view or course of action.

Pauses
We can also use an ellipsis to indicate a pause or unfinished thought. At the end of a sentence, an ellipsis represents trailing off into silence. Using an ellipsis to represent a pause can get a writer into trouble. We tend to pause a lot in speech. Pauses give us a moment to collect our thoughts or add emphasis to what we’re saying. But in writing, a page peppered with ellipses wreaks havoc on the eyes. The same applies to unfinished thoughts. A writer might use ellipses to indicate, “and so on,” or “et cetera.” In text messaging and social media, many people use ellipses where they believe the reader will implicitly understand what would be stated next. In professional-grade writing, we finish our thoughts, so ellipses used for this purpose should be rare. 

However, when we are writing dialogue, an ellipsis can come in handy, especially if we want to show a character’s speech trailing off. Keep in mind, though, that ellipsis, like exclamation points, should be used with caution and only when truly needed for emphasis. As a general rule, don’t use it unless you must. Ellipsis marks are a set of three periods that indicate dropped words or a dropped thought within a sentence. Knowing their grammar rules gives you more options when you quote and also allows you to create effects in your writing with them.

Alliteration

The repetition of the same sound at the beginning of a word, such as the repetition of b sounds in Keats’s “beaded bubbles winking at the brim” (“Ode to a Nightingale”) or Coleridge’s “Five miles meandering in a mazy motion (“Kubla Khan”). A common use for alliteration is emphasis. It occurs in everyday speech in such phrases as “tittle-tattle,” “bag and baggage,” “bed and board,” “primrose path,” and “through thick and thin” and in sayings like “look before you leap.” Some literary critics call the repetition of any sounds alliteration. However, there are specialized terms for other sound-repetitions. Consonance repeats consonants, but not the vowels, as in horror-hearer. Assonance is the repetition of vowel sounds, please-niece-ski-tree.
Anadiplosis
Repetition of words, especially located at the end of one phrase or clause and the beginning of the next: “I was at a loss for words, words that perhaps would have gotten me into even more trouble.”

Anaphora
Repetition of one or more words at the head of consecutive phrases, clauses, or sentences: “I came, I saw, I conquered.”

Antanaclasis
Repetition of a word in a sentence in which a different meaning is applied each time: “If you aren’t fired with enthusiasm, you will be fired, with enthusiasm.”

 
Commoratio
Repetition of a point with different wording: “He’s passed on! This parrot is no more! He has ceased to be! He’s expired and gone to meet his maker!” (etc., ad absurdum)

Diacope
Repetition of one or more words after the interval of one or more other words: “People who like this sort of thing will find this the sort of thing they like.”

Repetition

The return of a word, phrase, stanza form, or effect in any form of literature. Repetition is an effective literary device that may bring comfort, suggest order, or add special meaning to a piece of literature.

Amplification

Amplification refers to a literary practice wherein the writer embellishes the sentence by adding more information to it in order to increase its worth and understandability. When a plain sentence is too abrupt and fails to convey the full implications desired, amplification comes into play when the writer adds more to the structure to give it more meaning.

Example:

Original sentence- The thesis paper was difficult. After amplification- The thesis paper was difficult: it required extensive research, data collection, sample surveys, interviews and a lot of fieldwork

Expletive

Expletive is a single word or short phrase, usually interrupting normal syntax, used to lend emphasis to the words immediately proximate to the expletive. (We emphasize the words on each side of a pause or interruption in order to maintain continuity of the thought.) Compare:   But the lake was not drained before April.  But the lake was not, in fact, drained before April.  Expletives are most frequently placed near the beginning of a sentence, where important material has been placed:  All truth is not, indeed, of equal importance; but if little violations are allowed, every violation will in time be thought little. --Samuel Johnson. But sometimes they are placed at the very beginning of a sentence, thereby serving as signals that the whole sentence is especially important. In such cases the sentence should be kept as short as possible:  In short, the cobbler had neglected his soul.
Rhetorical question 

A rhetorical question is a figure of speech in the form of a question that is asked in order to make a point and without the expectation of a reply. The question is used as a rhetorical device, posed for the sake of encouraging its listener to consider a message or viewpoint. Though these are technically questions, they do not always require a question mark. For example, the question, "Can you do anything right?" is asked not to literally evaluate the abilities of the person being spoken to, but rather to insinuate that the person always fails. While sometimes amusing and even humorous, rhetorical questions are rarely meant for pure, comedic effect. A carefully crafted question can, if delivered well, persuade an audience to believe in the position(s) of the speaker.

Non-Manual Feature 

A non-manual feature is part of a sign that is not performed using the signer's hands. This forms part of multi-channel signs and is used in the modification language feature.
Exclamation

An exclamation mark usually shows strong feeling, such as surprise, anger or joy. Using an exclamation mark when writing is rather like shouting or raising your voice when speaking. Exclamation marks are most commonly used in writing quoted speech. You should avoid using exclamation marks in formal writing, unless absolutely necessary.

1. Use an exclamation mark to indicate strong feelings or a raised voice in speech:

· She shouted at him, "Go away! I hate you!"

· He exclaimed: "What a fantastic house you have!"

· "Good heavens!" he said, "Is that true?"

· "Help!"

· "Shut up!"

· "Stop!"

2. Many interjections need an exclamation mark:

· "Hi! What's new?"

· "Oh! When are you going?"

· "Ouch! That hurt."

3. A non-question sentence beginning with "what" or "how" is often an exclamation and requires an exclamation mark:

· What idiots we are! (We are such idiots.)
· How pretty she looked in that dress! (She looked very pretty in that dress.)
4. In very informal writing (personal letter or email), people sometimes use two or more exclamation marks together:

· I met John yesterday. He is so handsome!!!

· Remember, don't be late!!

· I'll never understand this language!!!!

Remember; try to avoid exclamation marks in formal writing such as an essay or business letter.

Analogy
Analogy is the comparison of two pairs which have the same relationship. The key is to ascertain the relationship between the first so you can choose the correct second pair. Part to whole, opposites, results of are types of relationships you should find.

Example: 
hot is to cold as fire is to ice 

Volume

Some people speak softer or louder than others. We can increase or decrease the volume of our speech to change our meaning. For example, 

· A client will use a louder voice to exclaim his dismay at having his call transferred for a third time.

·  A soft voice would be used to show sympathy towards a client who has called in to enquire about benefits after her spouse has passed away.

· You have to speak louder when you are interacting with a client if the air conditioning unit is faulty and making a noise.

· Note: Speaking too loudly in inappropriate situations can be irritating, and interfere with meaning. Speaking too softly can make it difficult for listeners to hear and understand you.

Inflection

Inflection is the rise and fall of the voice. People who do not use inflection in their voices have a monotonous “drone”. However, overusing inflection can create childlike speech. You would typically use more inflection when you are talking about something exciting.

Pitch

When interpreting emotions from the highness or lowness of the voice, we can typically infer a range of emotions from calmness, cosines, lack of interest through to depression from a low-pitched voice. A high pitch can indicate extreme emotions such as fear or excitement.

Resonance

This is the quality and fullness of your voice, or how pleasant or unpleasant your voice sounds to the listener.

