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1 Speech
 In school, in business, and in community life, a speech is 

one of the most effective means of communicating.

1.1 audience, purpose, and occasion

 When developing and delivering a speech, your goal is 

to deliver a focused, coherent presentation that conveys 

your ideas clearly and relates to the background of your 

audience.  By understanding your audience, you can 

tailor your speech to them appropriately and effectively.

• Know Your Audience What kind of group are you 

presenting to?  Fellow classmates?  A group of 

teachers?  What are their interests and backgrounds?  

Understanding their different points of view can help 

you organize the information so that they understand 

and are interested in it.

• Understand Your Purpose Keep in mind your 

purpose for speaking.  Are you trying to persuade the 

audience to do something?  Perhaps you simply want 

to entertain them by sharing a story or experience.  

Your reason for giving the speech will guide you in 

organizing your thoughts and deciding on how to 

deliver it.

• Know the Occasion Are you speaking at a special 

event?  Is it formal?  Will others be giving speeches 

besides you?  Knowing the type of occasion will help 

you tailor the language and length of your speech for 

the event.

1.2 preparing your speech

 There are several approaches to preparing a speech.  

Your teacher may tell you which one to use.

• Manuscript Prepare a complete script of the speech 

in advance and use it to deliver the speech.  Use this 

approach for formal occasions, such as graduation 

speeches and political addresses, and to present 

technical or complicated information.

• Memory Prepare a written text in advance and then 

memorize it in order to deliver the speech word for 

word.  This approach is suitable for short speeches, as 

when introducing another speaker or accepting 

an award.

• Extemporaneous Prepare the speech and deliver 

it using an outline or notes.  Use this method for 

informal situations,  for persuasive messages, and to 

make a more personal connection with the audience.

1.3 drafting your speech

 If you are writing your speech beforehand, rather than 

working from notes, use the following guidelines to 

help you:

• Create a Unified Speech Do this first by organizing 

your speech into paragraphs, each of which develops 

a single main idea.  All the sentences in a paragraph 

should support the main idea of the paragraph, 

and all the paragraphs should support the main 

idea of the speech.  Be sure that your speech has 

an introduction and a conclusion.  Just as in a 

written product, use a pattern of organization 

that is appropriate to your subject and purpose. 

• Use Appropriate Language The subject of your 

speech—and the way you choose to present it—

should match your audience, your purpose, and the 

occasion.  You can use informal language, such as 

slang, to share a story with your classmates.  For a 

persuasive speech in front of a school assembly, use 

formal, standard American English.  If you are giving 

an informative presentation, be sure to explain any 

terms that the audience may not be familiar with.

• Provide Evidence Include relevant facts, statistics, 

and incidents; quote experts to support your ideas 

and opinions.  Elaborate—provide specific details, 

perhaps with visual or media displays—to clarify 

what you are saying.

• Emphasize Important Points To help your audience 

follow the main ideas and concepts of your speech, be 

sure to draw attention to important points.  You can 

use rhyme, repetition, parallelism, and other rhetorical 

devices. You can also use figurative language for effect.

• Use Precise Language Use precise diction, or 

vocabulary and syntax, to convey your ideas, and 

vary the structure and length of your sentences.  

You can keep the audience’s attention with a word 

that elicits strong emotion.  You can use a question or 

an interjection to make a personal connection with 

the audience.

 Effective oral communication occurs when the audience understands a message 

the way the speaker intends it.  Good speakers use specific techniques to present 

their ideas effectively, and good listeners are attentive and discriminating.
Included in this handbook: 
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•	 Start Strong, Finish Strong	 As	you	begin	your	
speech,	consider	using	a	“hook”—an	interesting	
question	or	statement	meant	to	capture	your	
audience’s	attention.		At	the	end	of	the	speech,	
restate	your	main	ideas	simply	and	clearly.		Perhaps	
conclude	with	a	powerful	example	or	anecdote	to	
reinforce	your	message.

•	 Revise Your Speech	 After	you	write	your	speech,	
revise,	edit,	and	proofread	it	as	you	would	a	written	
report.		Use	a	variety	of	sentence	structures	to	achieve	
a	natural	rhythm.		Check	for	correct	subject-verb	
agreement	and	consistent	verb	tense.		Correct	run-
on	sentences	and	sentence	fragments.		Use	parallel	
structure	to	emphasize	ideas.		Make	sure	you	use	
complete	sentences	and	correct	punctuation	and	
capitalization,	even	if	no	one	else	will	see	it.		Your	
written	speech	should	be	clear	and	error	free.	

