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ABSTRACT B
- *This study estabHshed Me need for a short, simple, easy—tn- ‘\
read hexthpvk in cwwn‘cat‘lnns for adﬂharmrs, TheSe students
attend night‘chsses after working in the daytime and’ are frequentTy
short of t‘lme in bmich to read Ianqer books . - Then too,.ma.ny of .the
heoretica‘l style making :hm'difficulc'

p sznt texts are writteq 1n
Students indicate they want a ekt which 45 doun’.to

3 V‘ea'lities uf their vsry ay 'Hves. Many Have
\time and many nue never before ttemled

to umiers and. :

and relates to’

- ‘been out ‘of ;choe] for.
nost present te)(ts are writte for yaunqzr daytme

) cnllege cwrs!s
comlgde students and are samewha remote for adults.

24
fwms cmsisunﬂy indicnte that texts are too long, tou d(ffi:ﬂt tn
Y AR

read; 8o theoretical, nnd too expensive.

unmni:ulg with Confidence--a t,exibﬂnk for adult 'Iearners-- i

'ns wntten in-response tn this’ need and uas the nu.)nr part of tMs

Student feedback

scm:y It prwldes an ‘ntroductwn to cmnicatinn basic theory 3.

‘and exaer:ence 1n‘dnterpersona cm-uniut!nns. puhhc speaking

'and vrltmg, and two types of bihl‘lography (one_the usual thi
bibhngrﬁphy. one & three- part hst of mepamum b(}nl(s)
sive exzrcises :Qd dssiqnmnts are embod(:d mwn i 12 itvits. of

Exten-

'the -book and in Tists. at the, end of each of ‘the three sectlon
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.. CHAPTER I } -

! STATEMENT OF PROBLEM AND NEEDS FOR THE COURSE'AND: TEXT § {>4

Statement of the Probiem d
For-ten years the. Memorial Umvers{ty Extension Service has
been nffering eventng courses towards diplamas in Public Administra-

tion, Business Adninistratjon, and Banking.. The.Banking diplona is

offered in accordance wi th regu1ahons set’ down by the Bankers®, Insti

Ty 4 " tute 6F Canada and ‘the dipiona 1 awarded by that body (Fe'l'[ow of

. the lnsti tute of Canadiar Bankers) Ui

it The stidents in the Tatter prnﬂn are’ emp’lo_yees af charter

Banks in the St John's area,  In"the ear years of tP’e ﬁuﬂo

courses, most bar\kers ‘were m middie: or even top:managéinent positipns'. X

S . Howéver; Huring the past, few years a chanqe as’ been noted; bankers v

vegistered in courses are now for the most part: tellers and clerical
staff with occasional others in lover. or rm:ddle managenent positions.
*This Follows. @ trend noted across Canada’(Inst tite of Canadian

Bankers‘, 1977) that’ has affécted course content to’ Some extent.

B e T e publfe Adm\nistration dipTona progran was set up.ds a
s cnoperame effort of Merigrial University of Newfoundland Extension S48 2

Service and the' Gnvernment of Newfoundland." T gnverr\ment encour=", ;.

4 '," agéd Jts, emp1oyees to register pa!d tneir fees., and uffered salary -

5 - " . dndentives at the conpTetion:, or.tne duﬂoma. This.policy. sncnuraged

s : - numbers of puhh: sefwants. to’ attend u.e cnurses. probably because




imm@.aw courses ware mainly peapled by government empioyees. latterly
the sa'\ary increase was dropped‘and lﬂ 1975~the fee iubsldy was discon-

tinved.. fore a§d more’ federal, inunicipal . and quasi-goverment. agengy

emplogees have regjstered for tlus program throughaut. the years. Iy 2

As with
4
‘the banking prngram\ must of che Ttudents inearlier years tended to be

/—from middle or top ménagement (must frum the former). Now most students

e

" {with the resu]t that few Busi

* Administration areas and an op

aré support staff and supervisors. = . N

The Business Admiﬂstratwn dwluma was offered in'response to

requests from the busmess culm‘unity in the St: -]qhn s area whlch felt

the néed -of :rmu.,for m‘any employees. and saw, the ‘e effecuvenzss of =

o the program ln U\E other: areas Numefous business nmp]oyees are

enrolied (n the program which ffered simiTar md1v1dua1 cuurses to the

Lother two areas

Ghal
The separate‘ course o

thelinception; of the program. Pr\incip\es of Conmunications has been a

required course in the Institute af Canadian Bankers (1cB). and Publ‘\c

\unul' course fur Business Administratinn

\rl\s.trith‘m sgudents register for

“Comminications): Originally,. \he 'cour§e consisted of two'major Subject
areas--pubh: $peaking and rep rv.—writinq taught as a twWo-! -semester coursq
When the Unwersh}y semesterj zep its day\prugrams, the mgh: prugrams

Under .some” pres-

ifolloiled ' suit ‘and the coursg betame a’ 45| hﬂur unit. ¢

'sure fron the\Bankers Institud: which has ,a-high priority on the”

subJect, a |5’huur (five mght) se'gment in! 1lf|terper'sal\a] communication @

wids mtrnduce]d It s conbined with a is-hour sagnent tn pubtie

Fings have varfed Tittle fron-the tine of
!




nas reniingd essentially unchanged for the past-eight years' idthough
the Barkers’ Insti'tute would 1ike 'td see a totally interpersonal course.
A compronise has beén made by assuring that each Segment r{as an igrer-
personal bias and that some aspects af persana'l grwtb are mtzrjected
int0 and'stressed in each evening of the coufse.

On the St.-dohn's ‘campus, the course has usually been feam-

.
: b3
taught for thé:past-eight years

a1w s by |nstruct9rs with spe:{a?fies

A Usually one i[‘nstructor‘vnas taught
segmem; coufse 1}he instructdrs also

in comvmm cations and/or psycmﬂa

one or two segnents of the thre

he: segnents : they teactico ¢ covering ))ubn: speaking in

the fall semester‘ m\ght teach wrlt!m] in the wmte’r. for, exampTe. Team

‘teachmg offers to' stidents a wider’ range ‘o inist uctwnal ethuﬂs..

ideas, and pha\wsoph!es than could ncrma'ﬂy be exﬁected m a one-

instructor. course. . It:also gives ‘students.a wids‘r evaluatian range
(e.g., 1f one marks.hard, another marks easy) ! ; P
The popularity 6F thé Communications-course: has mcreased over
‘the years-—word of mouth “has probably offered the best publici ty In
1970, fall-semester, thiere were:24 studerits registereds not enough ’
studerits indicated ‘an interest tu Biton a course fnthe winter ..
semester of 1971. . In-the fan.semescer 1977, ‘there vere 104" students
_and 4@ the winter sefiester of1978-*an 1ncrease of nearly 500 per:

cent1

e of writing: June, 1978.

Gne. of the problems Vitha three-éégient course and the
evaluation of the. units' is-that.when three separate’ grades-are '
averaged; they tend to regress’towards: the nean and:there is Tittle
spread:in-the marks.




" " Needs for the Course -
1. Many adults ‘are returning to school.and taking college
: courses,ori. thefr o time fog a varidty of reasors: some feel the
Gaps in: their original high school and college courses which have
7 hec;e apparent only after they have started work; some have the pr;s—

Sure of the employer demanding (and paying for) further trafning; some -

T

Yy

desire to embark on new careers or advance their present ones; some are
- forced Sy the new technologv‘“es_ to seek’ further education; some feel

w that 1earm‘ng«is".an end in itself and attend for personal grm;lrh.s

+[ .- ‘These peopless fndividuals demand courses thalt-are appropriate ty

their needs :in'both content and inslructor metheﬂu\ogy.

: 2 Eulp'loyers (as stamd above) are denircing fu}mgr training

i 221 O mal\y kinds for: their” emmuyees»-nrivate mdus&ry and business as " . L s

¥ 3 wal as governient. and. éspecialy banks Have becose aware jn the past

few years of tne.waste of employee potential Teft undeveloped and have

tnstituted their own training prograns and have bought ipto ones -

already established.! i £ T
. The University has a commitment to the peonl; of Newfond-

.land. to provide adult education as well as degres prograss to day

;t'udgnts in college. Part of this comritment is met throigh the-kind
Sf ‘course described here - aid perhaps without this policy these kinds
= of courses would not fave, been estsnlﬁshed in-the first place.

phel Shese are ressons that adult: Tearners. have expressed over the
g past several years.

. ““%or instaiice, the programs of the Institute of Ginadian
| Bankers. . 4 ¥ v
e . . a2 g 3




/. . Conmnications--embodying the kinds of topics. in the
“Principles of Communications course--is noticeably absent from high
school_cur#icula and fron most colfege prograns in’ our province. Bnly

r f high school students enter pubfic speaking contests, pay. special *

e Mttention toany letter writing course thei¥ school might offer, or

.
- join a guigance oriented group could they nupe to cover any of. the *
" topics in this course--a haphazard grounding at’bést. At the Uni-

- versity itself, students completing undergraguste prograns would have

comunications courses required for £héir degrées only if they were

registered in the Facu]ty of. Educwon or the School nf Busmess
5

A&/iMstraHon and gomerce.

ST s s Prln:ip]es of Conffunication offérs o beginnmg tudents
in diplona prograns: an. initeresting and challengmg i 10" s 1F Hhey

‘would 19

e to become students:.. Many ad\ﬂts fear that returning to
¢ classes--especially at University=-will be a fearful, traumatic experi=.

ence. The skills, theory, and Experlenha'l learning biases of the

course provide traimng thit *is usable whether or not the student
continues witfi the diplona. Interpersonal activities and personal”
growth are stressed 5o that this coursekan become an end in itself
i the student decides not to continue With other ‘courses.. The course

attempts to provide, not 'unly'spéak%ng, writing, and personal skitls :

but a warm, accepnng environment in which learmng can take p]ace,

i positively reinforcing' the student's falth in ms abihty tobTearn

Sexemptions are frequenﬂy granted by temor{al Universit
xtension ‘Service upon request’ from students -such as. those now viork--
ng towards a diploma. .The College-of Trades and Techrology graduates
. genegally have extensive cnmnrumcatlans courses and- almost- always, are/ .

exempt. i .




