Coms 105, sections 14, 16

Discuss Interview Speech, Chapter 12 – Delivery, Preview initial outlines/introductions

Interview Speech Discussion:

I. Interview Speech Introduction

a. This speech will help prepare your answer to the “age-old” interview question: “Tell me about yourself”

b. Low risk opportunity to get initial feedback from your peers and instructor

II. Basic Requirements:

a. Select a position advertisement or prepare a job description

b. Plan the presentation

i. Introduction

ii. Body

iii. Conclusion

iv. Presentation should focus on establishing that your skills and qualifications fit the desired position

c. Practice and deliver your presentation on your assigned day

III. Topic Selection

a. Find relevant information/job descriptions 

i. Online

ii. In the newspaper

iii. Departmental Internship Guides?

b. This coming Wednesday (next class) hand in the job description you will use for your speech – AT THE BEGINNING OF CLASS

i. This will ensure that your topic is cleared before you spend excessive time developing the speech

ii. This will also ensure that you are prepared (on Friday) to present a brief introduction and outline in class

iii. Most of your descriptions will be fine, I just want to make sure

iv. You will be emailed Wednesday evening if you will be required to choose a new job

IV. Organization

i. Use the outline worksheet in the workbook to assist you in the initial organization of this speech

1. Bring this to class on Friday, filled in

2. Attend to the Criteria listed on the grading sheet (also located in your worksheet) during development of your speech

ii. For more information, also examine the actual workbook-provided interview speech description

V. Time Limits

a. 3-5 Minutes – how do we want to run this?

b. 15 second buffer – minus 1 point per fifteen second interval short or over

c. Can avoid penalties with practice

VI. Delivery/Notes

a. Present speech EXTEMPORANEOUSLY

i. Do not read your speech

ii. Do not recite your speech from memory

b. You will be allowed to use note cards, but will be rewarded with a 5 point deduction should you not present the speech according to the first requirement

i. This point is determined at my discretion

c. Dress appropriately for the position that you are interviewing

d. Eye contact is a must

e. No slang

f. No vocalized pauses

g. See grading sheet for specifics

VII. Remaining Issues

a. No outside resources (library references) are needed

b. No formal outline is required, though I am requiring that you hand in the workbook outline form on the day of your speech

c. No visual aids are required for this presentation

i. If you choose to incorporate visual aids, stick to the guidelines discussed in class

VIII. What is due on the Speech Day?

a. I am requiring that each of you present me with a pocket-folder with your name on it

b. This folder will be presented to me before your speech

c. It will include the following:

i. A copy (typed) of your job description

ii. Instructor’s evaluation form from your workbook for the Interview presentation

iii. Your presentation notes (copies of your actual note cards from the presentation)

iv. In addition I am requiring that you present me with your workbook outline guide

IX. When will you get this back/with grade?

a. Roughly one week after the final speech is given, the folders (including all forms and notes handed in) will be returned with grades and feedback

b. This speech is worth 25 points

Chapter 12 – Delivery

I. Importance of Good Delivery

a. David Letterman, Seinfeld – is it the humor?  Or the Timing?

b. Delivery can make a mediocre speech great; or can ruin a fantastically written speech

c. Catch Phrase:

i. Having something to say is not enough.  You must also know how to say it

d. Good Delivery

i. Good delivery does not call attention to itself; it conveys the speaker’s ideas clearly, interestingly, and without distracting the audience

ii. A degree of formality, while incorporating things from good conversation: 

1. Directness

2. Spontaneity

3. Animation

4. Vocal and facial expressiveness 

II. 4 Basic Methods of Delivery

a. Reading from a Manuscript

i. Involves a speech that is written out word for word and read to the audience

ii. Useful because some messages must be prepared, crafted, to use specific words or language