1.4	 delivering	your	speech

	 Confidence	is	the	key	to	a	successful	presentation.		
Use	these	techniques	to	help	you	prepare	and	
present	your	speech:

	 Prepare

•	 Review Your Information Reread	your	notes	and	
review	any	background	research.		You’ll	feel	more	
confident	during	your	speech.

•	 Organize Your Notes Some	people	prefer	to	include	
only	key	points.		Others	prefer	the	entire	script.		Write	
each	main	point,	or	each	paragraph,	of	your	speech	on	
a	separate	numbered	index	card.		Be	sure	to	include	
your	most	important	evidence	and	examples.

•	 Plan Your Visual Aids and Sound Effects	 If	you	are	
planning	on	using	visual	aids,	such	as	slides,	posters,	
charts,	graphs,	video	clips,	transparencies,	or	computer	
projections,	now	is	the	time	to	design	your	visual	and	
sound	elements	and	work	them	into	your	speech.

	 Practice

•	 Rehearse	 Rehearse	your	speech	several	times,	
possibly	in	front	of	a	practice	audience.		Maintain	
good	posture	by	standing	with	your	shoulders	back	
and	your	head	up.		If	you	are	using	visual	aids,	practice	
handling	them.		Adapt	your	rate	of	speaking,	pitch,	
and	tone	of	voice	to	your	audience	and	setting.		
Glance	at	your	notes	to	refresh	your	memory,	but	
avoid	reading	them	word	for	word.		Your	style	of	
performance	should	express	the	purpose	of	your	
speech.		Use	the	following	chart	to	help	you.

Purpose Pace Pitch Tone

to	persuade fast	but	

clear

even urgent

to	inform using	

plenty	of	

pauses

even	 authoritative

to	entertain usually	

building	to	

a	“punch”

varied	to	

create	

characters		

or	drama

funny	or	

dramatic

•	 Use Audience Feedback	 If	you	had	a	practice	audience,	
ask	them	specific	questions	about	your	delivery:		Did	
I	use	enough	eye	contact?		Was	my	voice	at	the	right	
volume?		Did	I	stand	straight,	or	did	I	slouch?		Use	the	
audience’s	comments	to	evaluate	the	effectiveness	of	
your	delivery	and	to	set	goals	for	future	rehearsals.

• Evaluate Your Performance	 When	you	have	finished	
each	rehearsal,	evaluate	your	performance.		Did	you	
pause	to	let	an	important	point	sink	in,	or	use	gestures	
for	emphasis?		Make	a	list	of	the	aspects	of	your	
presentation	that	you	will	try	to	improve	for	your	
next	rehearsal.

	 Present

• Begin Your Speech	 Try	to	look	relaxed	and	smile.

•	Make Eye Contact Try	to	make	eye	contact	with	
as	many	audience	members	as	possible.		This	will	
establish	personal	contact	and	help	you	determine	
if	the	audience	understands	your	speech.

•	 Remember to Pause	 A	slight	pause	after	important	
points	will	provide	emphasis	and	give	your	audience	
time	to	think	about	what	you’re	saying.

•	 Speak Clearly	 Speak	loud	enough	to	be	heard	clearly,	
but	not	so	loud	that	your	voice	is	overwhelming.		Use	
a	conversational	tone.

•	Maintain Good Posture	 Stand	up	straight	and	avoid	
nervous	movements	that	may	distract	the	audience’s	
attention	from	what	you	are	saying.

•	 Use Expressive Body Language	 Use	facial	expressions	
to	show	your	feelings	toward	your	topic.		Make	
purposeful	gestures:		Lean	forward	when	you	make	
an	important	point;	move	your	hands	and	arms	for	
emphasis.		Use	your	body	language	to	show	your	own	
style	and	reflect	your	personality.
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•	Watch the Audience for Responses	 If	they	start	
fidgeting	or	yawning,	speak	a	little	louder	or	get	to	your	
conclusion	a	little	sooner.		Use	what	you	learn	to	decide	
what	areas	need	improvement	for	future	presentations.