< s 5
Needs for a Textbook

N 6
- )
and to accept himsel/herself as a mature stident. Such reinforcenent °
encourages manj §tldents toscontinue tnew prograns. L
2

Communikations has cofstructed the course “to meet the chang!ng needs
sof the student perscnnel. This has incluged change n teachmg
personnel, in methodology, fn course content and in textbooks. The ~
latter area has caused the' most headaches for the instructors.” Tradi-
tim\a‘l Iy aVaidable textoovks covered: only”ane- of: the three subject
areisy and while excellent books have bﬁen avaiTable for, each of theser

areas, they. haye ot slvays been u'pproprxate for the partl:u)ar course

“and/or students At present, the instru&tors see a nged for a sDecla'I'Iy .

desdgned textbo ok For the fnhwmg reasons c
A, Textbooks' currently awilable in eacty sulblact ares (€9,
speaking, wr;n:\ng, —mterpersona!) are .generally. dequned fpr
canplete 50-100.hours cowrses. Therefore much of the materhﬂ
“must be onitied and only a 1imited selection of units used.
(Students have, frgquently shown théir resentment over pur-
chasing three large, expensive bdoks when'perhaps only one-
Qugrter to one-third of each is actually. used or r.ergr‘{;ad to
L the course), ./ J T

2. ‘Many texts currently are or

. aged). da}time college' student:

Over the years, the team that has heen tﬁaching Pringiples Df( ’




mder, vmr\kmg students and that buok is.now out of prmt

Maﬁlf‘e students feel, they say, msu'l teﬁ.and hahtﬂed when

trgated as teenaggrs

Texts that seem to’ be designed for more mature stidents fre-

‘thaugh “Several, Stutents v iad P
1d.5mply, be high Schoo) geaduates-




" found ‘it to be "over our heads." )
Writing texts ‘fared very little better. Its Mine and I'11
Writé it That Maz has 21 discrete sect\ons of Which perhaps eight or e

mne,were ‘usable in the cours -altﬁxoug_}n it-was written for. day

students, it was lnterestmg adali'te. Busin ess Commumcanuns,

ntammg enough material for a_coursex three or four t\qles as

f alluwing students to read ana work "¢

A _' he wntmg and speakmg paN:s of “the cowse émd was’ chnsen for :that

reason (a]thaugh its phﬂosophy and tachmques compamd favuurah]y. with

" many other. texts). :'
Ony, in-public speaking v;ere the instructors .lucky- enough”to
”ﬁnd a text--short; s'unple easy to read; dvrected twards mature © . .
:Ieamers that met aﬂ our requwements. Althougn Puhhc Sgak{ng as,
Listeners\Like It (Enrdan) was first written in 1935, it Was still; a

'wurkalﬂe, flexible ‘text:" It.is now out of print. " The necessity uf

. having & text written especially for this course has now becon

< text that w\l'( be dwected towards the three specific. course: areas,

“will be wrltten in slmp‘le 1anguage app opnate to. the ages, maturity;

\




; : Definition of Terms

For the purposes of this project: )
po s s

1. communication means an interpersonal interaction involving,

primarily two processes: (1) speaking/ﬁ's‘mning and (2)

wr1t|ng/read|ngnand secundarny other meaningfu] behaviours

L K such as body. 1anguage, eye cnntact, appearancé, -vord chmcm

© tone ‘of - vmce, ;

communi ca;mns means. the separnte segmerrts or umts of cori=

" munlcatiun- fo nstance 'Ieu:ers, memos, ¥ pcrt;, speephes. ¢

churse means 4 45 hour period-of mstrucmn dw'lded into 15 -

three-| hour classes offered by Memoﬂal Umverslty Extensmn
Service and usuatly given in three 15—Imur segments: “inter-
“persona! comnmn‘cation, wr]tten commuiri cations, and pubhc

speaking; 2 3

‘intemers’onﬂ neans “bétsieen two, peaple;

intrapersonal meafis within one's self;

text means a‘book to supplement the course material that is '
{;rov_ided"in c’l‘assiby the instructor. _ ol
|m|tatmns of the Project

i

The project was dlrected‘ tnwards adu]t learners inyolved. i

cuntlnu(ng educatwun Its vawe for vcher learners is hmited

to the extent that theh‘ needs-are simiar.

i Ly




2. The project was designed to be used in a 45-hour course
divided into 15 three-hour segments., Its use in other types
of courses is limited to courses similar to that for which it
.vas des(gned : 3
. . 3. The ﬁroJect was des‘lgﬂed for students mvn'lved in a continuing
: educatlon cuurse~ 2t Memorial University. lts va‘ue for students 5

; cutslde the pragram for wmeh it was deswgned 15 11m1ted to

/I‘ .,;‘, those whose needs arz s1mHar. b . ¥ S
[P :

te S 4:}'*\4 Orgamzatlun of the Remamder of the Prnle

&5 =
Chapter 11 cnnta1ns a review of 'the: re1ated hterature angac

T b . rev?ev{ of numerous textbooks in comun!catlons Chaptev‘ m contains
CL the methndn]ogy and a'description of the holzk s. contents. ~ Chapter IV *
. is the bock ltie\ﬁ. Chapter V contains the summary, conclusions; and

oy recomme.ndgjiinnsA




CHAPTER 1T g
REVIEW OF THE RELATED LI'IiERATURE

During the Tast decade there has developed a new wave of
human aspiration regarding the potential value. of inters -
| personal communication as the means by which a person may"
‘reach a mare sat1 sfying-relationship with other human beings.
v 4§ i+ (GifFin and Patton 1971, p. ix):

a A Many scudents who have partimplted in Prlnc\p'les of. Donlnumca- g .
tion durmg the ‘19705 have embomed such aspivations. "8y thefr, o
partlgwatwn ]n and response to. course matena] they have n‘dwated_"

their needs for such re]ahonships. %

Long befare Prmciples of Communlcatwn was lmtlated scholars ="
and organizations were indicating needs fu?‘ such courses. Barlund ’
(1961) said: "There i no reason, if scholarship supports it, why '
there should not be courses in'il\terpersa,nal“convnunicat—'iad b B

(p. 208)." As early as 1938.Chester Barnard obseryed that

an

5
“exhaustive theory: of urgam_tfza tion,’ comnumcat‘on woqu nccupy a centraﬁ

phase,” becausé the structure, extensiveness’and scupe of - ’the orgamza-

tion are almost entirely ‘dateriine by comunication- techniques” (. ). 28
Koehler, “Anatol. and Applbaum (1976). said that: “Early ‘studies treated %

communication merely as.a tool of management . . . . There is now a

" growing recognitipn of its dynamic role within the 1ife of an organiza-

tlon.. . . (po 1. 5
More recently writers have indicated: the impossibility of

Tiving and working within orgdnizational:structures without recognizing
! g : 5

.




the integral part played by communication in these structures. Badrd

(1977) stated: . ?

Most members of organizations, I suspect, learn about
organizational communication the hard way. They are unem-
/p]nyed because’ of, it, ‘fired because of it, and often
<“unhappy because of xt They' make mscakes because of it,,
have conflicts because of it, and occasionally fail because
of it. Yet we'must communicate if our organizations are to
.exist.” Tp. xi)

Tortoriello, Blatt and Deline: (1975) stated N

In today' s-society ali daily |nﬁeract|ons occur Within
some- type of “organization framework-.’ . .-[people must], -
‘Understand ‘better the importance of cmrlnumcanng in any
orgam zation and. evelop a more accurate map of- the
vorgam zational: terri nterpersonal communication,
group. communication, “the Jintéraction of human, and structural
variables anf ‘the managgfial’ “This
““knowledge can contribyfe ta their ef(ect1veness as managers
and- as orgahlzan T persons. (p. vit)

1zat|ans-—ma1n1y government ‘employees and bankers with
prwate business and \ndustry Far the most part--
students come because they are. members of nrgamzatmns'--

they also treat the course. as a personal growth experience.

Patton and Giffin (1971) sayd that, eople.in the 1970's: are’

véry much copbé}ﬁe& about being hupaﬁ\[sfc] people--individuals able

to have enjoyaMe”re’lationshw‘p’sv with other persons" (p. vit). They go’
on’to indicate that our "automated, cDmplex~snc1ety has created-a
vgrow1ng state .of 1mpersana1|ty, and thEyearnlng for clpser person:

ties 15 one of ‘the major thenes of our times'. .. . Cummumcatljn is

W, the foundatmn for-all of  our- ‘I}rterpersona] relauuwshws ML

(p: vii).




13

Giffin and Pattm-(wﬂ) portrayed a human being whose ‘personal

needs can anly:he satisfied by interaction with others and the most *

important need for interpersonal communjcation is the achieverent of

personal qrdvth and deve]VnpmentA :
Barnlund (1962) examined: the theories of communication--that

the aim of communication is to transmit information or that the aim of

. caimunij:tivn is to transfer. ideas but disproves these as being com- ’

plete a T}s:s of the suhjeut. He says that cmuni{catiun is a wnrd

_descnhmg the process of cr;zatmg a mean'ng and me) nings are he says; -

: det' minéd hy the physical. personaL and 50 !a'l envt/onments o the‘

pnmnuhicétors,v Pt N5

¢ ="' David“Berlo, (!974), ‘too, cnnsidered cnnwmcatmn in, thxs tht._
Tt seems a reasonable h,ypothes\s, With the stress’ on cnmnumr.ation in
the organization and the resu'lrting internal publicity concermng com-
munication within orga‘nlzations, émployees are becoming more aware of
their own deficiencies as com‘un;:ﬂ'tars. If meaning is ‘indeed related
to thé. person rathervthavn to_the word, the better the person knows him/
herself and the pertinent environment, the be‘ttgn communicator ;lé/she 2
will be B ; ¥ i :

Hhile Giffin and Patton (1971) Taid down basl: 1nteractim\al

needs (wlth other people).

1. to be able to show |nterest in others and to have others
show mterest 1n us; -

2.~ to show. respe:t for the beten:e and respons{bﬂwty of -
¢ Lothers and to have others: show respect for our comnetenca
and sense of responsihﬂﬂy, and e

3. tobe ~able o’ show warmth ‘or. affectian for. at 1gast one’ -
.* [sic] other person and to, have at least. one [SIC] other
4 "persnn ‘show wam\m or affe:t.wn for us. i B




given, encourag

They further indicate the need to go "shopping . . . in order. to
satisfy this interpersonal need [becadse] our complex and specialized
society makes this need imperative” (p. 49).

Schutz (1966) postulated MLerpersﬁna] needs as fu”ow&

(a) Every individual has three lnterpersuﬂal needs: \nc‘us(mh
control, and affection. .
(b) Inclusion, control, and.affection constitite a sufficient -

set.of areas of interpersonal behaviour for the pred'lhon
and exp’lanatmn ef mterpersonaI phenomena. (p. 13)

If appeararice. if a course su:h as Prmclples of Cumumatmn

4
consntutes an. 1nterpersona1 Fhenumenun {or perhaps an mtrapersunal"

phenomenon mvght be 2 better ;shrase), then one may readny -ee that

in’such-a-course the s:udent is included. not-only by means af class

assignments but by the opportunity and encouragement to- know. others;

is. nffere the means tn effect change in his/her hFe and therefore

better coftvoT overthat life; is shiown means wherehy affection can be
5 and mamtamed

The'students who appear in Principles of Comnunication, .
genewal 1y speaking. mamiest thz moving toward others type of behaviour
as outhned by Karen Hurney (1945)

Teth and Leth (1977) posed to their reader's ‘the question: 'Why
shuuid % st’udy public communications?" They then offer three ans;le.rs'
to the queshun‘ g

. « You m)l probably be a§'ked to speak puh]m]y at -
sume “time “during your life . i'. L.

AT ours i5 a vorld af rhetoru: ] .

.".  understanding public comunication Wit enhance’ynur
understanding of other forms of communication. (p.