Rate

Rate refers to the pace of your speech. Speaking quickly usually indicates excitement, anger, volatility, whilst a slower speech would indicate being relaxed, trying to make a point, depression, lack of interest, etc. Speaking too quickly can cause your listeners not to hear all your words, and speaking too slowly can be monotonous and boring for your listeners.

Clarity

Clarity refers to the clearness of your pronunciation. Your accent is acceptable provided that the listener can understand what you are saying. 

For some of these vocal qualities the emotions indicated are very opposite for the same vocal characteristic.

	Activity 6
Analyse and use the influence of rhetorical devices for effect on an audience.


SECTION 3: RESPONDING TO SPOKEN TEXT 

3. INTRODUCTION
Oral communication makes it possible for individuals to develop their skills, express their needs, motivations, interests and aspirations in the communicative act while interacting in the social environment. Every time we speak, our voice reveals our gender, age, geographic background, and level of education, native birth, emotional state, and our relationship with the person spoken to. Other people can read these cues accurately. We send important information about ourselves; when we listen to others, we can receive important information about others.
3.1 OWN RESPONSE TO SPOKEN TEXTS
Whether you are promoting a product, explaining an idea, or communicating a vision, the way you present and respond to others can greatly affect your success in the workplace. Oral communication is the ability to talk with others to give and exchange information and ideas, such as: ask questions, give directions, coordinate work tasks, explain and persuade. Listening is the basis of effective communication and entails much more than just hearing sound. Think about the last time you noticed someone obviously not paying attention when you were trying to communicate. What specific behaviours did the person exhibit that led you to believe that he or she was not attending to you? What impact did the person’s behaviour have on you? Perhaps you felt alarm that your important message was not getting through properly, or frustrated that your audience was not “getting it.” You may have been offended by your listener’s inattention or felt an urge to repeat your message.

You can learn more about listening behaviour by examining the type of listener you tend to be. Use the following activity to learn more about your listening style.
	
Listening Self-Assessment

Read each item and then tick the box indicating how frequently you actually use this skill when talking with others. Remember, this is a self-assessment, so be honest!

	
	Usually

Do
	Do

Sometimes
	Should Do

More Often

	1. I try to make others feel at ease when I am talking with them.

2. I try not to think about other things when listening to others.

3. When I listen, I can separate my own ideas and thoughts from the speaker’s.

4. I can listen to others with whom I disagree. 

5. I try not to form a rebuttal in my head while others are talking.

6. I observe others’ verbal and nonverbal behaviours.

7. I let others finish speaking before I begin talking.

8. I listen to what others say rather than assume that I know what they are going to say.

9. I concentrate on others’ messages rather than on their physical appearance.

10. As I listen, I figure out how others are feeling.

11. I ask others to clarify or repeat information when I am unsure what was meant.

12. I can remember the important details of what others tell me during conversations.

13. I restate information given to me to make sure that I understand it correctly.

14. If I find I’m losing track of what others are saying, I concentrate harder.
	
	
	


	
Habits are inbuilt and second nature. They can either be good or bad. Your communication habits will either enhance or detract from your effectiveness. You can substitute good communication behaviours for bad and, with practice, they will become habits.

1. Identify some of your good communication habits. An example of a good habit is asking questions to understand a persons’ frame of mind. 

2. Identify some of your bad communication habits. Some examples include interrupting or thinking about what you are going to say next (rather than actively listening). 
3. Identify inappropriate responses and adjust them accordingly.


MATCHING COMMUNICATION TO MESSAGE AND AUDIENCE

Types of situations that call for oral communication
· Sometimes, you know the audience and the situation (e.g., an unruly crowd developing during a protest rally) and need to develop a message (e.g., dispersal, safety, public nuisance).

· Other times you start with a message for many audiences (e.g., buy flood insurance coverage) and must decide the venues (public service announcements, mass mailing, etc.).

· At other times, you have a very specific message and audience (e.g., firing a subordinate) but must create an appropriate situation for delivery.

· Still other times, you may be required to provide a media interview about a developing emergency and must keep your message clear and your voice calm to avoid confusing or panicking your audience.

Each circumstance offers unique challenges and opportunities to match your verbal and nonverbal communication to your message and audience. Consider a speech that you heard that impressed you and think about what made it strong and effective. Most likely, it exemplified these qualities:

· It matched the message to the audience.

· It matched the content and delivery to the purpose.

· It was delivered in a clear and engaging manner.

Matching the message to the audience begins with analyzing the needs of the audience. After you determine the “who, what, when, where, and why” aspects of a presentation, it is easy to determine the right message and the most effective delivery.
	
Matching the Message

The purpose of this activity is to match the message type to its purpose and audience. For every situation in Column A, choose two matches from Column B.

Consciously consider these questions when choosing your matches.

· How many people are in the audience?

· How many times will I have to deliver the message?

· Does this method use my time efficiently?

· Is my message going to the correct audience?

· Is the message going to others in addition to the correct audience?

· Will there be a negative impact if this message is delivered to some people who do not need it?

· What image do I want to convey with my message (e.g., authoritative, competent, informed, or sympathetic)?

· Am I respecting the emotional sensitivity of the message?

· Will I be able to track the success of my communication effort?

Matching messages to their purpose and audiences will help ensure communication success.

	1. One-on-one conversation      

2. Small-group discussion

3. Public presentation

4. Media interview                                              
	a. Review internal budgets

b. Publicize Fire Prevention Week

c. Evaluate staff performance

d. Educate city-wide animal shelter staff

e. Offer condolences to a coworker

f. Announce agency policy changes

g. Conduct a Hazard Awareness Fair

h. Explore increased interagency cooperation



More than half of face-to-face communication is exchanged through nonverbal cues. Because up to 65 percent of the meaning your message is unspoken, it is imperative to learn to “read” nonverbal communication. After you learn to “speak” this second language, you can use it to amplify your message. You also want to master reading nonverbal language. By reading your listener, you can gather real-time feedback that tells you whether or not you are communicating successfully. If your message is not getting through, maybe you need to adjust your nonverbal broadcast. Eyes, tone of voice, expression, volume, and gestures reflect attitudes, emotions, state of mind, and related messages. While you probably are aware of this, you may not realize just how important those messages are to your listener. Nonverbal cues can reveal three basic emotions:

· Like or dislike.

· Submission or dominance.

· The degree to which others can arouse reactions.
	
Mixed Signals

Read the following case study and answer the question below.

Imagine yourself seated across from your supervisor’s desk telling her about a conflict with a coworker. As you relay the details of the incident, she begins to page through a color catalog of protective clothing that is open on the desk. When you ask her opinion, she continues to look downward, but responds, “Personnel issues are my highest priority. I will look into it.”

What are some of the feelings you might experience after this conversation?

Hint

Examine your answer to see if it includes any of these elements: Confusion, Mistrust, Distance or Disrespect. 

No answer is incorrect.


It is especially troubling when people send mixed messages.

· Listeners instinctively react with mistrust and caution.

· When words and actions are not in sync, the nonverbal cues contradict or supersede verbal messages.

· Conflicting words and nonverbal messages can indicate that the speaker:

· Is experiencing conflict.

· Is not sincere.

· Is not committed to the message.