•	 Close Your Speech As	part	of	your	closing	remarks,	be	
sure	to	thank	your	audience.

	 Respond	to	Questions
	 Depending	on	the	content	of	your	speech,	your	audience	
may	have	questions.		Follow	these	steps	to	make	sure	
that	you	answer	questions	in	an	appropriate	manner:

•	 Think	about	what	your	audience	may	ask	and	prepare	
answers	before	your	speech.

•	 Tell	your	audience	at	the	beginning	of	your	speech	
that	you	will	take	questions	at	the	end.		This	helps	
avoid	audience	interruptions	that	may	make	your	
speech	hard	to	follow.

•	 Call	on	audience	members	in	the	order	in	which	they	
raise	their	hands.

•	 Repeat	each	question	before	you	answer	it	to	ensure	
that	everyone	has	heard	it.		This	step	also	gives	you	
time	to	prepare	your	answer.

2 Different Types of 
Oral Presentations

2.1	 informative	speech

	 When	you	deliver	an	informative	speech,	you	give	
the	audience	new	information,	provide	a	better	
understanding	of	information,	or	enable	the	audience		
to	use	the	information	in	a	new	way.

Use	the	following	questions	to	evaluate	your	own	
presentation	or	that	of	a	peer	or	a	public	figure.

Evaluate an Informative Speech

•	 Did	the	speaker	have	a	specific,	clearly	focused	position?

•	 Did	the	speaker	take	the	audience’s	previous	

knowledge	into	consideration?

•	 Did	the	speaker	cite	sources	for	the	information?

•	 Did	the	speaker	communicate	the	information	

objectively?

•	 Did	the	speaker	explain	technical	terms?

•	 Did	the	speaker	use	visual	aids	effectively?

•	 Did	the	speaker	anticipate	and	address	any	audience	

concerns	or	misunderstandings?

•	 Is	the	speech	informative	and	accurate?

2.2	 persuasive	speech

	 When	you	deliver	a	persuasive	speech,	you	offer	a	thesis	
or	clear	statement	on	a	subject,	you	provide	relevant	
evidence	to	support	your	position,	and	you	attempt	to	
convince	the	audience	to	accept	your	point	of	view.

	 For	more	information,	see	Listening	and	Speaking:		
Giving	a	Persuasive	Speech,	page	740.

Use	the	following	questions	to	evaluate	the	
presentation	of	a	peer	or	a	public	figure,	or	your	
own	presentation.

Evaluate a Persuasive Speech

•	 Did	the	speaker	present	a	clear	thesis	or	argument?

•	 Did	the	speaker	anticipate	and	address	audience	

concerns,	biases,	and	counterarguments?

•	 Did	the	speaker	use	sound	logic	and	reasoning	in	

developing	the	argument?

•	 Did	the	speaker	support	the	argument	with	valid	

evidence,	examples,	facts,	expert	opinions,	and	

quotations?

•	 Did	the	speaker	use	precise,	effective	diction?

•	 Did	the	speaker	use	rhetorical	devices,	parallel	

structure,	and	persuasive	techniques,	such	

as	emotional	appeals?

•	 Were	the	speaker’s	voice,	facial	expressions,	

and	gestures	effective?

•	 Is	your	reaction	to	the	speech	similar	to	that	of	

other	audience	members?

•	 Did	you	believe	the	speaker	to	be	accurate,	truthful,	

and	ethical?

2.3	 debate

 A	debate	is	a	balanced	argument	covering	both	sides	
of	an	issue.		In	a	debate,	two	teams	compete	to	win	the	
support	of	the	audience.		In	a	formal	debate,	two	teams,	
each	with	two	members,	present	their	arguments	on	a	
given	proposition	or	policy	statement.		One	team	argues	
for	the	proposition	or	statement,	and	the	other	argues	
against	it.		Each	debater	must	consider	the	proposition	
closely	and	must	research	both	sides	of	it.