Myers and Myers (1978) offered more technical answers:

Only, in human speech . . . can we shade our meanings by
inflections, tones, voice, and body contral, . . n we
relate to each other so immediately-and, change our signals

. 5o quickly . . . canwe call up the richness of unrehearsed
joy, sudden sorrow, or unexpected surprise in a flowing
stream of relationships with others. (p. x)-
Jeffrey and Peterson (1971) said that, "In a period, of histoek when _
‘bc&y rhetoric' and formlessness in discourse are used frequently
to replace reas‘nned discourse, it is essential éh_at the vatues of
effective ‘oral \comnunication be el;lphasized and promuted" (p xi)

NI Isen (1958) 1mphed the need for ”an edicational systefh that will’.

‘adequateh equip ¢itizens to think .and” to! discuss" (p 235) Thomas .’

N (1954) sa\d. "Effective cummumcatwn of ideas by means of: public

speech . .. .can be acquir‘ed‘ by study. and-practice” (p. 145)..

i

Dr. Charles Hurst quoted in Hemphill (1974) studied 157-
college sophomores, 70 with speech training and 87 without
such training. He sought to'describe the educational:
implications arising from the relationships between formal
instruction in:a basic speech course and increased -
readiness. to undertake work at the next academic level.

He discovered that a s1gmficant and positive relationship
between these two factors definitely does exist. (p. 3)

Principles of Communication has been stressed as a beqirining
course in the'diploma programs mainly-betause the "nstructurs fnun:i
~Stidenits who, at the end of' their prograns. ‘fndicated strongly the
irst. The course. would, they felt,

iregret that they had not taken it first. .
have been of greater use.” Dr.- Hurst's: findings seem to validate this
4.2 " feeling. B g i

i . % " Pue and Fruehling (1978) had a seven-point approach to wrltten

' business cumnumcatlon w M8 B

1. " Busiriess comumcatwns are h1gh1v individualistic and
“cdnnot be writter to a fornula

25
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! |
| 2. To produce effective tmmnumcat'mn, students shoyld be
i involved as deeply as poss\lﬂe in each writing 5|tua-

tion . ¢ . . |

3. Examples of letters and reports are most effective when . -
related to situations Yoith which students are familiar . . . ..

4, Most of the chaﬂengl‘ng communication situations faced

; by the writer on the jdb are those that require choosing
! between alternatives--which may only be unpleasant
alternatives . . .. |
. i T
5. .Busjness communica ﬁons\defy- discrete "typing" or
+clagsification . ' | |
) S -
. 6. Since the typical emplo ee writes many mterofﬁ:e o
memoraridums ,. they 'should| be introduced.early in the
Course s, . . . l s .,
: 7. “Thers. shaid ba 8 N 175 groject, Which embraces
B i -all the prmc{p]es covered 'throughout the course . .7, .

; § T “ (pp: v and vi):
Principles of Cn‘mnuni%atinn has; sfirice iis inception, -embodied these
principles; any text for the course will also embody them

Poe and Fruehhng (1978) also said, "Good writing is largely
the application of effectwe human relations . . . to communication
situations" (p. vi). . |

3 . Stewart, Lanham arid -Zinmer, (1977) seemed to airee when they

said: ‘\ ;,
Busmess writing has an enormous effect on human re]anons.f o
= After all, what one-says. in writing is eveéry-bit "
£ . important as what he says a}oud‘ How [sic] he says n: can'
be evén more important in writing since a letter,cannot be

¥ accpmpanied by'a friéndly expression--a memorandum cannot
' smile . . .'.. Each written commumcatlon requires-all the
E “ skill in human relations ... . Skill in human relations

« 4 . 1s what makes for effectwe business writing. . (p. 302)
Impnrtant to written communication is a basic understanding of
,sentence and, paragraph development and of basic g\'amnar punctuation,
., ‘and spglh‘ng. Dagher (1978) savd, + . . a person.can't write an
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effective communication without understanding sentence and paragraph

development . . . [and] principles of grammar and punctuation” (p. xii).
In a discussion of "Language Tools" mnninghm!l§78) said:

In order to write effectively, you should have a working b
knowledge of ‘the basic tools of our language. You do not
have to aspire to be a "grammarian" . . . in ‘order to under-
stand the basic tools of the English language.. These funda-
. mental tools include the various parts of speech which you
use every day when you communicate with another human being.
If"you can recognize the different parts of speech and use
them correctly, you are taking the-first step toward better
communication with other individuals:. (p. 21).

“Tighe (1975) stated v
of the four communication skills--learning,, readmg, X
- speaking, and writing--probably’the most demanding:is .- o el B
writing. ‘It is the most demanding because it is so closely
tied to the coriventions of paragraphing,; grammar, punctuatmn.
capitalization, and. spelling. ?p zz)

Since writtén communication demands ' indivldualisti: participa-
tion, it is perhapg important to-encourage students to find- their own
“best" Writing style. Friedrich and Kuester:(1972) said, ". . .-we
must find the style that is ‘ours, find our oM~veices, move from the
spoken word, and-the habits that go with Spoken words, to writing and
the new habits it calls for" {p. xv).

Despite the pitfalls of written comunication and the dif-
flculﬂes encwntered by students of writing, business “and industry are
demandmg qond written communications. from their anployees.

Hemphi1l (1976) said, "In day-tn-day transnctwns, communi cations
“serve as the Tegal basis far :onduct1ng husinass" (p vn) She. said
that, "Day ~by-day and yedr- byAyear busghess operutlans require’ constant 5
oral and written cmunication;.ar}d in recent years there has been a

tremendous growth in the amount of written materials produced;" and _
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"Written cammunication.is used extensively in business in the form of

letters, reports and menorandums” (p. 3). ' @
R.R. Aurnes, a management cnﬁsulun:. was quoted by Bennett

(1971) as saying, "The objective record will show that the individual

who can write well has a significant 'promotable’ edge over the one

_ who cannot” (p. 6), indicating 2 more personal need for skills in

husiness writing. Hemphill (1976) quo;tad Peter Drucker in an article
for the Harvard Business Review, ‘and said, "[college teachens] the one

cmng that ls perhaps the most va]ualﬂe for the future employee to

know P~ _)ﬁsjhls one hasic skﬂ] ‘is the ability to organize and
axpress ldeus |n wrn:ing + . . The letter, the report, the memurandwu

. . .-ard bastc tools of .the empldyae® (ps 1). . .

fleed (1978) re"lated writing skills to job Suvccess md_ﬂ‘ld.
"The person who can write a memo that clearly solves a problem, a
letter that soothes an angry customer or a report that gives all the
necessary ‘information .-. . is s}ving time and n;oney'fnr the compan;'
(Preface) . ’

Dagher (1978) 1nd(r.ated the necessity of vri tten. communication

. few [peoplel live through a

because of its commonness, saymg'
day/without . . . writing to someone about a commercial fndustrial,
scientific, or other technical subject™ (p. xf):

" Farmiloe (1977) decried the lack of ability of many employees -}
to cmunicate_heﬂ. saying that "Hore tivm'e is lost in industry ... .
through the (;onh comunicativé a!{i!ity l;f employees, than through any
other cAu'se‘"‘ (p‘ '. She H]ustrates by referr(ng to the necessity

for clear simple writing, :specul!y
& 4




“'High school graduates entering industry are not ‘imaginative

enough and y trained to i _their ideas . . .' (The

Vancouver D3ily Province, May 27, 1967). This coment is typical of
a large body of opinion in businessand industry® (Coleman and Brambleby,
1;69. p. vi). . : N

As Farmiloe (1977) so succinctly stated, ". . . most produc-

tions [textbooks) on the market are as hopelessly overweight and oute
of-touch with the actual work ashibernating groundhogs” (p. 111). In
Principles of Communication the instructors have found the former to

. - be so (althnugh many of our texts seem to be very mush m touch vﬂth

Vet

the work wur\h) . <

Organization of the. Remainder of Préjez e
Chap&r TIT contains
book's contents. Chapter IV is the book itse

e.methodology and a description of the

Chapter V- contains
the summary, conclusions,, and recmndmlons_. -
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,thenreh‘ca] backgmun’d for an experiential course. ,Students want a

. ¢ GHAPTER 111

METHODOLOGY

A textbook for Principles of Communication would have to have
certain bases, in order to work for both instructor and-students. The

instyuctors demand a book- that covers enough material @ provide a

book hat is uritten So that the ‘concepts.are easily understood but"

is, dn‘ected towards adult readers (MUN pr‘"}tout 1978)

The course des!gn and mateﬂ al have been’established and hava

been_already presented in detail (Revnolds, 1978) ‘and these factors
wére taken into consideration--this is not to say that the coursé con-.
tent is unchangeabTe, but rather that it has evolved in response to _
student needs and by consultation among students, instructors and 7
Extension Tiaison officers; ard, at this tine, seems to fit. In bther

words, this book was written in response to a need for a‘definitive

textbook for a course whose content is already. flrm]y Taid down.” Th‘ls

*factor was, of course, the chief (but not_thé only) determinant in what

was included- in the book. Certainly, some’ provision was made for

tgpics that may likely become part of the course 1‘1‘1 the immediate

| fgture; and other provisions were made for the course: offerings in

other-areas of ‘the province--rural students may have different needs.

(Not because they Tive in rural greas, but for instance, if-the course

is newly offered in'a tommunity, it may. attract top managenent first,-
s 20 ; '

-




as was ‘the-case {n St. John's.) Then, too, instructors in other areas -
may have different educational backgrounds and may 1ike to place more

‘emphasis. on topics they are more confortable with.

;i Design of the Book 5
2 o Becense the:course 'is divided into three sections--interpersonal
cmum:annn, pwbﬂ; speaking and. busmess‘wrnmg«the book was

divided into’the sane three basic sgctions:

The sectmns were divided

Tath. units cnvering topics. dealt with dr the c‘lasses

Each ch pter cantains tnenretica] material directly relat(ng
o the ac:wmes p]anned a:

,weH as suggesﬁons fer assxgnments

assignmants are 11sted at the end- of each seccinn

“these

ls Cowlnunicati on?

Thws unit. contams the basic comnumcatwn theury and an 1ntrnduc~

- “tion-to the book. It is directed to' the adult student and makes’

reference to. his/her 1ife and Tearning &

contains the:definitions
of Eommirication relevant to the course.

o 20 Unit Two -~ You and: Others

9 Thi$ unit. cnn:entr es” on lnterpersana'l thenry and actlv’i t‘les in.

meeting uthers and on memory . This unit deils wi th getting o
- know yaurself. better.

self- eva]uatmn, self- deve!npment and 'self-
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4. Unit Four -- People in Groups 3 :
This unit deals with group work and provides An introduction to
group dynamics. It outlines group roles and, styles of leadership

and suggests group activities.

s.

Unit Five -- You and Your Audjgn:e B

Introduction to public spﬁklng is the Wpic of thi It

“Unit S\x - tht $.a Speech  *:
This unit fs the second in- pub'lvc speakmg and dea1s it how t0%

\ research matenal, how to construct note cards, and how to\develop

\ : \
\material. Beginning and ending material for speeches fs stressed.
\ L . E
7. ‘Unit Seven -- How To Say It Nell
Unjt seven deals with delivery. Topics such as voice--tone and
pitch,. vocal expression, facial expression, and body language are

stressed.

