Eric Keller

Communications

Course Notes


APRIL 2, 20032

INTRODUCTION TO THE COURSE

Covered Syllabus

Review this because the professor will not bend

Difficulties with Communication

Teacher blindfolded himself and asked one student to lead him (without touching him or anything in the room) to another object.

Lessons learned from presentation:

When we give a speech or direction to someone we need to know:

1. Where they are going

2. Where they are now

3. Obstacles in between

BREAK
LISTENING

Easier for us to look at someone than to listen

Dedication, commitment, internationality required for listening

Intrapersonal

400-4000 words per minute

Interpersonal

150-200 words per minute

STUDENT INTRODUCTION

(We are asked to remember as much as we can for each student.)

Dan

Cross cultural studies

Missionary pastor

Speaking since 2

Weekly

Desire to build skills

Shannon

2 quarters left

No emphasis

Young Life area director 10 years

13 yrs total

Speaking in front of kids and a few sermons

Missions

Funeral

Sporadic adult speaking

Honing skills

Are the gifts there?

No specifics of goals for course

Justin Smith

M.Div

3rd yr

Grad in June

1 class left

Preaching off and on last nine years as fill-in guy

Once a month last 2 years

Teaching adult bible class

3-6 graders recently

Hopes to:

Hone some skill

Practice speaking in front of critical audience outside of church

Luke

Grad in June

M.Div

Numerous presentations at work

Preaching regularly last few years

2-3 per month

Develop com skill that he lacks

Determine what he lacks

Pick up some pointers 

Active listening

Randy

Bismarck, ND

9 years of juggling family, 2 ministry jobs and this program

Fulltime ministry 12 years so lots of spot preaching

Preach every week this past year

Learned a lot about prep

Honing of skills

Having a more critical audience outside of church

Improve diction

Hope for something of value by end of class he not aware of

Me

I don’t need to write down stuff because I already know about me.

Alexis

Korean

The oddball (she’s the only female in the class- her words, not mine!)

SWM grad

Maybe 2 years to get M.Div

Young adult and youth, children's ministry

More interpersonal

Hoping for the other "personals"

John

Reformed Church America

Army reserves, full time in July

Jr. High, high school, college and young married couples

Hope to be authentic to merge Christians and non-Xians in military

Balance depth and humor

Desire to be more authentic in communication, less performance

Ken Lee

M.Div

Done in June

Not too much speaking

Few sermons at church and convalescent homes

Not fond of public speaking

Taking class as requirement

Improve communication skills

Davis

Last quarter

Smaller crowd speaking experience

Likes the eye contact as opposed to large groups

Wants to loose fear of public speaking

Doug Nasen

Professor (sub for today)

PhD student, Scotland (very slowly)

Speaking experience, a lot!

Teaching in Hi school, youth director

Princeton Grad

Looking forward to pastoral position

Goal:

Take full advantage of Erin DeMeester

APRIL 9, 2003

OUTLINE VS. MANUSCRIPT

Outline speeches due next week (bring two!)

WRITTEN VS. ORAL

Written Presentations are able to convey more information that oral ones because the reader is able to take in the information at their own pace.  For example, they are able to walk away and come back at a later time.

Oral Presentations should contain 30% new and 70% predictable information.  That 70% can be made up by examples and things people can connect the information to.

Structure

Very different

For oral must be tight and predictable

Written can be loser and pull a lot of loose ends together in the conclusion

Presence of the Word

Written:

Static

It is solid and written down and can be revisited for clarification

Oral:

Evanescent

Allows for flexibility

We can change the message to match our audience

Weakness of Manuscript

Story of Maria:

Had a manuscript

Missed the main point of her message (which was at the end) because she ran out of time and could not leave the manuscript.

HANDOUT: “OUTLINE”

General Purpose

To Inform, persuade, convince, or entertain

Inform
Information

Something they don't already have

(Next wk's speech)

Persuade

Audience to take action that is doable

Convince
Change or expand minds, but not called to action

Action may not be doable yet

I.e.: A republican convincing people to become republican

Probably will not make everyone go out and become republican but may convince them to accept (at least) a few points

Entertain

Toast, roast, stand up comedian...

Specific Purpose

Realistically attainable within time amount available

Audience outcome focused, did they get it?

Single declarative sentence

Title

Pretty simple

Time

Put down the amount of time you have to speak

This is a good reference for future reference when coming back to this 

TEMPLATE

I.
Intro 

Seeks to move involuntary attention to voluntary attention

People see movement at the pulpit and they look up for a moment

We must keep their attention and make it voluntary

A. Capture

Turning attention voluntary:

With a picture, joke, story, 

B. Center

Center in on what you are telling them, "Today I am going to tell you about hang gliding."

C. Tell

Tell up front why people should listen (at the beginning)

Why the information is important

D.  Forecast

Share points upfront you are going to cover

* Transition

Moving from points within the speech

Instead of, "so, let's get started" say, "Let's look now at ...."