	 Preparing	for	the	Debate
	 In	preparing	for	a	debate,	the	debaters	prepare	a	brief,	
an	outline	of	the	debate,	accounting	for	the	evidence	
and	arguments	of	both	sides	of	the	proposition	(topic).		
Debaters	also	prepare	a	rebuttal,	a	follow-up	speech	to	
support	their	arguments	and	counter	the	opposition’s.		
Propositions	are	usually	one	of	four	types:	



Listening and Speaking Handbook

 listening and speaking handbook R83

•	 Proposition of fact—Debaters	determine	whether	
a	statement	is	true	or	false.		An	example	is	
“Deforestation	is	ruining	the	rain	forest.”

 • Proposition of value—Debators	determine	the	value	
of	a	person,	place,	or	thing.		An	example	is	“Free	trade	
will	help	small	countries	develop.”

• Proposition of problem—Debators	determine	whether	
a	problem	exists	and	whether	it	requires	action.

• Proposition of policy—Debators	determine	the	action	
that	will	be	taken.		An	example	is	“Students	will	
provide	tutoring	services.”

	 The	two	teams	of	debaters	who	argue	a	topic	are	
called	the	affirmative side	and	the	negative side. 	
The	affirmative	side	tries	to	convince	the	audience	
that	the	proposition	should	be	accepted.		The	negative	
side	argues	against	the	proposition.	

Use	the	following	steps	to	prepare	a	brief:	

•	 Gather Information	 Consult	a	variety	of	primary	and	
secondary	sources	to	gather	the	most	reliable,	up-to-
date	information	about	the	proposition.			

•	 Identify Key Ideas	 Sort	out	the	important	points	and	
arrange	them	in	order	of	importance.

•	 List Arguments For and Against Each Key Idea	 Look	
for	strong	arguments	that	support	your	side	of	the	
proposition,	and	also	note	those	that	support	your	
opponents’	side.	

•	 Support Your Arguments	 Find	facts,	quotations,	
expert	opinions,	and	examples	that	support	your	
arguments	and	counter	your	opponents’.

•	 Write the Brief	 Begin	your	brief	with	a	statement	
of	the	proposition.		Then	list	the	arguments	and	
evidence	that	support	both	sides	of	the	proposition.

 Planning the Rebuttal
	 The	rebuttal	is	the	opportunity	to	rebuild	your	case.		Use	
the	following	steps	to	build	a	strong	rebuttal:	

• Listen	to	your	opponents	respectfully.		Note	the	points	
you	wish	to	overturn.	

• Defend	what	the	opposition	has	challenged.	

• Cite	weaknesses	in	their	arguments,	such	as	points	
they	overlooked.

• Present	counterarguments	and	supporting	evidence.

• Offer	your	summary	arguments.		Restate	and	solidify	
your	stance.	

	 Use	the	following	questions	to	evaluate	a	debate.

Evaluate a Team in a Debate

•	 Did	the	team	prove	that	a	significant	problem	does	

or	does	not	exist?		How	thorough	was	the	team’s	

analysis	of	the	problem?

•	 How	did	the	team	convince	you	that	the	proposition	

is	or	is	not	the	best	solution	to	the	problem?

•	 How	effectively	did	the	team	present	reasons	and	

evidence	supporting	the	case?

•	 How	effectively	did	the	team	refute	and	

rebut	arguments	made	by	the	opposing	team?

•	 Did	the	speakers	maintain	eye	contact	and	speak	at	

an	appropriate	rate	and	volume?

•	 Did	the	speakers	observe	proper	debate	etiquette?

practice and apply

View	a	political	debate	for	a	local,	state,	or	national	

election.		Use	the	preceding	criteria	to	evaluate	it.

2.4	narrative	speech

	 When	you	deliver	a	narrative	speech,	you	tell	a	story	
or	present	a	subject	using	a	story-type	format.		A	good	
narrative	keeps	an	audience	informed	and	entertained.		
It	also	allows	you	to	deliver	a	message	in	a	creative	way.

Use	the	following	questions	to	evaluate	a	speaker	or	
your	own	presentation.

Evaluate a Narrative Speech

•	 Did	the	speaker	choose	a	context	that	makes	sense	

and	contributes	to	a	believable	narrative?

•	 Did	the	speaker	locate	scenes	and	incidents	in	

specific	places?

•	 Does	the	plot	flow	well?

•	 Did	the	speaker	use	words	that	convey	the	

appropriate	mood	and	tone?