\

®

. Unit Eight -~ Speeches of All Kinds
Unit eight deals-with the different types of speeches and methods
of ‘presentation. Informativé, persuasive, and entertaining
speeches are discussed. . The relative values of the impromptu,s
extemporaneous, read, and memorized presentations are discussed.

Unit Nine - Developing. Your Writing:
This unft’ is the . introduction to husi‘bess w\{ting and consists. of

dlscussian of the correctt usé of language--good punctuation, grammar,
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* and spelling. This chapter concerns itself with writing develop-

ment--especially in sentences and paragraphs .

10. Unit Ten -- Writing a Better %etter

This unit is devoted to 'the business letter.  Trends are presented

and discussed and styles of letters

11.- Unit Eleven -- Writing the Memo and

offered and critiqued.

This unit covers the basic elements

the Memo Report

of report writing with emphasis

on*the 'short memo- -style report. ‘Particular emphasis is 1aid on ‘the

conclusions,and rewmmendatmns of a report and the implications nf

these--raﬂler than on rigid styaisnc form. *

T2, Unit Twetve = - Goodbye aid Good Luck

4 This unit is a virap-up, offering helpful hints for good communica-

tions.

Organization of the Remainder of’the Project

Chapter IV is the book itself.

conclusions, and recommendations .

Chapter V contains the simmary,

-~
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INTRODUCTION

Dear Reader - %
Welcome to Conmunicagionst 4

This book; Communicatinig with Confidénce, was written in
response to what I saw as a need anong students ih an evening com-
minications course. My students, who worked in goverment, indistry,
business, and banking, came to college at night eager to learn. It's
difficult tawork all day and put on a fresh outlook and attend a
three-hour class.at night. One of the. problems was that textbooks
vere too expensive and too extensive For nost pesple's money budgets
and time budgets. Communicating with Gonfidence was written to
provide a short, simple, easy-to-read (I hcpe_), inexpensive text that
would give basic material witholt too much detail. Anyone who wishes
to read more extensivelf can consult the bibliographies at-the end of
each ‘section--especially helpful books are marked with an asterisk (*).

Meanwhile, Communicating with Confidence will provide a brief
overview of some theory and give sore practice exercises in comminica-
tion. There's an introduction to comunication and some work in each
of three commmication areas--interpersonal, spoken, and wri tten.

1 hope you'enjoy this text and that you learn from it.

Elizabeth L. Reynolds.




SEETION ONE

lNTERPERSON.AL COMMUNICATIONS
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UNIT ONE
WHAT IS COMMUNICATION?

S0 you are going to "communicate”! Yhat does "communicate”
mean and what are the implications of communicating?

First of all, communication is a process. It's a state of
constant change occurring between two people. It's a process which
relies on the intellect but it is not an intellectual precess. It
is rather a state of beihg so involving the emotional aspects of a

“person that it is impossible to have "unemotional® comiunication.
Communication is an exchange of information, ideas, and feelings
passed from one person to another. But it is also an instrunent of
change. Because we hear or read ‘the wards or notice the non-verbals,
We change .our own body of knowledge or our way of thinking or our
feelings. And so we change; and this change, in its highest order,
enables each of us to become the person he or she was meant to be.
“Let us examine some of the concepts involved. A process is
a continuous operation says The Heritage Dictionary. I've often
compared this process in communication to tvo people playing tennis.
One serves--or initiates the exchange; the other sends the ball back
in such a way that the server will have to change position on the
court or change the stroke used to retugn the ball again. So one
person-begins a conversation. and “serves® his knowledge and/ar

feelings; the second person enters the exchange and returns her ideas;
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these ideas cause the first speaker to change or reconsider before
returning his thoughts. The analogy can be taken even further., Fre-

_auently the conversational "ball" rolls out of bounds when we trespass
on the feelings of others; sometimes we arg able to set up a strong
conversational rally in which passing idezs and information seems easy;
often ve stumble and fumble the ball not quite knowing what to do next
with it because we are not sure of ourselves or how we will be viewed
by others. ‘

Hany writers set, our communication madels to describe the

process. A simple model would look 1ike this: o
i .

e

= Communicator
Two -

Communicator One (the.sender) would send the’ first message
~-A--vhich Cammunicator Two (the receiver) would receive. “Two. then
becomes the sender and returns the second message--B--to One who *
becones, thesrecevar, The process repeats itself through exchanges
Cand D, etc. In a conversation the sender would be the speaker and

’ the receiver the 1istener. In writing the sender would be the writer

and the receiver, the reader. : o
This model, like most models, is, however, inadequate to

describe all of the process that is going on while two people/ ;:omun(-

cate. The speaker, for, instance, while sending a spoken message might,
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.at the same time, be receiving a non-verbal message and be replying to
it non-verbally s vell. A speaker might be saying some very serious @
things but might at the sam time be detracting from these by smiling.
A.speaker might be noticing signs of boredom--loss of eye contaCt,
fidgeting, yawning--in the audience and be proues;ing this at the same
time as passing informational messages in the content of the talk. It ¢
would be well to remember that communication is anlextremely complex

process.

" Communication is an interaction betweex’two people.” Let us
" take For a momént an example which seems to dfsprove this statement. =
A speaker is giving a ;:alk td a hundred people Ubviuus‘1y,Ayou sa},
the interaction is between the- Speaker on the one Wand and his audi-
ence on.thp other; but Tet us look at this concept a little more S
closely. Each member of the audience brings to this talk a different
set of feelings, experiengesv.‘va'lues. attitudes, abilities, etc. Each
then Tistens keying'the speaker's words to his/her own background and
environment. Each will then respond out of his/her uniqueness.  The
speaker may well have a hundred different reactions to his/her words
even though these may not be verbalized. Communication is always an
interpersonal process befieen two people (N.B. Mass comunication,

o : e
e.g., TV, radio, etc., may be a partial excption to this

are not dealt with in this book.)

Communication is always basically ¢ process for relaying our
feelings to others. Long before the fledgling hunan being has learned
any information about the'environment to cummunica}:e, he/she indicates

very well the feelings, "I an cold, wet, tired, hungry, Tonely,
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™ " happy," etc. Although as adults ve try to have “factual” convérsations
“and to transmit ‘only information (rather than fee'lmgs) this is

- 4 a:tua]]yjmpossih]e The giv'eaway for feelings is in the non-verbal

2 messages. The speaker who fi dgers with his/her note'cards indicates
nervousness; the student whcse voice goes up a coup'le of decibels. when

mscussmg Ehe\"u" paper-shows “exci tement; the.vorker who droops_into

e tha ofﬁce _yawns, and shuffles ta a_desk ‘is nbvlons1y hred and dis-

fouraiged. despl te the proférred Gnad morning." . The.message that is o .

understond Fivet by the regeiver is a]ways the un)er\ymg feeling one;

el G A and, Af this is'a dn"ferent message frum the. one the atthal wurds con-.

breakduwn. .

. : "You can't not commumcate This is,onel of the first axions’

of cmnmunication .Fﬂr 1nstance, Took at the smry of the h’ctle bny in

six whu,‘dxsgrunﬂed at his grades turned his seat to the wall

any more"' Bub nf cuurse he comunn:aged H.e made somq pretty strong

H:h s:holﬂ hls vrsunal d1ff

dnd perhaps a hust of other th

R S veYs, confus!on and cenfhct can. nccur These cani Tead to commumcahun’

and said,"T'h just' not going’ to cmunum:ate with anyone s this schoo] -
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the receiver the right impression and clear understanding of the sub-
ject. Of course, communicators must know the subject matter and how . -
to organize it into a format that will be meaningful t.o th6~mteners

or readers.

Levels of Comunication : : . B

: Most of us recognize that "Good morning, lovely day," is quite

peopl: vie meet. Also ve, vary,nur Tevels with the’ same peo)ﬂ! depzndmg . o o

on the situation. - ¥ ‘ f !
cnmumcation- at its most basic Tevel- -ine "Godd morning,

Tovely day," type of shlement--ls merely a slight sncial contact

bebceen two people who wfsh to a:kno-ﬂedge each otherA Next we cm-_"

municate facts and information about the settings we live and uu}x 0.

At this Tevel of c(‘:mun"!cat’@ur emotions tend not to be involved; _

and, as long as'we have our facts strmht dad:ode tnformtion is O . .

correct, there wﬂ] probab]y not be- too llany barrlers to good com- g y ‘i

mumcahng Statements er 'Lunch r.ost 55 DD,“ "How many puuﬂdsm‘

bacon do we ne d?; “Pluse typé three R

s" fm inta this category :

B Howe\gr, the cumuunlcnthm descr:_ ed above may’ ‘be complicated

by fea]lngs and\ become  third 1evel comumcatwn 1n wh‘lch we state

: 'jfeeungs as vell 2 1nfurmatlon 'Such staténents wouTd i U1 feel Bt s

e O
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on time" or "I'm so angry when my boss doesn't make eye contact with

me. " B ' w

On’an even' deeper level *we communicate feelings and informa-
tion that are even more personal and closer to us. Statements such as
“I'm so lonely since my divorce" or "I iove you very much" or "I'm so
disappointed that 1 lost the promotion" might fit in this category.

Finally there is a type of communication between penp"le who know
each other very well. They might comuncate tn winks: “grunts, shrugs.
and monosy1ables but they comminicate very well and'messages' get ’

‘su;cessfuﬂy transferred. . LN

Oné’problem that arises is. the indppropriate use of these'!

Tevels. With those whom you know very well all Five Jevels are’3t

some tim‘e applicable and-are used. However, the man sitting across on

the bus to whom you normally say, “Good morning, lovely day," might

be quite disturbed to hear, you Taunch into a deseription of your
yester‘day s work pmblems. The girl in the next ofﬁ:e might respond

very well to those same problems since they're on the level you

usually talk on, but she might not want to i aboiat: your ‘more
intimate difficulties that you share with yz;ur closer friends.