1. Examples?

a. Presidential address to the public/congress

b. Pope’s religious dictation

2. What could occur if these people did not plan out exact phrases to be used?

iii. Timing plays a role

1. Given the strict time limits imposed by commercial advertising or tv-broadcast time

iv. Requires great skill to do well

1. These speakers must come across as if the words are being “crafted on the spot”

2. Talking with, not reading to…

3. Ronald Reagan Example

b. Reciting from Memory

i. Historically seen as a “legendary feat” to memorize long speeches

ii. Today, it is not customary

1. Why?  What is different?

2. Some events do prefer this method – Such as?

a. NOT speech class

b. Wedding Toasts

c. Acceptance Speeches

d. Introductions of speakers

iii. If you choose to memorize a speech

1. Practice it thoroughly so that you can focus on communication

2. Do not focus on remembering the words

3. Gazing out of the window, or at the ceiling or floor are just as inept as those reading from a manuscript

c. Speaking Impromptu

i. A speech delivered with little or no immediate preparation

ii. Nature of Impromptu speeches


1. Typically not by choice of the speaker

2. May occur in “last minute” or spur of the moment situations

iii. No one expects perfection, flawless delivery nor organization in these instances

iv. 4 Step organization tip for Impromptu Speeches

1. State the point you are answering

2. State the point you wish to make

3. Present the support for your point

4. Summarize your point

d. Speaking Extemporaneously

i. A carefully prepared and rehearsed speech that is presented from a brief set of notes

ii. The notes used are meant to “jog the speaker’s memory”

iii. Through practice, the best way to make your points will form in your head

iv. Extemporaneous speeches should be worded differently every time

v. Several Advantages:

1. More precise control over thought and language than impromptu

2. Greater spontaneity and directness than reciting from memory or manuscript

3. Adapts well to various circumstances

4. Also produces the conversational quality sought by audiences in speeches

a. Sounds spontaneous regardless of the number of times it is delivered

III. The Speaker’s Voice

a. Even if you are not gifted with a “golden” voice, there are many things that you can do to improve the vocal aspect of your delivery

i. Some are required for communication

ii. Others can embellish your message

b. Volume

i. The loudness or softness of the Speaker’s voice

ii. Many environments will have a microphone to assist; this classroom will not

iii. Examine nonverbal signals of the back row in the audience to see if they can hear you clearly

c. Pitch

i. The highness or lowness of the speaker’s voice

ii. Faster the sound wave vibrates, the higher the pitch

iii. Inflections: Changes in the pitch or tone of the speaker’s voice

1. Asking a question?

2. Making a Statement.

iv. Monotone: Constant pitch or tone of voice (Bueller…)

d. Rate

i. The speed at which a person speaks

ii. People in the US typically speak at a rate of 120-150 words per minute

1. What about me?  Faster, slower, or typical?

2. Micro-machines guy?

iii. Rate can emphasize mood

1. Faster rates can excite

2. Slower can mellow

iv. Do NOT speak too slowly (to bore) or too quickly (confuse) 

v. Be aware of your own rate of speech

e. Pauses

i. A momentary break in the vocal delivery of a speech

ii. A moment of silence often feels like an eternity

iii. Pauses can:

1. Signal the end of a thought

2. Give an idea time to sink in

3. Lend dramatic impact to a statement

iv. Crucial factor is timing

v. Vocalized pauses: a pause that occurs when a speaker fills the silence between words with vocalizations such as “uh,” “er,” and “um”

f. Vocal Variety

i. Changes in a speaker’s rate, pitch and volume that give the voice variety and expressiveness

g. Pronunciation

i. The Accepted standard of sound and rhythm for words in a given language

ii. Examples (p.293): Genuine, err, arctic, nuclear, theater, February

iii. Mostly is not conscious; it helps to have friends correct you before getting up to speak

iv. Poor pronunciation can lead to embarrassing situations or inappropriate stereotyped speaker traits

h. Articulation

i. The physical production of particular speech sounds

ii. Examples (p.294): going to (gonna), let me (lemme)

iii. Due to LAZINESS in speech

i. Dialect

i. A variety of language distinguished by variations of accent, grammar, or vocabulary

ii. New York “idears”

iii. Utah – people praise the “lard” and put the “lord” in the fridge

iv. Can be regional or ethnic

v. Boston?  NYC – “get online”

vi. Dialects must only be used professionally when it will assist in the delivery (I am one of you)