•	 Did	the	speaker	use	sensory	details	that	allow	the	

audience	to	experience	the	sights,	sounds,	and	

smells	of	a	scene	and	the	specific	actions,	gestures,	

and	thoughts	of	the	characters?

•	 Did	the	speaker	use	a	range	of	narrative	devices	to	

keep	the	audience	interested?

•	 Is	your	reaction	to	the	presentation	similar	to	that	

of	other	audience	members?

•	 Did	the	speaker	use	figurative	language,	irony,	or	

other	literary	devices	for	an	aesthetic	effect?
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2.5	 reflective	speech

	 In	a	reflective	speech,	you	describe	a	personal	experience	

and	explore	its	significance.		Use	vivid	description,	visuals,	

and	sound	effects	to	re-create	the	experience	for	your	

audience	and	to	convey	meaning.		

Use	the	following	questions	to	evaluate	a	speaker	or	

your	own	presentation.

Evaluate a Reflective Speech

•	 Did	the	speaker	describe	an	important	experience	in	

his	or	her	life?

•	 Did	the	speaker	use	figurative	language,	sensory	

details,	or	other	devices	to	re-create	the	event	for	

the	audience?

•	 Did	the	speaker	explain	the	significance	of	the	event	

to	the	audience?

•	 Does	the	experience	relate	to	a	broader	theme	or	a	

more	general	abstract	idea	about	life?

•	 Did	the	speaker	convey	the	message	through	one	

specific	event	or	several	related	incidents?

•	 Did	the	speaker	encourage	the	audience	to	think	

about	the	significance	of	the	experience	and	apply	it	

to	their	own	lives?

•	 Was	your	reaction	to	the	presentation	similar	to	

that	of	other	audience	members?

2.6	descriptive	speech

	 In	a	descriptive	speech,	you	describe	a	subject		with	which	

you	are	personally	familiar.		A	good	description	will	enable	

your	listeners	to	tell	how	you	feel	toward	your	subject.

Use	the	following	questions	to	evaluate	a	speaker	

or	your	own	presentation.

Evaluate a Descriptive Speech

•	 Did	the	speaker	make	clear	his	or	her	point	of	view	

toward	the	subject	being	described?

•	 Did	the	speaker	use	sensory	details,	figurative	

language,	and	factual	details?

•	 Did	the	speaker	use	tone	and	pitch	to	emphasize	

important	details?

•	 Did	the	speaker	use	facial	expressions	to	emphasize	

his	or	her	feelings	toward	the	subject?

•	 Did	the	speaker	change	vantage	points	to	help	the	

audience	see	the	subject	from	another	position?

•	 Did	the	speaker	change	perspectives	to	show	how	

someone	else	might	feel	toward	the	subject?

2.7	 oral	interpretation

	 When	you	perform	an	oral	interpretation,	you	use	

appropriate	vocal	intonations,	facial	expressions,	and	

gestures	to	bring	a	literature	selection	to	life.

In	an	oral reading,	you	will	present	or	read	a	poem,	

monologue,	soliloquy,	or	passage	from	a	literary	

selection,	assuming	the	voice	of	a	character,	the	

narrator,	or	the	speaker.		An	oral	reading	can	also	be	

a	presentation	of	a	dialogue	between	two	or	more	

characters,	with	you,	as	the	sole	performer,	taking	

on	all	the	roles.		

Use	the	following	techniques	when	giving	an	oral	

reading:

•	 Speak Clearly	 As	you	speak,	pronounce	your	

words	clearly.

•	 Control Your Volume	 Make	sure	that	you	are	loud	

enough	to	be	heard,	but	do	not	shout.

•	 Pace Yourself	 Read	at	a	moderate	rate,	but	vary	your	

pace	if	it	seems	appropriate	to	the	emotions	of	the	

character	or	to	the	action	you	perform.

•	 Vary Your Voice	 Use	a	different	voice	for	each	

character.		Stress	important	words	and	phrases.		Use	

your	voice	to	express	different	emotions.

In	a	dramatic reading,	several	speakers	participate	

in	the	reading	of	a	play	or	some	other	work.		Use	the	

following	techniques	in	your	dramatic	reading:

•	 Prepare	 Rehearse	your	material	several	times.		

Become	familiar	with	the	humorous	and	serious	parts	

of	the	script.		Develop	a	special	voice	that	fits	the	

personality	of	the	character	you	portray.