	
1. Analyse your body language and identify the messages that you typically communicate to others when you are speaking. What do you project as a listener?
2. Analyse how you feel when speaking publicly and how your feelings may show. Refer to earlier sections in this section to help you evaluate your nonverbal language.
3. Analyse own responses to spoken/signed texts in relation to audience, purpose and context. In addition, identify inappropriate responses and adjust them accordingly.
4. How do you put forward own position in a manner appropriate to the interaction when confronted by opposing views?


PUTTING FORWARD OWN POSITION WITH CONFIDENCE
To become an industry leader or even to simply advance in your career, you must master the art of communication, or the process in which individuals interact, exchange and interpret meanings. Mindlessly conveying information through idle chitchat is easy. Effectively communicating requires skill and elegance. In order to successfully communicate, you need to be able to present ideas effectively, persuasively, clearly and concisely. To “argue” is to put forward an opinion through the process of reasoning, supported by evidence. An argument attempts to persuade through rational and critical judgement. You may have a great idea, but you need to communicate it effectively and support it. The three essential parts to a point of view are:

	Three Steps to Voicing an Opinion

	1. A valid opinion (a believable point of view)
	· I believe that ...

· I think that ...

· From what I understand ...

· As I understand it ...

	2. A reason why
	· This is due to ...

· Because ...

· What I mean by this is ...

	3. Evidence

(Relevant and up-to-date examples, statistics, explanations and/ or expert opinions). If you have actual data, examples or expert opinions on hand, refer to the source.
	· This can be seen by ...

· For instance ...

· For example ...

· An example can be seen ...

· (Author's name) states that ...

· (Author's name) suggests...

· Statistics from (give a source) indicate ...


Disagreeing can be problematic as people often speak before they think things through. You may be trying to disprove another speaker's point, but it is also important to disagree politely. Try the following.

	Three steps to use when disagreeing with another speaker

	1. Acknowledge their thoughts/ ideas
	· I can see your point - however ...

· That's a good point, but ...

· I see what you are getting at/ where you are coming from, but ...

· I see what you mean - however...

	2. Then explain why you disagree
	· That's not always the case because ...

· That's not necessarily true because ...

· This idea isn't supported by statistics/ evidence ...

· I thought the author meant that ...

	3. Offer your opinion complete with reason and support
	· From what I have read ...

· The statistics seem to indicate that ...

· I think what (author's name) may actually be suggesting is ...

· Other studies by (author's name) show that ...


Now, be prepared for counter-argument and further discussion! Remember, confidence is the key. If you do your preparation and think things through, you can speak with confidence and believe that your contribution will be valid. Be assertive. Learn not to be passive or aggressive. Being assertive lets you express your thoughts and feelings confidently and clearly. So, it’s a skill that can help create a healthy lifestyle with positive relationships. 
3.2 CHOOSING TONE/REGISTER, APPROACH OR STYLE THAT IS APPROPRIATE TO CONTEXT
The key to effective communication is the way it is send, carried and/or received. The efforts to communicate effectively must then begin by careful choice of tone/register, approach or style. Understanding the context is also of paramount importance as the choice of tone/register, approach or style will base mostly on the context of the interaction. Context is the relevant constraints of the communicative situation that influence language use, language variation, and discourse summary. Communication is a process beginning with a sender who encodes the message and passes it through some channel to the receiver who decodes the message. Communication is fruitful if and only if the message sent by the sender is interpreted with same meaning by the receiver. If any kind of disturbance blocks any step of communication, the message will be destroyed. To maintain the original meaning of the intended and encoded message the use of tone/register, approach or style must be understood. 
Style
All texts that are composed have a style. Style and tone are elements of fiction. The writer uses a certain style and tone to craft the story. Style refers to the writer’s choice of diction, sentence structure, literary techniques, and use of rhythm. In fiction writing, the writer’s style is also created by the choice of literary devices that are used to create the story, such as imagery, symbolism, allegory, personification, and other figurative language. Tone, on the other hand, refers to the writer’s attitude toward his/her story and to the reader. The writer’s tone assists in creating a mood or atmosphere for the story.

Example one

	I reckon style's pretty important for youngsters. If they understood style, they'd be better at expressing themselves to others.


Example two

	Style is important because:

It is used to express yourself. 

You can write appropriately for intended audiences.


Example three

Which of these examples do you think is more appropriate for this web page? Why do you think this is so? There is no correct answer. In fact, arguments can be made for all three:
	The style of example one is more suitable for this website. This is because it has a formal register and uses academic words such as 'essential' and 'effectively' to communicate the content. A student accessing this website needs exposure to formal writing, as it is the most common style of text that they will encounter.


Response to example one

	The style of example two is more suitable for this website. This is because it has an informal register. It uses colloquial language such as 'I reckon' and 'youngsters'. The tone is conversational. All these factors engage the intended audience as it uses simple language that is easy to understand and makes the students feel comfortable with the material.


Response to example two

	The style of example three is more suitable for this website. This is because it is very concise and simple. Because it is objective and set out in bullet points, it will be easier for students to remember.


Response to example three

There are a number of words and techniques that have been used to describe the style of the three examples. Register, tone and language are crucial elements of style. They will be the main focus of this chapter.

Register

Register is an important concept for composing and responding to a spoken text. It is a concept that refers to particular types of language that are used for particular purposes. From above, Example One has a formal register while Example Two has an informal register. Informal and formal registers will be the focus here. To achieve a formal register, a composer needs to use formal language. This means that the composer will use correct grammar and avoid any colloquial language, slang or jargon. The types of texts where you will find a formal register will be in formal speeches such as from your principal on speech night or from the prime minister. The best way to determine whether a text that you compose should have a formal register is to consider the audience and the purpose. For example, would you use a formal register when emailing a friend? What if you were applying for a job?

To achieve an informal register, a composer needs to use informal language. This means that the composer does not need to use absolutely correct grammar and can use colloquial language and slang. Examples where you could use or see texts with an informal register might include talking to friends. You should consider the purpose and audience of the text and think, “What register would be most effective to reach my audience?” When analysing texts, register should be one of the first things that you consider. This will help you decide what the purpose of a text is, as well as the intended audience.

Tone

There is sometimes confusion as to the exact meaning of tone in speaking. Here are some examples of words that you could use to describe tone (again, this list is not exhaustive): Funny, serious, angry, exciting, personal, affecting, informed, knowledgeable, intelligent, interesting, engaging and conversational. Tone works in texts much in the same way as it does in real life. As a real-life example you might have experienced is sending an email that contained a joke, but the person on the receiving end thought you were serious. In this case the responder did not understand the tone that you used. When you read, you should be able to identify the tone the composer uses. Think to yourself, “Are they writing with a cheerful tone? An exciting tone? A serious tone? A sad and depressed tone?” You can tell a lot about how a composer is feeling or what their opinions on different issues are according to their tone.