IV. Nonverbal Communication

a. Nonverbal Communication: Communication that occurs as a result of appearance, posture, gesture, eye contact, facial expressions, and other nonlinguistic factors

b. Kinesics: The study of Nonverbal body motions as a systematic mode of communication

i. Leaning toward, right foot forward, crossing legs toward…

c. 4 types of Nonverbal communication that deal with public speaking

i. Personal Appearance

1. Every speaker is expected by their audience to exhibit a personal appearance in keeping with the occasion of the speech

2. Listeners always see you before they hear you

3. Unfortunately people prejudge

ii. Bodily Action

1. Novice speakers often do not know what to do with their bodies

2. The resulting quirky displays stem from nervousness

3. Before, and after speech, it is important to control your body… A Few Good Men “No matter what happens… act like it isn’t a big deal”

4. Do NOT say “Whew am I glad that is over”  - you will lose points

iii. Gestures

1. Motions of a speaker’s hands or arms during a speech

2. Whatever gestures you make should not draw attention to themselves; nor detract from your message

3. Should appear natural and spontaneous

4. Are meant to clarify or reinforce your ideas

5. Size of audience typically drives the size of your gestures

a. What about televised speeches?

6. Some examples:? 

iv. Eye Contact

1. Direct visual contact with the eyes of another person

2. My high school French teacher

3. Avoiding eye contact, in the US, is perceived as dishonest or unsure behavior

4. Be aware of the way in which you look at them

a. Do NOT look blankly

b. Do NOT glower intently

5. The eyes tell you everything; the audience’s eyes are the best feedback you can get

a. Eye doctor, disease

b. In class “Are you tired?”

d. Keep in mind that Nonverbal cues are not guaranteed to mean the same thing every time

i. Sometimes we, in err, attribute yawns to ourselves as speakers “Am I that boring?”  But in reality, people went out late last night

ii. Sometimes it helps to clarify with statements like “Am I making sense to you?” or “Am I moving to quickly?”

V. 5 Step method for Practicing Delivery

a. Go through your preparation outline aloud to check for length, and transferability to spoken word

b. Prepare your speaking outline/notes  - give yourself cues within the notes to help your transitions or examples 

c. Practice the speech aloud several times using only the speaking outline

i. Talk through all of your examples

ii. Recite all quotations in full

d. Now begin to polish and refine your delivery

i. Practice in front of a mirror

e. The Dress Rehearsal

i. In front of friends

ii. Standing up in front

iii. Try to mimic the situation that you will actually be giving the speech in

iv. Go to the room early (or on an earlier date) and run through the speech in its entirety

VI. Answering Audience Questions

a. Preparing for Question and Answer Session

i. Formulate Answers in advance to possible questions

ii. Practice the delivery of your Answers

iii. Perfect example is in your job interview

b. Managing the Question and answer Session

i. Clarify the format – “Feel free to ask questions throughout my speech”  or “At the end I will be happy to answer any questions that you may have”

ii. Approach Questions with a positive attitude

1. If you dismiss an audience member with a flippant remark, your audience will fault your character

2. Defensive tones will similarly alienate the audience

iii. Listen Carefully, so as to hear exactly what is being asked, make direct eye contact with the questioner

iv. Direct answers to the Entire Audience

1. Make occasional eye contact with the questioner

2. Address the majority of your answer to the entire audience

v. Be Honest and Straightforward

1. The world won’t end if you can’t answer a question

2. If you don’t know the answer:

a. DO NOT bluff

b. DO NOT apologize

c. DO NOT divert attention

d. Simply say “I do not know the answer to that question”

3. Stay on Track

a. Do not lose track of time

b. Keep comments from the audience to questions; ideas can be discussed later

Review Outlines/Introductions

I. Pairs or groups of three

a. Have one individual at a time present their material

i. Listen attentively

ii. Make notes (for feedback purposes)

iii. Ask questions, relating to stylistic choices:

1. Reasons for Introduction techniques

2. Organizational Pattern

a. Discuss how this is accomplished 

b. Does this pattern work?

iv. Discuss possible improvements

v. The speaker should take notes of these suggestions

vi. Next person goes…

II. Remember my no sooner than 48 hours “guarantee” for email responses.