•	 Project	 As	you	read	your	lines,	aim	your	voice	toward	

the	back	of	the	room	to	allow	everyone	to	hear	you.

•	 Perform	 React	to	the	other	characters	as	if	you	were	

hearing	their	lines	for	the	first	time.		Deliver	your	own	

lines	with	the	appropriate	emotion.		Use	not	only	

hand	gestures	and	facial	expressions	but	also	other	

body	movements	to	express	your	emotions.

	 For	more	information,	see	Listening and Speaking:  
Producing a Docudrama,	page	548.

	 Use	the	following	questions	to	evaluate	an	artistic	

performance	by	a	peer	or	a	public	presenter,	a	media	

presentation,	or	your	own	performance.
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Evaluate an Oral Interpretation

•	 Did	the	speaker	speak	clearly,	enunciating	each	

word	carefully?

•	 Did	the	speaker	maintain	eye	contact	with	

the	audience?

•	 Did	the	speaker	control	his	or	her	volume,	projecting	

without	shouting?

•	 Did	the	speaker	vary	the	rate	of	speech	appropriately	

to	express	emotion,	mood,	and	action?

•	 Did	the	speaker	use	a	different	voice	for	each	

character?

•	 Did	the	speaker	stress	important	words	or	phrases?

•	 Did		the	speaker’s	presentation	allow	you	to	

identify	and	appreciate	elements	of	the	text	

such	as	character	development,	rhyme,	imagery,	

and	language?

practice and apply

Develop	an	oral	reading	and	present	it	to	your	class.		

Evaluate	the	oral	readings	of	your	classmates,	using	the	

preceding	criteria.

2.8	oral	response	to	literature

	 An	oral	response	to	literature	is	a	personal,	analytical	

interpretation	of	a	writer’s	story,	novel,	poem,	or	drama.

Use	the	following	questions	to	evaluate	a	speaker	or	

your	own	presentation.

Evaluate an Oral Response to Literature

•	 Did	the	speaker	choose	an	interesting	piece	that	he	

or	she	understands	and	feels	strongly	about?

•	 Did	the	speaker	make	a	judgment	that	shows	an	

understanding	of	significant	ideas	from	the	text?

•	 Did	the	speaker	direct	the	audience	to	specific	parts	

of	the	piece	that	support	his	or	her	ideas?

•	 Did	the	speaker	identify	and	analyze	the	use	of		

artistic	elements	such	as	imagery,	figurative	

language,	and	character	development?

•	 Did	the	speaker	demonstrate	an	appreciation	of	the	

author’s	style?

•	 Did	the	speaker	discuss	any	ambiguous	or	difficult	

passages	and	the	impact	of	those	passages	on	

the	audience?

practice and apply

Listen	as	a	classmate	delivers	an	oral	response	to	a	

selection	you	have	read.		Use	the	preceding	criteria	

to	evaluate	the	presentation.

	3	 Other	Types	of	Communication
3.1	 group	discussion

	 Successful	groups	assign	a	role	to	each	member.		These	

roles	distribute	responsibility	among	the	members	and	

help	keep	discussions	focused.

Role	 Responsibilities

Chairperson •	 introduces	topic

•	 explains	goal	or	purpose

•	 	participates	in	discussion	and	keeps	

it	on	track

•	 helps	resolves	conflicts

•	 helps	group	reach	goal

Recorder •	 takes	notes	on	discussion

•	 	reports	on	suggestions	and	decisions

•	 organizes	and	writes	up	notes

•	 participates	in	discussion

Participants •	 	contribute	relevant	facts	or	ideas	

to	discussion

•	 	respond	constructively	to	one	

another’s	ideas

•	 	reach	agreement	or	vote	on	final	

decision

3.2	 interviews

	 An	interview	is	a	formal	type	of	conversation	with	

a	definite	purpose	and	goal.		To	conduct	a	successful	

interview,	use	the	following	guidelines:

 Prepare for the Interview

•	 Select	your	interviewee	carefully.		Identify	who		
has	the	kind	of	knowledge	and	experience	you	

are	looking	for.

•	 Set	a	time,	a	date,	and	a	place.		Ask	permission	
to	tape-record	the	interview.
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•	 Learn	all	you	can	about	the	person	you	will	interview	
or	the	topic	you	want	information	on.	