3.3 IDENTIFYING AND MODIFYING LANGUAGE TO SUSTAIN INTERACTION
Some message recipients may feel pushed out of a conversation when a certain genre of language is used on them. It is therefore of paramount importance that when communicating one should always identify such language and avoid it or modify it in context so as to keep the communication running. Interaction is difficult to initiate so to lose it over language use can be damaging. Effort should therefore be made to minimise or root out pedantic and illogical language. 
Pedantic Language

A pedantic person is overly concerned with details. Academics have that tendency; they are absolute perfectionists.   Sometimes being a pedant will throw your audiences over the edge, not everyone is concerned about picky details so it pays to let one slide now and again. Language that points to you being pedantic should therefore be rooted out of your interactions. For example, pedantic person is worried and actually complaints when towels are not arranged correctly at a dinner table.
Aggressive Language

Aggressive people do not take no for an answer; but “no”, is actually an essential part of a conversation. Such behaviour has a way of killing conversations. Each part to any interaction must feel that their opinion is valued and respected. At times one part want to have it all at the expense of the other, in the end the interaction will die off. Aggressive language can sometimes bring mistrust and judgement into the interaction. Example: “It’s either we are going to Elephant Hills Hotel or we are going nowhere!”
Pedantic, illogical or aggressive language must be modified in order to sustain interaction. When speaking or writing use polite language in order not to offend your audience.  
	Activity 3
Define the following terms; tone, register and style. Why should a writer use appropriate tone/register/style when speaking or writing? 


	
Practical Activity

Diction

Label each sentence as formal, casual, or slang based on its diction.

· Let’s go get some dinner.

· It is vital to understand the text one reads.

· Computers are a pain in the neck.

· The Mona Lisa looks weird from up close.

· Pickett’s charge at the Battle of Gettysburg was surely an awe-inspiring sight. 

Connotations

In the following sentences, choose between the words in parentheses to make the sentence have as negative a connotation as possible.

· The leader was his nation’s most (notorious, well-known, famous) advocate.

· Immigrants (thronged, flocked, swarmed) to the large cities.

· A (trim, skinny, slender) woman entered the room.

· The man was (inebriated, drunk, intoxicated). 

· Where did you find that (outfit, get-up, attire)?

Style

The following paragraph has several inconsistencies in its style. Correct the inconsistencies.

  When writing a term paper, the one thing you’ve got to remember is to use authoritative sources. These are vital if the paper is to persuade the intended audience. Reliable sources can be found everywhere from the library down the street to the internet. Internet sources must be used cautiously, since some sites are just run by wackos; nonetheless, some sites do provide quality information. Once the writer has found her sources, she must remember to cite them properly in order to avoid plagiarism. Plagiarism is bad. Citation styles vary across the disciplines, but they can usually be figured out with a proper style manual. 




SECTION 4:  EVALUATE SPOKEN DISCOURSE


4. INTRODUCTION
To be a good speaker one must always take time to evaluate his or her oral communication skills. Discourse analysis is a primarily linguistic study examining the use of language by its native population whose major concern is investigating language functions along with its forms, produced both orally and in writing. Moreover, identification of linguistic qualities of various genres, vital for their recognition and interpretation, together with cultural and social aspects which support its comprehension, is the domain of discourse analysis. To put it in another way, the branch of applied linguistics dealing with the examination of discourse attempts to find patterns in communicative products as well as and their correlation with the circumstances in which they occur, which are not explainable at the grammatical level (Carter 1993:23).

Discourse refers to too wide an area of human life, therefore only discourse from the vantage point of linguistics, and especially applied linguistics, is explained here.
4.1 POINTS OF VIEW IN SPOKEN/SIGNED TEXTS 
Basically, there are three points of view:

· First Person

· Second Person

· Third Person (limited, subjective multiple viewpoints, or omniscient)

First Person

· First person means the story is told from the “I” viewpoint. This point of view brings the listener up close and personal with the speaker. Many detective and private eye dramas use the first person because this viewpoint immediately puts the reader “in the shoes” of the crime-solving hero. The listener can quickly identify and derive pleasure from experiencing the events if they are seeing them through the eyes of the main character.
· First person viewpoint is also effective in a thriller. A first person viewpoint can provide immediate empathy with the main character and enhance suspense because the emotions are deeply felt by the listener. First person gives the effect that each twist and turn, each setback or sensation of joy, fear or pain seems to be happening to the reader personally.
· First person can also create a sense of foreboding because the emotions are deeply felt by the reader. 

Second Person

Telling a story using you is called second person point of view. Using this viewpoint, you control all of the information and give the listener whatever you want.

Example: “You open your eyes and the sun is already high in the sky. You’ve slept away the whole morning. You roll over on the hot sand, scrambling to your knees. The events of last night come rushing back to you…”
Third Person Limited

· Third person limited means that everything is seen through the main character’s eyes and in past tense. Third person has the phrases “he said, he thought,” all coming from the same person’s head. The listener sees, thinks and feels only what the main speaker experiences. There are no shifts at any other time to other character’s thoughts or emotions. 
Third Person Subjective Multiple Viewpoint

A change in viewpoint can heighten suspense. Many mystery writers uses subjective multiple viewpoint to tell their story. In the Tony Hillerman Navajo mysteries, there are two main narrators, officers Joe Leaphorn and Jim Chee. When the reader is in Leaphorn’s mind, the viewpoint stays with Leaphorn until it shifts to Jim Chee in an alternating section or chapter. (Some portions of Hillerman’s stories, such as a murder scene, may also be told in an omniscient viewpoint, from no particular character’s point of view, however the larger portion of his work is seen through the viewpoint of one character at a time.)

Books written in third person limited or subjective multiple viewpoint

· The Case of the Daring Divorcee by Erle Stanley Gardener

· A Taint in the Blood by Dana Stabenow

· Cold in the Grave by Peter Robinson

· Coyote Waits by Tony Hillerman (alternating narrators Chee and Leaphorn)

Third Person Omniscient

In the third person omniscient point of view, the author takes a panoramic, bird’s eye view of the characters and in describing the overall picture. The story is not shown through the eyes of any one character, but an invisible, all-knowing, all-seeing narrator. This point of view works best in a story with a complicated plot and multiple characters. Most of popular author Stephen King’s works are written in third person omniscient.

Novels written in Third Person Omniscient:

· A Time to Kill, The Partners by John Grisham

· And then There Were None by Agatha Christie

Mixed Points of View

There is no solid rule that a book must be written from a single point of view. Many authors mix points of view, alternating from third person limited to third person omniscient. In this case, part of the book is usually seen through omniscient eyes, the other through the eyes of the detective. Some authors may also switch from first person to third person viewpoint, using first person for the hero and third for the villain.


When a reader is presenting a viewpoint based on the surface meaning of text he/she explores what the text directly states or points at. For instance, the office memo stated that all employees are to clock in before the beginning of a working day.  The reader does not seek out any other text meaning than already stated for instance, the office memo suggest that some or all employees were not clocking in before the beginning of a working day (embedded meaning). 

	Activity 7

Identify and describe different types of points of view in spoken/signed texts in relation to context and purpose of the interaction.




4.2 VALUES, ATTITUDES AND ASSUMPTIONS IN DISCOURSE 

All oral messages carry views and values and the speaker’s portrayal of the human experience. When you are forming an interpretation of an oral message, one of the things you are doing is forming an opinion on the views and values expressed within the message. All this means is that you are working out what speaker thinks about certain things - What do they believe in? Approve of? Disagree with? What opinions do they present about a range of issues? Do their values “fit in” with the society or have they changed in some way? Views and values are our opinions on how things should work, how people should behave and what is right or wrong. Keep in mind the two essential questions: WHAT are the text's views and values? HOW are these views and values highlighted in the text?