4 Interestingly, the formality nf voice and word usage de:mases
as we become. more friendly and lnﬁmate with another. Formal cnmmum_ca-
tion is confined to the casual encounter with anather or mass..
communjcation--the prea;her at ‘the Sunday service, the ‘speaker‘ on the
political plgtfom,@r the news announcer on TV. e tend to be less
fornal in our comunication of facts, infomatian, and ideas) to’

those at work, for example. We are even more'informal with our friends
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‘and intimates--we don't speak as carefully and we use mare slang and T
N abbreviations. In writing we are less careful of punctuation, grammar,
and spelling.
Maslow's Hierarchy
Abraham Maslow, a modern psychiatrjst, formulated a hierarchy .
(or ranking) of human needs. “This ranking explains some reasons why
communication may be difficult (or impossible) between people at some
Tevels. X
| . " B
. 1. Physidlogical: ‘the need
z for food, water, and rest.
: . 2. safety and security: the
. need for shelter, cloth-
ing and 1ife-thredtening
forces (e.g., disease).
SELF-ESTEEM
3. Social: the need for
acceptance, appreciation,
SOCIAL and love from others-
4. Self-esteem: the need to
SAFETY AND SECURITY respect ourselves and to
have the respect of dthers.
PRYSIOLOGICAL 5. Self-actualization: the
need to fulfill our
N » highest potential and ‘
¥ ¥ become ourselves. *
Mas Tow says that on]y when people have satisfied thew needs at «
1eve1 one are they ready to ge on: to the needs at Tevel.two. Only
Y when thgse are satisfied, can they proceed to Teve] thgee and 30 on. ¥
' Vhen one person s busy neeting level one. needs; he or she may Y
4" not be very interested ih coimunicating with someone involved at level’ .
' three--this pérson is too .busy getting enough to eat to worry about 5
e B, . : Iy A ' b g
¢ e
. ’ . - i
- e e v i e
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whether he or she is appreciated. On_the other hand, the level four
z s *
person may not wish to discuss the problems in finding enough to eat

as this person is Tong past this stage.

.




UNIT TWO
- YOU AND OTHERS

You are a unique individual--different from everyone else in
_theworld. As no two people Took exactly alike (with the exception of
identical twins) or have exactly the same fingerprints, so no two of

us have the same emotional makenp.’ You may get violently angry whena

member of your family borrows _VO;JT pen and you nan}t find it to write
¢ : “wi th:vyaur sister, in the same circumstance, may simply express vague ' ™
& annoyance; your brather_,'a disciple of Mahatma Gandhi, may be pleased
because another has foﬁnd a us;e for an unimportant material possession.
You may express your Tove for another by demonstrative gestures
of affection 1ike hugging and kissing; sister bakes a cake and does
the other's laundry; brother sits down and discusses "his true feel-
ings" with the one he cares about. We all have different emotions, .
different reactions to them, and different styles of expressing them. ’ -
» He.experience others (and others experience us) in different

ways too. In the case of the borrowed pen, you may admire your

brother because of his ‘philosophic attitude; your sister may think it
an odd reaction and understand your reaction much better. "Some of

the topics that follow in €his chapter may help you understand your-

self and others better.




Values
vThe values you hold--the Tife styles you esteem most greatly--
matter in your cw:nuniut'lon, It seems in u'bserving 'canlnunicatim
situations that one of the places that people disagree most volubly is
when they hold ﬂifférent values.
Look at the four following vords carefully and then rank them
_in the 'nrdEr in which the concepts are -1mport‘ant to you. -

GOD LOVE MONEY WORK

2,
3 L
W, %tyucessas s

There are no "right" answers--there are only people who think '
and feel alike ai:uut some issues and different about others. For
instance, in the type of socjety we have'ln North America, many business

. People have a high value on wa‘rk--thqy become workaholics addicted to
the 16-hour work day. Imagine the problems in the family setting when
thefr teenaged (or older) children pick up accasional jobs, Tive on
unemployment, talk about (and pracnce') Tove, spend a lot of time
developing human relathmsh\ps The children have rejected ‘the parents'
va1ues on work and money and have substituted the-lr own qujte rﬁfferent
(but, for Shem at Teast, nonethetess valid) values. . The conflict that
can occur, here ean well be '!magmed.

More: sinple situations can also be unsettling. A young man
is :oncerned for proper- diet and pure foud. He marries a m)man who'

constantly eats "junk"--candy bars, sgda pop, ﬂnd potato chs. H(s
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values on pure food are very different from hers and they bicker con-
stantly about what they eat.
At work, there are dozens of ways that others cross our values

and we cross others. The secretary with a high value on perfection-- .

who values time more--getting the job done in the minimum number of

I
I .
turning out perfect copy every time--may not see eye-to-eye with one
minutes. Both may cross the values of another for whom money--the

reward at the end--is the most important factor; and so on,

N\ Everyone who icat d that's every t recognize
W C L the value of valuss.  But more then that, must recognizé. the value' of
i o “the person holding the valyes. .1t is only when we agree to differ, .
oy, when 8 :acknon Tedod dnother's right to his or her perhaps quite "
different values, that.we can apprecmte another's uniqueness ever as
j we are ourselves appreciated for ours. Turn to page 71 for a values |

clarification exercise that may help you.

Attitudes
i . Attitudes are the-public face that our values put on. The
Values we hiold will determine our attitudes to our environment and

‘towards other people and their values. 4 s

B ) \ : . »
Assumptions - .

One of the biggest causeés of communication breakdown is
“incorrect assumption. We'all must assume certain things in any com-

. munication situation or no-communication would be able to take place £

+ at all.. For ihstance, if speakers of E‘ng\ish did not more or less -

" agree’ on the meaningg, of Vords, chaos would result. It may be:all right ° i
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for a Wonderland chafacter to say "When I use a word, it means what-
ever 1 chobse it to mean"; but we do ndt commnicate in Wonderland,
only in real situations. So we must asume a body of meaning for the
‘words we use--we cannot choose our own definitions.

Nonetheless, all of us overassume or jump to conclusions at
times. We leave essential facts out of our consideration because we’
are not aware of them. We ‘get wrapped up in.our s;;ecia\ and unique
point of view and camnot see ansther’s. We become emotionally involved
and: poverful feelings are ::ummun(‘uated PHrSt ahd ‘ca stand 1n7thd way

of undérstanding reality and relating that reality to others.

Attraction
WRy are we attracted to particular people and repelled“by others?

Some researchers say that the widening and narrowing of the pupils of

the eye when a person meets someone he/she likes gives a message of .

attraction to the other. This cadses the nthe; person to be Tikewise
\att’racted. Other writers in the area indicate that we are attrac{ed
to people who look more or less like ourseives. Whatever, attraction
is a potent force in interpersonal relationships. i

If the person we are attracted to is important to us and the
relationship mat‘cel_-s a good deal, then cunmunications_prob]ems can
arfse. " Frequently, we'are unwilling to chance letting a significant other .
person know our true feelings for ‘fear.df rejection. Our strong posi-
tive emotions are ¢lose to the core of our beings and rejection of them
seems 1ike rejection of the unique pérson each of us is. There'is
always risk involveds the more jimportant we perceive the.other to be,. -

the greater we perceive the risk. Thereforé the greater our feelings




of fear and trepidation in comunicating.

There is always a h\oc.k to communication when we try to hide
our true feelings. Ve may appear to be superficial or inhibited or
hypocritical, The very fact that feelings are being hidden will change
our communication styles so that we appear to be different fron thé
person ue really are. ’ '

Techniques Tike assertiveness and relaxation can help overcome

the feelings of shyness and tension in this situation.

Appreciation
Can we appreciate people we ddn't Tlike very much? If we can
learn how to do"this, our comminication with thsse pedple will improve.
Some years ago I heard ah anecdote about 3 store clerk and her

supervisor. These two people did not like each other and their bicker-

ing was disruptive to customers and co-workers. Finally another clerk °

400k 2 hand in the conflict and spoke to each privately. She told
the clerk that'the supervisor regarded her ‘w;7rk highly and appreciated
her honesty and integrity--even if he didn't "like" her. She told
her supervisor that her colleague respected him for his:fairness and
his openness-even ié she didn't "Tike" him. Relationships immediately.
improved dramatically. Each felt appreciated by the other and that
thrned Gut to be very 1ittle different from being "liked" in the long
run.

Lacking for. positive ispsits of another person and trying to
respondsto those aspects will hedp comiinfcation. Appreciating the
other person's uniqueness--quite different perhaps from one's own--

will pave the way for better relationships.




Affection S

Affection is a positive feeling felt for another that is per-
haps not as strong or as close or 35 all-enconpassing as Tove. While
we Tove uv;'ly a few people in all our lives, we may feel affection for
mafy more. This usually occurs in short bursts for people we know
fairly well or come into contact with fairly often. For instance, as
1 was Tabouring painfully over this book I was telling-a colleague some
of my problems. We had taught together for many years; but our ‘va\ues.
attitudes, and interests were very different, although not.conflicting.
I felt a real surge of affection for her when she offered to prooffead
the first draft. It-was a very kind and considerate act in view of her

work Toad at that time.

Intimacy

Intimacy is when one person gets close to another so-that they
can share closest knowledge of each other. This knowledge may be

deeper. personal information than would be shared by two people not in

an intimate relationship as
"My brother is in jail,"
or the knowledge may be a fee]ing as .

"I feel very sad when you smoke a lot because this can shorten -
.your life," &

or the knowledge may be a non-verbal as intimate relationships often
rely heavily on unspoken communication. Intimate relationships between
matire petple Are usually Toving ones that Havelcardhg for the other
person as a primary concern in the relationship. Uhile they may be
between parent and child or within a wider family group, intimacy is

usually a relationship between tuo mature people.




Perhaps you'd like to see how intimate you can get with a
stranger--try the intimacy game at the end of this chapter with a

member of the class whom you don't know very well.:

Touch
Touch is the first communication. When we are babies, the touch

of parents and others tells us we are loved and cared for. Touch
remains a significant non-verbal communication form for adults, but it
is hedged by fears and taboos. ’ -
Thirk back over the pas 24 hours--who has touched you? Whom
have you touched? Was the touch positive (a kiss, a caress,.a pat on
the shoulder) or negative (a slap, a punch, a jab on the arm)? Were .’
id someone brush by you in the efevatSr, for

you touched accidentally--d
instance?

How did the positive touching feel? To most of us it means
welcome and acceptance by another. It provides non-verbal messages of
warmth, caring, affection, love, etc. Also positiye fouching enhances
verbal messages relaying the latter messages. o

Negative touching violates the individual's body and space
usually causing suppressed or expressed feelings of.rage, anger, hurt,
or fear.

fccidental touéhing is usually accompanied by a request for '
pardon by the toucher, such as “excuse me," “pardon me," or "I'm
sorry." Both.parties recognize that this touching is a violation of
an individual's space and failure éu excuse oneself m}ght Tead to feel-
ings of annoyance on the part ‘of the one fouched and possible expres-
sion of these. For instance, "bM" “watch yourself," or (to

others): "some people never watch where they're going."
. - ' -

”




Memory

This is a topit not usually found in communications texts as
a part of or an aid to communicating. Nonetheless, memory has a sig-
nificant role to play.

/
When we remember the names of others with ihom we come in con-
tact we have made significant strides in setting yp good communication

; . patterns, for most people are complimented when

eir names are remem-
- “bered.

Have you ever said (who hasn't!) "I neve fordet a face, but I
-name!" There are ways.to train ynu\‘ memory to remem-
LverI the name to go with the face

:an' t remember.