•	 Prepare	a	list	of	questions.		Create	questions	that	
encourage	detailed	responses	instead	of	yes-or-no	
answers.		Arrange	your	questions	in	order	from	most	
important	to	least	important.

•	 Arrive	on	time	with	everything	you	need.

	 Conduct	the	Interview	

•	 Ask	your	questions	clearly	and	listen	to	the	responses	
carefully.		Give	the	person	whom	you	are	interviewing	
plenty	of	time	to	answer.

•	 Be	flexible;	follow	up	on	any	responses	you	find	
interesting.

•	 Avoid	arguments;	be	tactful	and	polite.

•	 Even	if	you	tape	an	interview,	take	notes	on	important	
points.

•	 Thank	the	person	for	the	interview,	and	ask	if	you	can	
call	with	any	follow-up	questions.	

	 Follow	Up	on	the	Interview

•	 Summarize	your	notes	or	make	a	written	copy	of	the	
tape	recording	as	soon	as	possible.	

•	 If	any	points	are	unclear	or	if	information	is	missing,	
call	and	ask	more	questions	while	the	person	is	
still	available.

•	 Select	the	most	appropriate	quotations	to	support	
your	ideas.

•	 If	possible,	have	the	person	you	interviewed	review	
your	work	to	make	sure	you	haven’t	misrepresented	
what	he	or	she	said.

•	 Send	a	thank-you	note	to	the	person	in	appreciation	
of	his	or	her	time	and	effort.

	 For	more	information,	see	Listening	and	Speaking:	
Participating	in	Job	Interviews,	page	1390.

Evaluate an Interview

You	can	determine	how	effective	your	interview	was	by	

asking	yourself	these	questions:

•	 Did	you	get	the	type	of	information	you	were	

looking	for?	

•	 Were	your	most	important	questions	answered	to	

your	satisfaction?

•	 Were	you	able	to	keep	the	interviewee	focused	on	

the	subject?

	 Responding	to	a	Job	Interview

	 In	a	job	interview,	you	will	be	the	person	being	
interviewed.		The	person	asking	you	questions	will	
have	several	objectives	in	mind,	and	you	will	need	
to	be	prepared	to	respond	in	a	professional	manner.		
Keep	these	strategies	in	mind	when	you	are	being	
interviewed	for	employment:

•	 Prior	to	the	interview,	prepare	a	short	list	of	questions	
relevant	to	the	position.

•	 Respond	honestly	and	effectively	to	each	question,	
and	use	language	that	conveys	sensitivity,	maturity,	
and	respect.

•	 Give	responses	that	demonstrate	knowledge	of	
the	subject	or	organization.

•	 Use	active	listening	skills,	as	outlined	in	the	
next	section.

4	 Active	Listening
	 Active	listening	is	the	process	of	receiving,	interpreting,	
evaluating,	and	responding	to	a	message.		Whether	you	
listen	to	a	class	discussion	or	a	formal	speech,	use	the	
following	strategies	to	get	as	much	as	you	can	from	
the	message.

	 Before	Listening

•	 Learn	what	the	topic	is	beforehand.		You	may	need	
to	read	background	information	about	the	topic	or	
learn	technical	terms	in	order	to	understand	the	
speaker’s	message.

•	 Think	about	what	you	know	or	want	to	know	
about	the	topic.

•	 Have	a	pen	and	paper	or	a	laptop	computer	to	
take	notes.

•	 Establish	a	purpose	for	listening.

	 While	Listening

•	 Focus	your	attention	on	the	speaker.	

•	 Listen	for	the	speaker’s	purpose	(usually	stated	at	the	
beginning),	which	alerts	you	to	main	ideas.

•	 Listen	for	words	or	phrases	that	signal	important	
points,	such	as	to	begin	with,	in	addition,	most	
important,	finally,	and	in	conclusion.

•	 Listen	carefully	for	explanations	of	technical	terms.		

•	 Listen	for	ideas	that	are	repeated	for	emphasis.
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•	 Take	notes.		Write	down	only	the	most	important	
points.		Use	an	outline	or	list	format	to	organize	main	
ideas	and	supporting	points.

•	 Note	comparisons	and	contrasts,	causes	and	effects,	
or	problems	and	solutions.