Some useful vocabulary to help you when thinking of views and values:
	Views
	Values

	Ideas
Attitudes
Opinions

Outlook
Approach to
Perspective on
	Morals
Beliefs
Standards

Ethics
Philosophy
Principles



As with all texts, you need to analyse themes, motives, characterization, relationships, setting, narrative style and structure, point of view, imagery, symbolism, and the ideas about society and the individual that are being communicated.

· Many learners identify views and values quite well, but do not take the next step and show whether the text or author endorses, challenges or leaves unquestioned those views and values.

· Below are explained the main terms for the positions a text can take with regard to the ideas and attitudes circulating within it. 

Critique
  A text provides a critique of a viewpoint, value or belief by examining it critically.

· Various aspects are considered, positive as well as negative.

· The overall position is negative, or critical.

· A critique can be wide‑ranging in scope, e.g. a critique of white settlement in South Africa, a critique of materialism in modern societies, etc.

Endorse
When a message takes a positive stance in relation to a view or value, it can be said to endorse that view or value

· The qualities endorsed by the text will often be embodied in one or more characters that are represented sympathetically.
· The qualities endorsed will usually be contrasted with views or values that have opposing effects:

· the value of loyalty could be endorsed by showing the destructive consequences of betrayal

·  the value of generosity would become evident through a representation of characters who are greedy and selfish, and so on.

Challenge
A message challenges views and values when it reveals their shortcomings and limitations: in other words, their negative impacts on people.

· The message could challenge the attitudes and beliefs of the society as a whole.
· Views and values can be challenged through the development of the narrative, so that harmful effects only become increasingly evident as the plot unfolds and conflict becomes more intense.
· Even when a message challenges views and values, it is likely to include a degree of complexity in its treatment of these ideas. 

ASSUMPTIONS

When people communicate, they base their messages on certain assumptions. These assumptions can be true or false. Let us look at the common types of assumptions.

1. Cultural assumption

A cultural assumption is when we assume that a person has particular values and attitudes based on their cultural background. Understanding cultural assumptions and how they work will help to analyse visual texts. Speakers often use cultural assumptions to reach their audience. 
You will make many cultural assumptions in your everyday life. Think very carefully about the cultural assumptions that you make about:

· Gender - what are the characteristics of males and females? Are girls nice like sugar and spice and boys mean and never clean? 

· Age - what are the characteristics of young people (perhaps you believe them to be fun-loving) and older people (perhaps they are boring).

2. Stereotype

A stereotype is an assumption made about a person based on superficial (only the very obvious) criteria. You must always be careful not to use stereotypes and remember that each person is an individual and their personality is not defined by their ethnicity, gender or age. 
Assuming characteristics of people based on race is racism and through gender is sexism. Be aware of how speakers use stereotypes and be able to identify them. Speakers also use the cultural assumptions of their audience in more subtle (less obvious) ways. For example, what does the colour red mean to you? You may think of things such as danger, stop, love and passion. When the speaker uses red they are perhaps trying to make you think of these things. So, a stop sign or traffic light that is red tells you that you should stop. A warning sign that is red informs you of danger. 

Typically it is assumed in many countries around the world, that the following colours signify the following things:

· Red: anger, passion, danger, stop 

· White: peace, purity, cleanliness, life 

· Black: death, sickness, evil 

· Green: go, nature, happiness 

· Blue: peace, serenity, boys 

· Pink: love, girls

This of course is not exhaustive - there are many, many more. When you approach a visual text remember that the use of colour is an attempt to communicate through cultural assumptions. 

It is important to be aware that different cultures attach meaning to colours in different ways. In China red is a colour that has connotations of happiness. Significantly, the traditional colour for Chinese brides to wear is red. Notice also that red is the dominant colour on the Chinese flag. The colour green dominates the flags of many Muslim countries and this is because green represents Islam. These differences in meaning can have a significant impact on visual images. Consider what an advertisement washed with red might mean in Australia and what it might mean in China. An Australian responder is positioned to see anger or danger whereas in China the responder is positioned to see happiness.

ATTITUDES

Attitudes are feelings that people experience. They relate to conventions that are characteristic of familiar cultures. While the physiological expression of basic feelings such as happiness, sadness, anger, surprise, fear and disgust is similar across cultures, their psychological expression is more culturally specific. Cultural conventions guide the way people respond to particular situations and thus shape their attitudes. Attitudes therefore develop from, and influence, diverse responses to cultural perspectives and expectations. People continue to develop their attitudes throughout life by classifying, reviewing and adjusting their own beliefs, and by learning to appreciate various ways of expressing them. 

	LEARNING ACTIVITY
Identify and describe values, attitudes and assumptions as applied to discourse.



4.3 TECHNIQUES USED BY SPEAKERS TO EVADE OR DISSIPATE RESPONSIBILITY
In addition to providing a way to make the content of a message clear or obscure, language reflects the speaker’s willingness to take responsibility for their beliefs and feelings. This acceptance or rejection of responsibility says a great deal about the speaker and can shape the tome of a relationship. Below are some of the ways speakers can use to evade or dissipate responsibility.

1. “It” Statements

It statements replace the personal pronoun I with the less immediate word  for example, “It bothers me when you are not well instead of I am worried when you are not feeling well; It’s nice to see you instead of i am glad to see you”. By contrast “I” language clearly identifies the speaker as the source of a message. Communicators who use “it” statements avoid responsibility for ownership of a message, attributing it instead to some unidentified source. This habit is imprecise as well as an unconscious way to avoid taking a position. 

2. “But” Statements

Statements that take the form “W-but-Y” can be confusing. A closer look at “but” statements explains why. In each statement, the word but cancels the thought that precedes it:

· You really are a great cook, but i think you ought to stop cooking.”

· You really are a great employee, but we can’t have you here anymore.”

These “buts” often are a strategy for wrapping the speaker’s real but unpleasant message between more palatable ideas in a emotional sandwich. This approach can be a face-saving strategy worth using at times. When the goal is to be absolutely clear, however the most responsible approach is to deliver the positive and negative messages separately so they both get heard. 

3. Questions

Some questions are sincere requests for information while others are a linguistic way to avoid making a declaration. For example, “What are we having for lunch?” may hide the statement “I want to eat out” or “I want to order pizza.” “How many textbooks are assigned in that class?” may hide the statement “I am afraid to get into a class with too much reading”. Sometimes being indirect can be a tactful way to approach a topic that would be difficult to address head on. When used unnecessarily, though, being indirect can be a way to avoid speaking for yourself.

4. “I” and “You” Language

“I” language is a way of accepting responsibility for a message. In contrast, “you” language expresses a judgement of the other person. Positive judgements (You look gorgeous today!”) rarely cause problems, but the critical “you” statements implies that the subject if the complaint is doing something wrong for example, “you left this place a mess!” or “you didn’t keep your promise!” Despite its name “you” language doesn’t have to contain the pronoun you, which is often implied rather than stated outright, for example, “Mind your own business!” (“You are too nosy.”)

Whether the judgement is stated outright or implied, it’s easy to see why “you” language can arouse defensiveness. A “you” statement implies that the speaker is qualified to judge the target-not an idea that most listeners are willing to accept, even when the judgement is correct. “I” language provides a more accurate and less provocative way to express a complaint. “I” language shows that the speaker takes responsibility for the complaint by describing his or her reaction to the other’s behaviour without making any judgements about its worth. 