5 P Dne of ‘the best ways is finding a muemonic (fr the Greek word

for memory) aid that m'H be meaningful to ycu and then \assnciaﬂng it
7 With the person's face-and repeating-untii you art

sure.

o For instance, you-might work in a%ank anﬁi wish to remember your

§ |
customers' names better. Think of a rhyme or association to go with

the name, then set the name in your mind by calling the customer by

name. Some examples of mnemonic aids to remembering names are:

rhyme: Kent Power

Sounds like went Sour.
~‘association: Noel Green

Seems 1ike a Christmas Tree.
@ engthening:  Eileen Snow - . !
° 1 lean on ‘my snow shovel., |
Joining with =’ - | . 3
others: Eric Snow, ‘Al Frost, and nav{ Skidmore work together .
) reversal: Richard King

becomes King Richard. |
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Names generally originated because they had meaning in them-
selves (as a ‘smith was a man who worked with metals and the name became
Smith); or because they were associated with places, events, or other
people (as one who Tived by a lake might get the. narie Lake while Jonn's
son became Johnson). Many names StiT1 retain thése sorts of associa-
tions and with a little ingenuity, may be given far wider ones. Cer-

tainly, it will be helpful toremember in this way. BUT it takes prac-

tice. c

Rémember: 1. Associate the name as’soon as you hear it.
2. Look carefully at the face. ° o
3.:- Repeat the >name.~ . B

self-Concept
SeTrconEanE 1S ow Wa percatvaairEe1vas through the eyes of
others. Huch of our sense of self-vorth codes from aur viy -
selves as expressed by others--especially significant others in our
Tives. (Significant others are those clasest 'to us whose opirions
matter.) . ‘ ' X
Some years ago a TV.producer. was ;:rodh_cing the six o' clack news

program which ificluded news and features for a province-wide airing

. five nights a week. He was a perfectionist whose researchers, writers,

and. anchor peaple wers

hard put to do afything “Fight.._Gradually they

begin to see themselves through the producer's eyes as ]ess than a;ie-
quate at their jobs. The quality of thei work want dgun, rather: than
up; and the whole show suffered. “This led, of course, to thé pro-

ducer's finding more and more things "wrong,“ and fhe shuw s quaﬁty

dropped again. i 5




These ﬁeop]e were experienced and knowledgeable at the

. beginning; they worked well together as a team. But because the "boss"
1 i . .yiewed them as inadequate, they accepted his view and became 'so. Their

K ‘se'lf-concept‘s were damaged by the process:—Simitar—things happen to us

. when uur Families or close friends te\l us constantly we are Tike this

o i T 7L ur like that.  We adopt. thelr v1ews and seg uurse'lves 'the same viay.

! G iR Enad 1 ve luek pe' t\ve1y at the pesple around ‘us “and remforce the

"gcud" cuahtles e’ see, e Vit he!p them have/a pusitwe self-concepts. - :

i er he]p lead o successfu] hFe experlences It fonows tha; we

must: look for ‘othérs “who can bnlster nur own sensé of, self-i wnrt .

e g [ b P|Erre Turgeon. the past—presvdent of ‘the. Canadnn Euidance and

s P o ‘Ccunseﬂmg Assuc\atwn was um:e asked by a reacher 1n a seminar for

some-good advice in dea'llng with her students. He said, "Catch them

domg smethmg r‘ight " The mare we atch nenp’la doing somethvng right

and teH them so; the more we cv-eate for them @ posltwe concept. We -

a]so create a chate for successfu1 cnmnunlcat!un

Hell'we al1 have'a facé '
T That we hide auay forever.

Some are satlm some are steel
“Some. are si1k and sore are_leather’
[ They're the faces of the stranger
< “But-we love to. try them :on.
- (doe1;1977) -

" F\gura ve1y speakmg e a1'| wear masks, put on facaaes, i

S. nne‘ of

nEatH‘IS afra\d nf be1ng rep]aced hy a younger perscm Another may .

< 3‘ wear the nask of a dependent cm'ld spouse; or parent uecause o the ;
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‘rewards this may bring. Still another m‘ayv put on a facade of jovial
good humour to cover deeply felt pessimism and cynicism about others.
Whatever the case, wearing a mask hides our true selves.

If we hide from others, two things happen. First, we prevent
other people from knowing us.and from Toving the ‘gnodv things about us.
We deny then the experfence of another person.  Second we have aluays
o keep up the front no matter how:diffi cu]‘; it becomes. This strains
communication and prévents sFéction a,nd‘y:nti_macyA It is a'very :

- fru;tratingr experience tb,try. to cmnniun-icaée with-a person wm: offers

‘nnly; a public face‘»—wma‘n-dflthemnﬂd, impcrtantﬂ‘ex-w_ﬁnheroi’

) de;erteg-nlife-and-muther, prp;'ess;nphﬂusopher, etc. In fact, long
term comnnicacmr; may be impossible if the mask-wearer does not drop
the facade for Gthers to- see inside. e

There is a real danger to constantly wearing a mask and filling
into a stereotyped role; that is, that the person becuﬂmes the/ role and
there is 1ittle else to the personality. © - .. . -/" :




UNIT. THREE
YOU--AN ASSERTIVE INDWIDG‘\L

We hedr 2 Tot these days about assertiveness. We see a lot of
self:hélp books: an the bookstore shelves on_this topic. We notice
asseri}veness groups advertised in the néwspaper: What is assertiveness,

i a»v\yway’i ) :

We“, Assertiveness is exercising your right to be you--your
right to he your awn person with beliefs, values, assumptuons needs,
wants, ta)ents, emotions, and ideas. {\ssern veness.]\s acknw]edgvng
to yourself and stating to others that your features are just as good bt
as anyone else's. Assertiveness is notstanding passively by or moving
aside when so;neune triks to trample you. Neither is assertiveness
tranpling on another's Hights, denying that person the freedom to' be.
Nor is assertiveness p'laying-.games anid making insinuations and innuendoes
in order. ?o be recngm‘lzeg as a person. )

Let's take a situation for example.  Bob'and Joann are a mar-
ried couple. t =
Joanp: Let's 90t 3, 1‘n‘ovie tonight.

Bob: .(passwe--nnt really wanting to gc out): A1l right, if you like,.

- or Bob: . . (indirect-=not really wanting tu 9 out) What's on, anywa‘y?

or Bobi (aggressivé--not really wantmg to go out): I'said I was
tired; are you too.dumb-or too deaf to hear me? '
or-Bob: | (assertive):: Gee, Jo,I'¢ 1ike to go, but I'm really fee!lné’

to6, tired: tofight. Could we go Friday instead?




Many s]'tudh‘}ms occur at work.
Mr. Boss: Why isn't this work done yet?
Ms. Secretary: (passive): I'11 see to it right away.
or Ms. Secretary:  (indirect): Did you want it tuday?
or Ms. Secretary: (asgressive): 1'11 do it when I'm good and feady- e

3 < I've got tno much. to do now. " CJ

or Ms. Secretary: (assert1ve). & l'l be happy to do it just as soon as
Sl

1 es f1nlshed the XYZ Report: s vﬂnch ‘you said was a
2 s pr(crity |tem. o 4 y
Get the. idea? MY ‘ ¢ %y

¢ i’erhaps, then, you'd like to stop right here and either

Write down three sitUations (one at hore, one at work, and
one other) where you would have liked to be assertive but

weren't; Mynu have said to be more assertive?

or

5 . A e
-discuss with another person three situations (as above); ask

~

" for his/her help in what you could have said to be more

assertive.

~ " Okay nnwvlet's take a survey‘of you to find out what Phelps and

Austin (1975) call your AQ (for assertiveness quotient). s >

= o P Use the sca1e be]ow to 1nd1cate how confortab)e you are with

each item: g . : ] . B RN

S

Undapted from Phelps’and Austin (1975).

s gy
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>

. |
- 1 feel very unconfortable with this.

- 1 feel moderately comfortable with this.

- I feel very comfortable with this.

Assertive Behaviors

- Speaking up-‘and asking questions at a meeting .

- Commencmg about being Mterrupted by a member

vof the oppns1 te sex at the moment you' re

: ‘interrupted

Stat\ng your views tu an opposite sex authungy'

" figure (bnss, Fathe ', mother ; etci).

'

Stating your view; to a same seéx authority

figure.

Attenpting to offer-solutions and elaborate on &
them when there ar; members of “the opposite

sex present.

Personal Situations

- Entering and exiting a roo where: there are
members of ‘the Opposite sex present.

Speaking-in front of ‘a group. * ¥

Maintaining eye contact.and.body alertness.

Going out wWith a'group of friends when you' are’

the:anly one without a date. . g

Being e’speciaﬂy competerit, using:your

authority an(d/l;i‘ power-without Tabeling yourself -

“as "bitchy, impolite, bossy,aggressive, ;’astr‘ating, .

or parental." Wt 4




- Requesting expected service when you haven't

received it (e.g., in a store or restaurant).

C. Apology
- Being expected to apologize for something and

not apo]ugizing since you feel you'are right,
- Requesting the return of borrowed 1Teis~
without being apnlngehc. !
\

o

+ .'Com'hygnts, Grit'cism, and Rejection

- Recéiving:a-compliment by $aying something
assertive to acknowlledge yo’u agree with the

person complimenting you.

Ac:?pting a rejection, i
- Not getting the approval of the most significant
person of the opposite sgx in your life. " v
- Not getting .the approval of any bevrson |;f the

opposite sex.’ :
- Discussing another person's éri;:i:isgn of yau‘

openly with that vpe'rsnn.

Télling spmeone that she/he is doing something

-that s bothering you.

E. Saying "Nt
- Refusing to get coffee or take notes at a meeting
where you aré chasén to do so because ;)};u‘ye female.
E Nut opening:a door ‘for a woman or nut gettmg up
tu glve up, your seat on a crwded bus--expected "

of you because you're male.




- Refusing to do a-favour when you really don't feel

Tike it.

- Turning down a request for a meeting or a date.

F. anipulation and Counter ‘Mam’pu'latinn ‘
oo Telling a’person when you'think he or 3he is ¥ . 3
manipulating you. ‘
-~ Commenting to a male who has made a patronizing ! - )

“remark to you (e.g., "You ha’»ve_ a goéd Job fn‘r‘

a woman"; "you!re not flighty, emotional, ™ i, e /

“'stupid, or hysterical Tike' most vomen"):
: ~. Commenting to-a female who has'made a patronizing
T J ' _remark to you (e.g., "You meén are all-alike";
)

"men are' a1l male chauvinist pigs").

I\ " G sensuality

- Telling a prospective lover about your physical

attraction to-him/her before any such statements
=y ‘are made ‘to you. i X S

o - Initiating sex with your partner:

- Shwmg physical. sn.]u_v nt of .an art show or
com:ert in sp1te “of others reactyuns,

- Asklng to be caressed and. telling. your 1nver

what feels guud to'you. ey

H. - Anger
- ;xpressmg anger dnrecﬂy ‘and honest’ly wher\ you

feel an r)
5 gry. ; \e
Argumg/mth al\other persnn
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Humour

- Telling. a joke.

- Listening to @ friend tell a story about
smmlngéman—assing, but funny, that.you
haye done. \

- Responding with ;\mur to someone's put-down of you.

J. Family

K.

- Disciplining your own children.

"~ Discip}ining others! ehildren.

- Explaining the facts uf tife or your d\vqroe to
your children. . 3

- Resisting unreasonable demands made on you'by N

your parents. = 2

On_the Job

- Talking sbout your feelings of competition with a
person of t.hg same sex with whom you fee].
competitive.