•	 Note	how	the	speaker	uses	word	choice,	voice	pitch,	
posture,	and	gestures	to	convey	meaning.

 After Listening

•	 Ask	relevant	questions	to	clarify	anything	that	was	
unclear	or	confusing.	

•	 Review	your	notes	to	make	sure	you	understand	what	
was	said.		

•	 Summarize	and	paraphrase	the	speaker’s	ideas.

•	 Reflect	on	the	ideas	presented	and	determine	how	
the	information	is	useful	to	you	or	how	you	might	
expand	upon	the	ideas	presented.	

•	 You	may	also	wish	to	compare	your	interpretation	of	
the	speech	with	the	interpretations	of	others	who	
listened	to	it.

4.1	 critical	listening

Critical listening	involves	interpreting	and	analyzing	
a	spoken	message	to	judge	its	accuracy	and	reliability.		
Use	these	strategies	as	you	listen	to	messages	from	
advertisers,	politicians,	lecturers,	and	others:

•	 Determine the Speaker’s Purpose	 Think	about	the	
background,	viewpoint,	and	possible	motives	of	the	
speaker.		Separate	facts	from	opinions.		Listen	carefully	
to	details	and	evidence	that	a	speaker	uses	to	support	
the	message.

• Listen for the Main Idea	 Figure	out	the	speaker’s	
main	message	before	allowing	yourself	to	be	
distracted	by	seemingly	convincing	facts	and	details.

• Recognize the Use of Persuasive Techniques Pay	
attention	to	a	speaker’s	choice	of	words.		Speakers	may	
slant	information	to	persuade	you	to	buy	a	product	or	
accept	an	idea.		Persuasive	devices	such	as	inaccurate	
generalizations,	either/or	reasoning,	and	bandwagon	
or	snob	appeal	may	represent	faulty	reasoning	and	
provide	misleading	information.

	 For	more	information,	see	Recognizing Persuasive 
Techniques,	page	R20.

•	 Observe Verbal and Nonverbal Messages	 A	speaker’s	
gestures,	facial	expressions,	and	tone	of	voice	should	
reinforce	the	message.		If	they	don’t,	you	should	
question	the	speaker’s	sincerity	and	the	reliability	
of	his	or	her	message.

• Give Appropriate Feedback	 An	effective	speaker	
looks	for	verbal	and	nonverbal	cues	from	you,	the	
listener,	to	gauge	how	the	message	is	being	received.		
For	example,	if	you	understand	or	agree	with	the	
message,	you	might	nod	your	head.		If	possible,	
during	or	after	a	presentation,	ask	questions	to	
clarify	understanding.

4.2	 verbal	feedback

	 At	times	you	will	be	asked	to	give	direct	feedback	
to	a	speaker.		You	may	be	asked	to	evaluate	the	way	
the	speaker	delivers	the	presentation,	as	well	as	the	
content	of	the	presentation.

Use	the	following	questions	to	evaluate	a	speaker’s	
delivery.

Evaluate Delivery

•	 Did	the	speaker	articulate	words	clearly	

and	distinctly?

•	 Did	the	speaker	pronounce	words	correctly?

•	 Did	the	speaker	vary	his	or	her	rate?

•	 Did	the	speaker’s	voice	sound	natural	and	

not	strained?

•	 Was	the	speaker’s	voice	loud	enough?

Use	the	following	guidelines	to	give	constructive	
suggestions	for	improvement	on	content.

Evaluate Content

Be Specific Don’t	make	statements	like	“Your	charts	

need	work.”		Offer	concrete	suggestions,	such	as	

“Please	make	the	type	bigger	so	we	can	read	the	

poster	from	the	back	of	the	room.”

Discuss Only the Most Important Points	 Don’t	

overload	the	speaker	with	too	much	feedback	

about	too	many	details.		Focus	on	important	points,	

such	as:

•	 Is	the	topic	too	advanced	for	the	audience?

•	 Are	the	supporting	details	well	organized?

•	 Is	the	conclusion	weak?

Give Balanced Feedback Tell	the	speaker	not	only	

what	didn’t	work	but	also	what	did	work:		“Consider	

dropping	the	last	two	slides,	since	you	covered	those	

points	earlier.		The	first	two	slides	got	my	attention.”