5. Citing historical speeches

In order to enhance the force of their speeches, and to avoid the responsibility for making allegations that may incur unexpected public feedback, politicians for example, appropriate a range of historical speeches made by previous politicians to support their arguments. The citing of historical speeches is used as a means by which to increase the effectiveness of a speech, and to reduce the political risk of being branded an extremist. By using this technique, a speaker is able to increase the political mileage that can be made from her speeches, and at the same time minimises the risk of being criticised for creating a political and social disturbance.

6. Inversion technique

Inversion technique is a means by which a speaker uses a particular expression in such a way that its commonly held meaning is inverted to mean the exact opposite of the original expression. For example, in a speech victims can be transformed into aggressors, while the aggressors are represented as victims.
7. Fear technique

The fear technique is yet another feature of spoken discourse. For example, in politics, this technique firstly produces some kind of potential threat to the public, and then provides solutions from which the public can then choose from. In reality, however, these solutions constitute choices made by the politician, and not the public. When a politician agitates the public’s fear against immigration or crime, and proposes that voting for him/her will reduce the threat, s/he will use this technique.
8. Logical Fallacies

In order to push the public to accept their policies, politicians for example, use "logical fallacies" or unwarranted extrapolation. In this technique the speaker makes quite spectacular predictions about the future, based on only a few minor facts.

9. Religious Citation

Speakers use proverbs in an attempt to arouse the public with vivid, emotionally suggestive words. In certain situations, however, spoken discourse seeks to pacify the public in order to make an unpleasant reality more palatable. This is accomplished by using proverbs, idioms or biblical utterances to attack opponents.
10. Emotion technique

Speakers sometimes use emotional technique in their bid to appeal to the audience. Emotion can be seen as a type of investment from which speakers expect to receive a generous return. Emotion technique is employed in various ways. For example, when speakers talk in hushed or ringing tones, and use exaggerated body language and facial gestures, they are using emotion technique. For instance, speakers can raise their voices at key points in their speeches and gesticulate vigorously with their arms and hands. Indeed, they almost look as if are "fighting" for their audience!

11. Never mention any negative side of self

One of the most common techniques embraced by some speakers is to ignore any positive attributes found in “opponents” and to loudly decry their negative traits and failings, whilst simultaneously denying the existence of any flaws or negative aspects present in one’s own character or set of beliefs. Some speakers for example, are also forever attributing failed or unpopular policies to the folly and mismanagement of their opponents, while at the same time they proudly sign their names to successful (or seemingly successful) policies.

4.4 IMPACT OF SPEAKER’S CAPABILITY ON THE MESSAGE
Public speaking is the process of communicating to a group of people with the purpose of informing, motivating, influencing or entertaining the audience. Consider the five elements of public speaking--the kind of speaker, the audience type, the topic, the chosen medium and the intended effects. To be an effective public speaker, concentrate on preparation, structure, attention and delivery.

I. Message
The most important part of public speaking is the message itself; not the person who delivers it. The most obscure individual can still accomplish the things you need them to if they have the ability to speak well. This means that a good speaker does more than simply inform their listeners. He or she should be able to influence their emotions, their thoughts and even their actions with the words they speak.
II. Clarity
Clarity of structure means that ideas are logically grouped into categories the audience can easily understand. In addition, just as paragraph indents and underlining alert readers to new or important ideas, transitions and signposts help listeners recognize new “paragraphs” and key points of the speech. Brief pauses can signal to listeners that the speaker is about to say something important or is moving onto the next main point. Phrases like "most important," "I am claiming that," "the crucial point is this," call your listeners' attention to what follows them and act as verbal underlining.
III. Simplicity
Simplicity in language is crucial to conveying information effectively. Oral discourse differs from written in its use of language. Oral discourse is often best when it uses the first person, “I” and “we.” Such language gives the speech a sense of immediacy and helps the speaker to connect with the audience. In addition, good speeches will often use less formal language--contractions, sentence fragments, selected slang expressions. Finally, oral language needs to be less dense and jargon-laden then some kinds of written language, especially academic language. When written papers are read out loud, they almost never make effective speeches.

	A common obstacle that many people who speak face is being able to speak clearly. This is more of an issue for those who speak infrequently as opposed to those who speak regularly – those in the former category are often unaware of the issue. You can have a well written speech, practice it until you know it cold and then deliver it with confidence. But if your audience can’t understand what you are saying, it will have minimal impact. You’ve probably seen speakers like this. So what are some of the things that can interfere with the clarity of your speech and what can you do about it? Let’s start with some of the reasons an audience doesn’t understand your talk:

· You are speaking too softly or too fast.

· You are using language that the audience doesn’t understand.

· You have a thick or heavy accent.

· English is not your first language.

· Your grammar usage or pronunciation is unusual.

· Your ideas are presented in a confusing or hard to follow manner.

Once you know what the issued you need to work on are, you can start addressing them. So here are some ways that you can improve your clarity.

Watch your voice
Do you speak too fast or too slow? Are you speaking loud enough or into the microphone so people can hear you? More often than not, people tend to speak faster when presenting to a group – this is often caused by nervous energy. If you catch yourself speaking too fast, practice slowing down. A recorder (again, audio is all you need) can help you see if you are improving. If you are one of that rare breed that speaks too slow, practice your talk at varying speeds to see if there’s any improvement. Regardless of your pace, make sure that you sound natural.

Speaking too softly is a common problem as is not speaking directly into the microphone. There’s nothing wrong with asking people in the back of the room if they can hear you.  It allows you to adjust your volume at the beginning. However, many speakers tend to dip their volume in the middle of their talks, so periodically checking with your audience can help you (just don’t ask them every few minutes if they can hear you).

Watch your language
Are you using words, terms or acronyms that the audience is not familiar with? Are you mispronouncing words? One of the biggest mistakes that people make in all forms of communication is to use language that others many not understand. Some people do it to show off their powerful vocabulary while others are completely unaware of the issue. Try to use words that are appropriate for your audience. A college educated audience can tolerate your verbal artistry more so than an audience made up of folks who barely graduated from high school. Likewise, if your audience is made up of people in the same industry, then it’s okay to use technical terms from that industry. Otherwise, you may want to explain acronyms, jargon and technical terms to help those members of the audience that may not be familiar with them. Mispronunciation and word misuse are common problems that can negatively impact your speech. Some people get really hung up on them and will find you less credible if you mix up affect and effect or pronounce the word “produce” as “per-deuce.” There are several audio programs out there to help you improve your vocabulary. Many of which also will help you with pronunciation and grammar.

Improve your English
If English is not your primary language you may want to get feedback from others who are native English speakers as to what parts of your speaking need attention. Many people have problems with certain sounds such as “b”, “ch” or “k” so practicing these sounds can definitely help. There’s nothing wrong with adults using the same techniques that children use to learn to speak English.