- Talking about your feeTings of competitieh with .
“ar person of the opposite sex vath vhom you feel
:unpeﬁtive b « :

- Tamng ‘about ynur feehngs wvth a person of the—~

rsame §ex hy \«hum ynu feel threatened.

= Ta\klng about yuur feehngs with a person of the
oppas‘te sex by whom you feel threatened

T Ta]king to ynur boss abuut .interpersonal’ R

rnblem situat\ans at work (e.g., lack of




effective communications between you.

- Talking to your peers at work about inter-
parsonal problem sitwations at work.

* Talking to those you supervise about-interpersonal

problem situations at work.

If you have scored mostly 3s, then you are already assertive,\
If, however, you have mos'fly 1s and 2s, you have some techniques to
learn.. Do you have unev or two-areas of the test where there are ;nar\y
167 Then that's ani area where You need to’concentrate on learning to
be assertive. . * ", .
Hlow, Tet's try some speci ic situations and see. how you wauld

respond.? .

You are in a' conmunications class which has a public speaking
segment. . You are scared of getting up and "making a fool of myseif"
in front of your classmates.

Do you
(a) refuse to stand up and speak and so lose your credit;

/(b). ask the professor {s there's any way out of it (e.g., more written
work) 3

(c) tell ‘the professor and your. c]assma‘tes it's a-rotten course-and
you'd Tike to be out ofit.

{d} stand up at the appointed time and say, "Hell, I've got butterflies
< % L :

but T guess ve're all in'the same boat.

ZThese four situations are’real ones that have happened to
students in night classes and.been reported.to the author.
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You chose (d)? Good. That's the assertive answer; (a) is the

= passive response; (b) the indirect; and (c) the aggressive.
té

Situation Two
You are a supervisor in a large downtown branch of a bank. You
have been advised by head office that your job is to be phased out.
You have .heen offered another at no Toss of pay, but it is a clerical
position with considerable loss of prestige. ;
“ooyew -
(a) futter to _yau'r friends about your iH—treatmenLy;
(b) Lomp)a\'n‘bitteﬂy to the manager and threaten to resign;’ N
_(c) write a Yétter to the personnel director at head office stating °
your feelings and askjng that the new job be re-classified and
renaied ‘because gf the high rate of pay and your 24 years of
service; .
(d) do nothiyig--after all, you get the same money.
Did You choose (c)? That's the assertive answer; (a) is

indirect; (b) is aggressive; and (d) is passive.

Si‘tustion Three' (for women] _' .

Yo havé applied for a new position in a different organiza-
tion. Your application letter has won you-an interview, and you are
N - . mow being asked questions sbout your ability and skills. One of the

three interviewers asks, "Are you on the pil12" i
Do you'say £ C ! '

+* (a) "I applied because I havé the skills, education, and experience

to do the job conpetently."

e () "o" (or *Yest].

A 8 e ey S




(c) "Why is that important?"

59

(d) "None of your g.d. business."

Is (a) the assertive answer? Generally it is. (There are some
people who aren't insulted by the question and feel that (b) is okay).
But “(b) is generally a passive reply: (c) is indirect; and (d) is

‘aggressive.

Situation Four (for men)

You have applied for a new_pasi.tinn in a different organization.

Your application Tetter has won you an interview, and you are now being

asked questiqns about your ability and skills. One of the three inter-

. viewers says, "Ms. Smith here will be your immediate supervisor as she

is the d!'r‘ecvto.r of that division. How do 'you feel ‘abmn: having a woman

for a boss?" »

Do you say’
"1'd hate it."

“That's okay." (When it may not be).

(c) "I've never had a woman for a boss before, so 1 don't really know.

But I have gotten along very well with all the g!up'l‘e who have

superviséd me, so I expect to get along well wi’th Ms. Smith, too."
(d) “I don't know. How does she feel about me?" " ‘
The assertive reply is (c) of course. The aggressive one ¥

(a);- the passive one (b); and the indirect (d).

Four Behaviours & ~

Notice in the above situations there were four typés of replies:

assertive, aggressive, passive, and indirect. .

e AR
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The assertive reply is the open and hanest one where the person
acknowledges that he or she has rights as a human being and insists on
those rights in any communications situation. Being assertive means
being positive and re;listic about yourself and the situation. It means

being able to accept yourself as a person with both strenqths and weak-

. nesses. It means being able to express ‘these to others, if necessary.

It means taking responsibility for your actian\s' and feelings, too, and
acknowledging to yourself and others your right to feel and to take
action. .

) Aggressive replies, however, trample on someone else--that
peFson's feelings, thoughts, ideas, values, assumptions, needs, wants,
talents, or beliefs--and violate, therefore, that person's rig);ts.

Passive replies mdke you into a dootmat for others to walk on.
If you are consistently passive and do not recognize (much less stick
up for) your rights as a human‘being, then othérs will take you at your
own value of yourself and use you accdrdingly.

Indjrect replie.s make for frustraciné interactions, both for
you and.others with whom you come in contact. This means you avoid-
dealing directly with others, preferring to hide your own feelings and
play games Lo get you own way. Indirectness is a very negative way
of dealing with the world. Because, even if you win® a particular

“game," you do not Fave Fhe feeling of self-respect that might be
present if you had managed the situation asserh vely.

Assertiveness helps us to express our feelings openly. ‘hen

we are angry with the boss, We are able to say, "I feel really angry

when Jane getsthe credit for work that I've done.” When we are




insecure about expressin; posi tive emotlnr‘xs in a personal relationship,
we are able to say, "I really 1ike (or love) you very much." When we
have family roblems, we are able to say calmly, *I get very upset
when you come home late, I'veAbeen very worried al;out you."” ¥

Others appreciate open, direct expression of feeling. Most
people are defensive or angry when they receive aggressive resp’n,nse's.
Most people are fristrated at meeting indirect and manipulative behav-
iour. Most people when they find someone hElng passwe wH'I cnntmue
on thenr merry way Wi thout every questioning the:r own methads. - Qur
ass,ert(vehehaviour tiel ps others then to know .themselye_s better. It

certainly helps us to.know and Tike ourselves better.
L ° . ’ IS

O




& UNIT FOUR

/
4. PEOPLE IN GROUPS
Most of us 1ive and work and play in groups. Generally we

Tive wi t{i'graups of people in families. We work in various types of

i organizations structured into departments or divisions or units of some
. o
kind wjth different groups from those we see at_home. W2 belong to a

+ bouling league with anoter group and sipg with $t{)1 enother in a choir. .

Kl . We each play;,: 2 different ro'le |n eath of these groups and wé have ' the
5 ! 'opportumty to mnract with others p]aymg similar or quite dufferent 4
ro]es - 3
3 & % &

When we work together we have a task (or a group‘ of . tasks) to
cmp]eie to do the'bysiness of the organization. Each of us vhas to . .
“manage ‘his/her oun segnerit of that task. Nonatter how expert, effi-
cient, or hardworking ve may be, some persomality factors come into. e
phay when we work in groups. There are 1ndividua4 or ego needs to be

satisfied as well as position or status needs. Feelings agai"n smaoth -

“or interrupt the successful warking of the group. Let us. iank at su{ne

of the rales of mdwmuals in groups and. some exampWes of th

Group ru]es fall into three- categdﬂes " .

1. Groug task: rn'les - these are roles re'lated to gettmg the job done .
. /

W01 three group stioriee: desthine dsve1dhed MR EIL -(
Benne ‘and PauT Sheats in connection with the First National Training
Laburatory in Group Develnpment. 1947, The definitions are mine. (ER) )
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2." Group buildings and maintenance roles -- these are roles related

to words helping the group function well as a

group.

¥ 3. Individual roles — these are roles related to the individual's

expression of: needs within the group.
-7 GROUV TASK ROLES . .

(n) The initiator - one who sugge;ts new nays of doing thlngs or new

squHoM to problems, who says, "Let s try to

prngram th's for ‘the cnmputer, we huven & tried

‘tHat befor:

Jl i

i Lo : (b) The. se\eker - one yhn asks for further facts, *1nforlation. or
B2 A ST i S ] 2 :

f

i

b

¥

pinions, in order to clarify: all‘l therefore do the
*

- job_better; who sqys. 'Perﬁaps if we had a cony of
the XVZ -Report we'd know more ‘about. the nmb’len

~
] [(c)_The giver " one who, offers ‘(or finds out) further far.ts. inform

tion,.or opinions, wha says, "The Xz RApnrt glves

*Lthres conclusions.  They are: eney, tue o
f and three %

. (d) iThe clariﬂer- one who Ehriﬁes by offering examples;: persou!

experienu. and exphnﬂtions and ﬁm puns togemer

ideas, sugg:sﬁons, and effm‘s of uthers by defming
and’. sum(arlzing. uhn snys .' "Hhen I wdrked at Regl'l

PRt (g) The evaluatnr =" one who, evaluates the group performau,{ tcurd(ng

“to 2 sef standard; who'says, ““If we Continie. to non’k

at our present rate; it will take six months to - -
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complete 2 job that we've been allotted two months
for." : ®
(f) The energizer - One who eggs on the group to greater activity and -
better quality; who says, "Let's go over it again to £
make sure it's perfect.""
: (g? The- recorder - on; who keeps the record (eit_:her written or_unwritten) .
of all proceedings; who say;. “I've got a, verbatim by
recurd of Thursday,s meeting because I- taned g
(h) The superv!snr af decaﬂs - ‘one who looks after equiemgnt necessary
Vihos o tu g:tting the job dnne, whn says, "I've ga: pencils
& 25 ) and’ paper‘for everyane here." S g o
T (i) The worker  --one wpu goes ahead to'get the job done no matter
AR A : s v\hat; who probably dossn't waste tine talking. Ty

GROUP BUILDING AND MAINTENANCE ROLES
- / (2) The gatekeeper - one who makes sure that everyone has a chance to
n P4 L * " contribute; who says, I think Ed Tooks like hé has .

. : g . something to sayA

(b) The peacemaker - one" who keeps hamon,y among members -and rehevey 2 o

tension; who says. “Hey,.-. h!y, let's simmer dwn and >

L ;o7 hear! from others, ¥ or Who tells a tension -breaking
A L T kel / il FE e

encaurager -, one’ who ac:e;‘lts and appreciates others and nffers

praise for, othirs a::umpl(shmencs, who says "That‘

fantasnc. Effie, wish [ could'do zm job as well. .

Ny as you'Ve done e
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(d) The.compromiser - one wha uffers to meet others halfway and suggest
compronises; who says, “Well, 1 Tike to see four
Hours as a minfmim, but the rést of you want tuo.
let's split the difference at three.” b
(e) The observer - one who watches and remembers what goes on and offers oLy
group history when needed; who says, “Yesterday, Joe;

you wanted six hours as a'minimum time; today you'want

1 4 two. " . < w B
i vl f\)Qwe keeper ‘0f the’ public morals « onie who applies grounor. outside,

Standards’to aroup procedures; who, says, "B‘u: we've

always. done it this way: -and ‘this way works "

(g) The anower - one "who goes along " passwe!y With'other's providmg/ 5 4 4

an audience, who says, "Veah that" s f\ne with.me,

I Tike that idea."