II. Body

Material in the body must relate to the specific purpose

If the material does not relate we will confuse our audience

A. First Point...


1.  Support

2.  Support

III. Conclusion

Take the specific purpose of the speech and give it a future for the people

A. Summarize

B. Restate importance

C. Leave with impact

One impact.  Don't leave more than one conclusion!

BREAK

IMPROMPTU SPEECHES

APRIL 16, 2003

FEARS OF PUBLIC SPEAKING

Class shared their fears of public speaking

· Having to pee

· Shaky hands

· Feeling of being confined

· Sweaty palms

· etc...

These are all natural physiological things

Fight and Flight Responses
Our fears are about the same for public speaking:

· Adrenaline gets pumping

· Heart gets beating

Our outer extremities don't need to be ready for a fight or flight

· Palms, feet, voice

So, we need to make small adjustments to prevent certain situations

For example:

Wear breathable clothes if you sweat a lot

Have water handy if you have a dry mouth

Keep hands on podium if they shake

COPING QUOTIENT
Ability to deal with stress factors brought on by public speaking event

PIER

P. Prepare

Early and thoroughly
As early and as thoroughly as possible

This is a process:

Generate ideas

Think of what we can say

Organization

Narrow down to what we have time to say

Outline

How we want to accomplish what we say

Different than organization

Entire process takes time:

Some pastors take time off each year to put something together

They do Generate and Organization then pick up on the third phase for their sermons

Some pastors just do it on a weekly basis

Rehearse Out loud
Make sure you know how you sound

I. Ideas

Focus on the idea instead of the "I"
E. Experience

Do guest speaking to get the experience!

Say yes before you can figure out how to do it!

R. Relax

There are three areas we need to learn on how to relax: Mentally, Physically, and Spiritually

1. Mentally

Tell yourself what you are feeling is natural so what we feel is normal

Message to yourself what an opportunity it is to speak publicly

No one will butt in

Not something we have to do

Tell yourself we will not die

2. Physically

Take control over natural body reactions

Breath deeply

Do this by breathing slowly

Tense and relax

Tense and relax muscles a few times to get your blood moving

Laugh

It's a relief

Helps us to breathe

Note:  Do not tell your audience you are nervous.  It will make them nervous too!

3. Spiritually

We can rehearse scripture

Prayer

APRIL 23, 2003

PRESENTATIONS (Continuing/Finishing last week’s)

Next Week: Speech that has a story

Keep it confined enough to make it work for us

Use the story that helps make the point!

Three sources for stories:

1. Our own life

2. Lives of others

Caution to change names of the "innocent"

3. Current events and being well read

JIM BROWN: GUEST SPEAKER
Most important thing for television is the face

TV audience doesn't care what the rest of the church looks like

Audience cares about the speaker and what he/she is saying

Reading and Bringing Liturgy to Life

Max of 20 seconds telling people the verse being read from the Bible

Don't want to give a mini-sermon

Page broken up by vertical lines creating zones

After we look up from our page, we can go back to the correct "zone" on the page

Scripture: This is love.  Not that we loved, but that he loved us.

Do not apologize for errors

If we draw a blank:

Keep your mouth shut.

Glance at your page.

Absorb the material.

Look at the audience.

Begin speaking

Do not begin speaking while looking at the page, rather begin speaking when making eye contact with the audience

Breaking Up a Sentence
Don't drop that last work

Sometimes emphasis can be made by softening a voice or by leaning forward

Try reading the scripture out loud various ways to find your nitch

INDIVIDUALS ATTEMPTED VARIOUS SCRIPTURE READINGS

APRIL 30, 2003

INFORMATIVE SPEECHES WITH STORIES

REVIEWING JIM BROWN (Last Week's Speaker)
Use of Our Voice:

Pauses

Inflection

Tone-high or low

Can you go overboard with your use of voice?

Perhaps.  

More acceptable with a larger group

Gestures:

Make sure they are meaningful and useful

More than the arms and limbs, our entire body

Examples of gestures:

Walking

Moving

FOUR ELEMENTS OF A STORY
1. Introduction

Who are the characters?

2. Situation

Development

What's going on.

3. Conflict

What's going on?

Something that needs resolution

Tension that it is created

4. The Resolution

Conclusion

Stories need to be fresh

Scripture is exception

Yet we should make them fit our contemporary lives

SPEECH AIDS
Literal and Figurative

Literal:

Represents exactly what the speaker is saying

Figurative:

Something that represents an idea

Try to vary your speech aids between the two

I.e.: using PowerPoint every single week (in the same way) can become a bit "ho-hum"

Think of the 5 senses

1. Visual

PowerPoint, slides...

2. Audio/Listening

Music

3. Olfactory

Fresh bread

Catholic services have incense

4. Taste

Communion

5. Touch

Communion 

Each other

MAY 7, 2003

TODAY
I. Audience Analysis

II. Ethics and Values

III. Persuasive Outline

I. AUDIENCE ANALYSIS

We make decisions concerning:

· General purpose

· Specifics

· Topic

· Organization

· Language

· We have different language for different audiences

· Clothing

· Audio-Visual

· Support

· What kind of evidence will reach the audience?