Organize your speech
When you jump around from idea to idea, it’s difficult for people to follow you. Putting in the effort upfront when you are creating your speech will improve its overall clarity. Make sure that thoughts and ideas flow neatly and naturally. If a point, thought or fact doesn’t fit in with the rest of your talk, leave it out. Many speakers make the mistake of trying to interject a funny quote or story into their speech that just doesn’t fit and all it does is make the speech less comprehensive. Take the time to create an outline and only include the things that fit with your topic in your speech. Make sure your transitions are smooth or use pauses to move from one thought to another.


NOTE: THE SPEAKERS CAPABILITY IS ONE OF THE ELEMENTS THAT ARE USED TO EVALUATE SPOKEN MESSAGES.’

ELEMENTS TO BE CONSIDERED WHEN EVALUATING SPEAKING
The following must be used when evaluating spoken words;
I. Phonological features
Speakers need to be able to produce the phonological features of speech well enough to be understood, so it is fundamental that these are included in evaluation in some way. Things such as the individual sounds, stressed and weak sounds in words and speech, rhythm and intonation patterns are easy to elicit and identify. We can then measure them against a standard based on whether we can understand them or not, or perhaps more accurately, whether a typical listener could.

II. Rules of language
Speakers need to be able to understand and obey the rules of structure, lexis and discourse when they speak. Again, this is easy to evaluate through observation, although we need to start thinking now about providing the speaker with suitable tasks and a suitable context, e.g. in interaction with other speakers. Observing the speaker, we can ask questions such as:

· Is the speaker choosing the right vocabulary? Does it make sense? Is it formal enough? Does it collocate with other words correctly?

· Is the speaker following rules about grammatical structure?

· Is the speaker connecting together what they say and connecting this with what other speakers say effectively? In other words, is it coherent and cohesive?
III. Paralinguistic devices
It is clear that speakers need to be able to understand and use paralinguistic devices, as they are an essential part of communication, and competence includes the ability to manage these devices. We can convey an enormous amount with use of eye contact and facial expression, for example, and gestures work in the same way as linguistic communication. However, there are problems. For example, it is difficult to evaluate many of these features explicitly. The speaker's use of gestures, expressions and verbal tools such as noises can be observed, but can we establish a standard, correct use? Eye contact, movement of the body and head, and posture all send powerful messages but how do we describe them in a framework for evaluation? How do we bring them forth them in a controlled form? In addition to this, we may feel that it is not appropriate to evaluate this area at all as part of spoken language testing, and that the best way to address these may be under another heading, such as intercultural communicative competence. This then means evaluating them separately, using very different techniques.
IV. Communicative functions
Speakers need to be able to recognise, understand and use the communicative functions of speech. This means what speakers actually communicate with their choices of vocabulary and grammar, intonation and stress, changes in volume and tone etc. These features can be evaluated through observation of the speaker's performance and comparison against a standard. As we are evaluating communicative functions, it is relevant to evaluate a speaker from this perspective, for example by asking:

· Does the speaker use intonation and stress effectively to support their message?

· Does the speaker use the right functional language (exponents) to express their message?

· Does the speaker manage volume and tone appropriately to support communication?

· Does the speaker use pauses, repetition and noises appropriately to support communication?
V. Social meaning
Speakers need to be able to understand and use the social meaning of speech and many aspects of this can be evaluated formally. We can for example assess the ability to use formal and informal language, and the degree of directness, by using suitable tasks which recreate social factors such as status and age. The speaker's understanding of conversational principals and rules can be observed in interaction with others, e.g. in a group task. Connotations of language can be included as part of evaluation of use of vocabulary.

4.1.1 PUBLIC SPEAKING COMPETENCIES CRITERIA FOR ASSESSMENT
Competency One

Chooses and narrows a topic appropriately for the audience and occasion. 

Excellent 

The speaker presents a topic and a focus that are exceptionally appropriate for the purpose, time constrains, and audience.  That is, the speaker’s choice of topic is clearly consistent with the purposes, is totally amenable to the time limitations of the speech, and reflects unusually insightful audience analysis. 

Satisfactory 

The speaker presents a topic and a focus that are appropriate for the purpose, time constraints, and audience.  That is, the speaker’s choice of topic is generally consistent with the purpose, is a reasonable choice for the time limitations of the speech, and reflects appropriate analysis of a majority of the audience. 

Unsatisfactory

The speaker presents a topic and a focus that are not appropriate for the purposes, time constraints, or audience.   That is, the speaker’s choice of topic is inconsistent with the purpose, the topic cannot be adequately treated in the time limitations of the speech, and there is little or no evidence of successful audience analysis. 

Competency Two

Communicates the thesis/specific purpose in a manner appropriate for audience and occasion

Excellent 

The speaker communicates a thesis/specific purposes that is exceptionally clear and identifiable.  That is, there is no question that all of the audience members should understand clearly, within the opening few sentences of the speech, precisely what the specific purpose/thesis of the speech is. 

Satisfactory 

The speaker communicates a thesis/specific purposes that is adequately clear and identifiable  That is, at least a majority of the audience should understand clearly, within the opening few sentences of the speech, precisely what the specific purpose/thesis of the speech is. 

Unsatisfactory 

The speaker does not communicate a thesis/specific purposes that is adequately clear and identifiable.  That is, at least a majority of the audience should understand clearly, within the opening few sentences of the speech, precisely what the specific purpose/thesis of the speech is. 

Competency Three

Provides appropriate supporting material based on the audience and occasion. 

Excellent

The speaker used supporting material that is exceptional in quality and variety.  That is, supporting material is unarguably linked to the thesis of the speech, and further is of such quality that it decidedly enhances the credibility of the speaker and the clarity of the topic.

Satisfactory

The speaker uses supporting material that appropriate in quality and variety. That is, supporting material is logically linked to the thesis of the speech, and is of such quality that it adds a measurable level of interest to the speech. 

Unsatisfactory 

The speaker uses supporting material that is inappropriate in quality and variety. That is, supporting material is only vaguely related to the thesis of the speech, and is either too great or too little to do anything but detract from the effectiveness of the speech. 

Competency Four

Uses an appropriate introduction and conclusion and provides a reasonably clear and logical progression within and between ideas.

Excellent

The speaker uses an exceptional introduction and conclusion and provides an exceptionally clear and logical progression within and between ideas.  That is, the introduction clearly engages a majority of the audience in an appropriate and creative manner, the body of the speech reflects adequate clarity in organisation, and the conclusion adequately reflects the content of the speech and leaves a majority of the audience with a clear message or call to action. 

Satisfactory

 The speaker uses an introduction and conclusion and provides a reasonably clear and logical progression within and between ideas.  That is, the introduction clearly engages a majority of the audience in an appropriate and creative manner, the body of the speech reflects adequate clarity in organisation, and the conclusion adequately reflects the content of the speech and leaves a majority of the audience with a clear message or call to action. 

Unsatisfactory

 The speaker fails to use an appropriate introduction and conclusion and fails to provide a reasonably clear and logical progression within and between ideas.  That is, the introduction fails to engage even a majority of the audience in an appropriate and creative manner, the body of the speech reflects lack of clarity in organisation, and the conclusion fails to leave even a majority of the audience with a clear message or call to action. 

Competency Five

Uses language that is appropriate to the audience, occasion, and purpose and demonstrates an ability to insert spontaneous comments in adapting ideas to the specific audience

Excellent 

The speaker uses language that is exceptionally clear, vivid, and appropriate and inserts spontaneous comments with ease and confidence.    That is, the speaker chooses language that enhances audience comprehension and enthusiasm for the speech, while adding a measure of creativity in adapting ideas to the audience and that displays exceptional sensitivity by the speaker for denotation and connotation of meaning.

Satisfactory 

The speaker uses language that is reasonably clear, vivid, and appropriate and occasionally inserts spontaneous comments.   That is, the speaker chooses language that is free of inappropriate jargon, is non-sexist, is nonracist, etc. and exhibits a limited degree of comfort with impromptu additions to his/her text. 

Unsatisfactory

The speaker uses unclear or inappropriate language with no spontaneous additions to the speech.   That is, the speaker used inappropriate jargon, or language which is sexist, racist, etc. and exhibits discomfort with anything but delivery of the prepared text.

 Competency Six

Uses vocal variety in rate, pitch and intensity to heighten and maintain interest; Uses pronunciation, grammar, and articulation appropriate to designated audience.

Excellent

The speaker has exceptional pronunciation, grammar, and articulation, and makes exceptional use of vocal variety in a conversation with forethought mode of delivery.  That is, the speaker exhibits exceptional flunk, properly formed sounds which enhance the message, and no pronunciation or grammatical errors. In addition, the speaker’s vocal delivery is exceptionally and appropriate well paced, easily heard by all audience members, and variety in pitch to enhance the message. 

Satisfactory

The speaker has acceptable articulation with a few pronunciation and grammar errors, and makes acceptable use of vocal variety in a conversation with forethought mode of delivery.  That is, most sounds are properly formed, there are only minor vocalized disfluencies, and a few (1-2) minor errors in pronunciation and grammar. In addition, the speaker shows only occasional weakness in pace, volume, pitches, etc. thereby not detracting significantly from the overall quality or impact of the speech. 

Unsatisfactory

The speaker fails to use acceptable vocal variety, articulation, pronunciation, and grammar and fails to speak in a conversational mode.  That is, non-fluencies and disfluencies interfere with the message and frequent errors in pronunciation and grammar make it difficult for the audience to understand the message. In addition, the speaker shows frequent weaknesses in controlling and adapting pace, volume, pitch, etc. resulting in an overall detraction from the quality or impact of the speech. 

Competency Seven

Uses physical behaviours that support the verbal message and communicates engagement with audience through confidence, sincerity and enthusiasm for the topic.

Excellent
The speaker demonstrates exception posture, gestures, bodily movement, facial expressions, eye contact, and use of dress that engage the audience and show demonstrate confidence, sincerity, and enthusiasm for the topic.   That is, kinesic (posture, gesture, facial expressions, eye contact) and proxemic (interpersonal distance and spatial arrangement) behaviours and dress consistently support the verbal message and thereby enhance the speaker’s commitment to the speech topic and active relationship with the audience. 

Satisfactory

The speaker demonstrates acceptable posture, gestures, bodily movement, facial expressions, eye contact, and use of dress that to a limited degree engages the audience and shows some confidence, sincerity, and enthusiasm for the topic. That is, kinesic (posture, gesture, facial expressions, eye contact) and proxemic (interpersonal distance and spatial arrangement) behaviours and dress generally support the verbal message with minor inconsistencies that neither significantly distract from the speaker’s credibility with the audience nor interfere with the message. 

Unsatisfactory 

The speaker fails to use acceptable posture, gestures, bodily movement, facial expressions, eye contact, and use of dress, fails to engage the audience and shows little to no confidence, sincerity, and enthusiasm for the topic.  That is, kinesic (posture, gesture, facial expressions, eye contact) and proxemic (interpersonal distance and spatial arrangement) behaviours and dress are incongruent with the verbal intent and detract from the speaker’s credibility with the audience as well as distracting the audience from the speaker’s message.

 Competency Eight

 If visual aids are included they are appropriate to audience, occasion, and purpose.

Excellent

The speaker uses excellent visual aids that are vivid, clear, and appropriate to the audience, occasion, and topic.  That is, the visual aids employed complement rather than distract from the verbal message. The speaker shows excellent control of the environment.

Satisfactory

 The speakers make adequate use of visual aids in conveying the message.  That is, the visual aids are of satisfactory quality to a majority of the audience and the speaker shows adequate control of their use. 

Unsatisfactory

The visual aids employed are poor and either distracting to the verbal message or only vaguely related to the central topic.  That is, the majority of the audience find the visual aid both poorly prepared and executed.

	
Practical Activity
In groups;

· Identify techniques used by speakers/signers to evade or dissipate responsibility for an issue ensure interpretations of the text reflect this insight.

· Describe, explain and judge the impact (e.g clarity of purpose, speaker's/signer's capability). 
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Stop and Think!





Specific Outcome 





On completion of this section you will be able to respond critically yet sensitively as a listener/audience.





Assessment Criteria 





Responses show a clearly developed understanding of complex issues under discussion in one-on-one or group situations. Own understanding is clarified and further developed during discussions and opportunity is provided during interactions for the clarification of one another's understanding. (SO 1, AC 1)


Discussions and/or conflicts are managed sensitively and in a manner that supports the goal of group or one-on-one interaction. (SO 1, AC 2)


Characteristics of a speaker's /signer's style and tone/register that attract or alienate an audience are identified with reference to the particular effect of each feature in creating audience response.            (SO 1, AC 3)


The underlying assumptions, points of view and subtexts in spoken/signed texts are identified and challenged when appropriate to clarify understanding, remove bias and/or sustain interaction.                  (SO 1, AC 4)
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Learning Activities





Specific Outcome 





On completion of this section you will be able to use strategies to be an effective speaker/signer in sustained oral/signed interactions.





�





Assessment Criteria 





Planning of content and presentation techniques is evident in formal communications.  (SO 3, AC 1)





The impact of non-verbal cues/body language and signals on audiences is analysed and used appropriately. (SO 3, AC 2)





The influence of rhetorical devices is analysed and used for effect on an audience.  (SO 3, AC 3) 
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Specific Outcome 





On completion of this section you will be able to Analyse own responses to spoken/signed texts and adjust as required





Assessment Criteria 





Own responses to spoken/signed texts are analysed in relation to audience, purpose and context. Inappropriate responses are identified and adjusted accordingly.  (SO 2, AC 1)





When confronted by opposing views, own position is put forward with confidence in a manner appropriate to the interaction.  (SO 2, AC 2)


 


Tone/register, approach or style is appropriate to context, and is adapted to maintain oral/signed interaction when it breaks down or is difficult to initiate or maintain. Pedantic, illogical or aggressive language is identified and modified to sustain interaction. SO 2, AC 3)
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Specific Outcome 





On completion of this section you will be able to evaluate spoken/signed discourse. 





�





Assessment Criteria 





Points of view in spoken/signed texts are identified and meaning described in relation to context and purpose of the interaction.                (SO 4, AC 1) 





Values, attitudes and assumptions in discourse are identified and their influence on the interaction described. (SO 4, AC 2)





Techniques used by speakers/signers to evade or dissipate responsibility for an issue are identified and interpretations of the text reflect this insight.  (SO 4, AC 3)





The impact (e.g clarity of purpose, speaker's/signer's capability) is described, explained and judged. (SO 4, AC 4)
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