How to do it:  Audiences we Know vs. Audience we Don't Know

1. De-center

2. Adapt "SHOSHIN" aka Beginner's mind

Approach the audience where they are, not where we are in our education

Seek to know how they will need to learn what we have come to know and can offer

Known Audience:

We are going to know where we begin...

Through shared experience, conversation, similar interests

Known Audience make audience analysis much easier

But don't take things for granted

De-center based on following:

· Where are they coming from with regards to topic?

· Where do I want to bring them?

· What can I realistically accomplish with the time available?

Convince: Change their minds

Persuade: Get the audience to take action

Unknown Audience:

Don't assume setting is the same as your current church

Ask the following:

· Expectations for the speech: inform, entertain, convince...

· Time allowed

· Number in audience (how many will be there)

· Gender Ratio

· Special Occasion?

· Educational level of the audience

· Time we can arrive

· Have there been prior speakers on the particular topic

· How well were they received?

· Questions audience has about subject

· Time and expectation for Q&A

· Honorarium?

· Any Taboo topics?

· Theological stance

· Order of worship

Go to the site of the speech ahead of time:

Check out the audiovisual

Is there room to move?

Is the place conducive to a PowerPoint?

Temperature

Some demographic research:

Homogenous audience, blended?

Spoken Language
Arete Hamartia
Hamartia : What the spoken language tragically allows us to do:

Manipulate

Offend

Deceive

Curse

Lie 

Slander

Put Down

Betray

Mislead

Arete: What the Spoken Language Allows us to do for Good:

Persuasion

Choice

Encourage

Enrich

Build up

Comfort

Confront

Motivate

Exonerate

Witness

Praise

Worship

Bless

Convince

Convict

Lift Up

Spoken language plays a very important role in he formation of self and others

II. ETHICS AND VALUES

Ethics need values, and values need choice

If you do not value a person having choice, you will not have a dilemma in manipulating people into doing something.

III. PERSUASIVE SPEECH OUTLINE EXAMPLE

Plug in your info just like the speech to inform

Use this outline to make our persuasive speech (keep in the personal info as with the other speeches)

\/___________HANDOUT__________\/

I. ATTENTION STEP

C. Credibility

More important here than informative speeches

D. Forecast

Don't give away your entire speech here

II. NEED STEP

A. State Problem

State ONE clear need

III. SATISFACTION STEP

A. State Solution

State ONE clear solution

E. Overcoming Objections

Some examples may be:

· You may not have time, but

· You may not have money but...

IV. VISUALIZATION

Don't have to do A and B, but that's ok too

V. ACTION

/\___________HANDOUT__________/\

Sideline: regionsivcf.org-Scripture...


MAY 14, 2003

Entire class spent giving Persuasive Speeches.

MAY 21, 2003

MODES OF PUBLIC SPEAKING

1. Impromptu

2. Extemporaneous

3. Manuscript

Not the best way but it does have its most appropriate times.

4. Memorized

No mss, no outline, fully in your head!

Things to Remember About Memorization

Memorization:  the process or exercise of consciously installing information in our memory banks.

Less needs to memorize today because of our technology:

· Laptops

· Publishing

· Internet

Regardless, we should continue to exercise our memories

Why you ask?  Because:

· It helps us look knowledgeable

· We don't always have a PC with us

· Helps us internalize information

· Helps us to know our congregants (Their names, what we pray for)

How to Memorize: General and Specific Aids

General Aids:

· Being rested

· Having sufficient time

· Being healthy

· Mental conditioning such as:

Paying attention to what we are doing i.e.:  memorizing a name while NOT on the pc

Being motivated

Enjoying the process or thinking of it in a positive light

The more we adhere to the general aids the better we memorize

Ways of Doing General Memorization:

Mnemonics
Chunking

Breaking things up in pieces

Repetition:

The more you say it, the more you will remember it

Loci or location placement:

Put things you want to remember in a place where you often go

The Acronym:

Break your topic into an acronym: Calvin's Tulip theory

Images:

Use completely random objects as devices to associate with your topic.

Cadence:

Getting a little bit of a rhythm or beat with your message.

Memory is like our muscles, we need to exercise it to keep it healthy.

SITUATIONAL SPEECHES
Very fixed in format:

Introductions

Toasts

Briefings

Farewells

Q & A's 

INTRODUCTION

Write a paragraph that someone could use to introduce us

We should always have our own introduction.

Things to include are:

1. Why we are suited to speak on the topic

2. What the topic is

3. Clear and correct pronunciation of the person's name

4. BRIEF!!!

5. Get things moving...

Q&A:

Remember we control the session!

Stay in front of the audience; don't go back to your seat

Invite questions i.e.: I'd like to open the floor to any questions

Have eye contact with the questioner

Paraphrase the person's question if confusing

Take the floor away from the questioner

Repeat the question out loud

Avoid over answering the question

Close question and answer when our time is up.

Hold true to the time

I.e.: I have time for one more or we are out of time.

ERIC’S COURSE NOTES

Communication

Fuller Theological Seminary

Spring 2003

The weakest ink is better than the strongest memory
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