INDIVIDUAL ROLES \

(a) The scrapper - or;e who- behaves aa\;resswely and negatwely towards
i others and the droup; who saysy 'I don't think Effie
: did* it'right--l'a )_xave. done it better this way."

(b) . Tha: payboyApTaygivt = ore who spends more tine socializing ‘than

work'ng and whu indicates p]aymg is more lmportant

2 : " ®odhan ar\ythmg. o says, “Whaddya - doin’ tunight’

Let's gn for a few beers;. ‘maybewe: can knuck off'

early."

(c) The status seeker ol OVlE whu caﬂs attentwn to h'lm/herse'lf to” the

detmment of the? group ‘task; ‘who says, "l think-1'd

“Jike.to be Tleatér this tik, I'd probably be nemr'

than. anyone else
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(d) The Know-I1t-A11 - one who has all the pat answers to everything
§ and offers them at every opportunity; who says, "Oh,
1 know a1l about that--1 read an article on it the
other day. Now the method they used was . . . ."
{e) The mouth - - one who talks incessantly--usually abmt‘ﬁfrrelevant

topics; who says, "The late show last night was ter-

rific. It started off with this girl who .

~ and -
Jand . . .'sot . . etc., etc., etc.” '

(}) The conformist - one who goes along with the_éroup without offering
d m"\‘y ‘canstrugtive‘!dea‘s; who sqy‘s,."wna;ever you guys

want to, do is 0.k..by me."

(g) The nnn-conform'st - one who wants to depart from estabhshed grnup

methndo\ogy or ideas; who says, "I heard of a greac
way to build a.better mousetrap. Now you fake a
) . six-foot length of three-inch pipe and . . . ."
(h) The blocker - one who tends to be negatively andpié-headedly.
“against whatéver is going on; who _s;ys."l don't,
Tike it; 1 dont want to do it that way and I'm rot
. going to." - A y :
(i) The selfish - one who. uses the‘grwp to expr!ss personal, unrelated
’ ’ : . ideas or &tg or to lwk for ‘the group s syrmathy
" for persnna] prahle(ns or to .,expmmd stereotyped

interests; o .says, "I Tave such problens wnh;m ;)

chﬂdran [ didn't sleep all night gy:d 1 can't face
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ideas; who says, "If Joe and Effie work together on
this, 1 can look after the implementation,” which
reans, "I'11 be seen by the boss and get the credit
while Joe and Effie do the work." ]
(K) The dominator - one who always tries to assume authority and “take
! : over"; who says, "Since Ed really knows so much
about that area, he can-do thati Effie will help hin
uhife Joe gives me a hand in cobrdinating. That's

o.k. with everyone? Encd,f;

operate: y

1. The authoritarizn leader. Tnis is a leader who tells people what
to do; hon,'w)nen. and where to do it; who is-involved; the values,
sssumptions.and conditionss and sonetines why the task is necessary.
This type of 1eader takes full respensiml)q for the Joh--even
though some or. 211 ‘of. the t;sks may be delegated. Authoritarjan
leader_s/m_'e sowemng? foma]l_y appointed: or elvected (e_.g., segl‘e

-teachers,

scussion grou'pﬂe"aders.»-amgers. club presidents)
“but' they sometires emerge in résponse to a group:rised for structire -
and directior

someone will simply take over and tell.the group

; what'to.do, _this action Nil1 be ith thel group's :'o‘nsent' e o

~The;, democrahc 1eeder.‘ This is'a leader who reque;t cn‘ tant 7

group in the decisiun-makmg brocess; ‘the denocratic Jeader dele-

2 gates au:hm—\ty and respm\nbi“ty as uzﬂ as. tnsks. uns Teader

There ara ‘taree general styles of leadership under which groups -

art'cipanan by. other group menhers‘ t)ns leader Iuvo]ves u.e tota’l :

Lo
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asks group members what they think they should be doing, rather
than telling then what to do and then allows Tots of leeway for
getting te job done. Democratic leaders may also be formally
appointed or elected or they may emerge on a more informal manner
as the group progresses with the task. The trend in many areas of
business management is toward this style of leaderships

3. The Taissez-faire Teader. This is a leader who offers no direction
and provides no “leadership." The person is frequently absent and
the group tasks get doe fn.spite of having a "leader." This: style
of Teader {s always appointéd or elected. T ’

Frequenﬂy. one person will be appmnted or elected as.a leader

but another will energe as a Teader and wili take 'ver some or all of
the Teadership functions in-a group. This may involve conflict between
the two individua'l‘s if the formal leader'feels that his/her position,
status, or ego is being threatened. Groups tend to Tisten to and
révolve around a strong person who, intentionally, or not, assunds the
leadership position. A formal Teader who knows how to operate will use
this person to acconplish the group“task by enlisting his/her. coopera-
tion. Other groiip menbers: may. assume some, 1eadersh\p roles. frum tlme
to time, or he delegated ‘them. Bruups which work well together to'get
el Yob: doiie Pectivaly and eBFABIeALLY’ a0 ab16 15 Fake use of what-
Siae, aadgrihi v, provided iy Whosver T providing it. g
YOU TN THE GROUP : A gt i

Yo should ook’ arad you at the aroups - you Tive and work i,
. What roles do you p)ayv What styles of leadership (if any) do you*

* offer ‘to.others ‘in yq\)r aroups’ .
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Assignments - Part One
Look at Maslow's Hierarchy (p. 38). Decide what level.you have
reached at present. What particular needs do you need to meet

right now in order to progress to the next level?
What did you learn about yourself?

Turn to the blank shield (p. 76). " Draw up a coat of ams for you
25 a person. Divide the shield into four sections and in each
sectidn. draw”some’ item (or, itens): tnat best. express one Of the foir
most. important aspects of your 1ife. " (For-instancé, -at ‘the moment, -
viriting this book is ‘one of thé most inportant things in my 1ife:
One-quatter’ of my shield would almost certainly have an openbook
and a pen in it. Another quarter would probably have three stick-
men drawn in it to represent my three sons. The third section would
have a whole group of stick people each with an. Tdentifying object--
one with a flower, one with.a caméra one with a guitar, etc.--
these would represent iy friends. The last section would have a

car and a plane, standing for travel, books, crosswoyd puzzles; and

assorted other items.) Now share your shield with ge-or two (or

nything abotE. yourse1f?  About:

more) other people:’ Did you learn

others?? iy,

Draw a.map of your;elf and others. ‘iou are hke a -country’ in’the ;

m|ddTe Df Dther‘countries. These other cmmtr]es !‘epresent the.

#adapted From Ad'ler and Towne, 1978:™> ~ 5- . el
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people closest to you.® A map might look like this:

Did you learn anything about yourself?

"'4. Draw arother map of yourself. Put the things about you that others

. see ‘on the outstde, the more hidden things at the centre. A mep - +
0 ;o

- might look Tike this: - i :

Did you learn anything zBout-yourself? Keep adding to your

map .as' you read. this .book.

L4t o Sadapted from, a mapping dond -in. Education. 32105 Memorial
i University of {lewfoundhnﬂ. Winter Semester, 1974.- - -
. AT
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)
, 7. Twenty- ~five year old retired prost\tute.

7
Play 8omb Shelter. Form a group (4-6 people). Decide as a group

who should use the shelter. Give yourselves a specific time limit

(e.g., 15 minutes).

THE BOMB SHELTER

A series of high-yield atom bombs has just been dropped
on our country. Of tha total population, only ten people
have been spared. A single bomb shelter is available.
Unfortunately, there is room in the shelter for only six
people.” Your task is to select the Six people who are to
90 into the shelter and survive.

Select Si% ndividudls from bhe list below.

1. ‘Sixteen year old 9irTof questionable 1G--high school . .
dropout,“pregnant ®

2. \Twenty-eight.year old former policeman, réputed to be «
brutal: * . P

|
- P
3., Sixty-nine year old priest, very wise, learned.
4. -Thirty-nine year old physician female racist.
5 A
5. Thirty-seven year D'Id male violinist, homosexual. fq

6. .Twenty year old male, black militant--no work record

8. 1wenty -six year old.male, law student wife of twenty- ¥
e.years. - She has lncurabTe hered1tary b!oud disease. ¥
Thﬁon t goas singles;. must take' b . ol

Tuenty-eight year old architect——history of drug pushmg
(Ebucation 3250)

o
Dld yau- Iearn anyﬂn ng about your values? Abuut the Va]ues of
others in the-group?” Did you learn anything about how groups

work?:
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6. Form a group (6-8 people). Appoint one person as an observer. Get
700 3" x 5" index cards and a roll of Scotch tape. Give yourselves
sbout an hour. Design and build a structure from the cards and
1 tape (e.g., City Hall, Parliament Buildings, the Mayflower, CN

Tower, etc.). Try to compete with other groups doing the same task.
Your observer watches the group process and records it; this pracess .

is reported to the group after the project is completed.®

‘What did you learn about how groups Work? What was the key factor

in completing the task?

Play the Intingcy Game with another person.
INTIMACY GAME GUIDELINES

Directions: Ouring the'time a'['lutted for this experience you
arf to ask questions' from this 1ist. The questions vary in
terms of their intimacy, and you may want to begin with some
- relatively Jess intimate ones.' You may take turns initiating.
the questions. Follow the’ rules below.

1. Your communication with your partner will be held in
confidence. .

2. Any question that you ask your partner you must be
willing to answer yourself.

3. You hay décline to answer. any question initiated by
your. partner. S

&k How important is‘religion in your-1ife?
What is the source of your financial -income? g b
What is your favorite hobby or lejsure interest? il
What do you feel most ashamed of. in your past?
b What:is your grade-point avérage at present? . %8
J ‘ Have you ever cheated .on exams?
J Have you delmératew 1iéd about a serioys matter to either parent?

- apted from a.similar game s Prmclp!es of -Commy-
nicanon, Mémarm Unwersny of Newfoundland, 1971.




What is the most serious lie you have told? ¢

How do you feel about‘couples living fogether without being
married? i

Have you ever experienced premarita] or extramarital sex?

Do you practice masturbation?

Have you been arrested or fined for violating any law?

Have you any health problems? What are they?

Have you ever had a mystical experience?

What do you regard. as your chief fault in personality?

What turns you on the most?

How do you feel about interracial dating or marriages?

Do ou consider yourself a liberal or .conservative with regard .
to political parties? . .

What turns you off the fastest?

What features of your appearance do you consider most attractive
to members of the opposite sex?

- What do you regard as your least attractive’ features?

How important s money to you?
Are you or your parents divor_cedz Have you'ever considered

ivorce:

To what, clubs”do-you belong?

What person would you most like to take a trIp with right now?

Do you drink alcoholic bévérages?

How do you feel about swearing7

Have you ever been drui

Do you sioke marijuana or usé drugs?

Do you enjoy manipulating or directing people?

Are females equal, inferior, or superior to males?

How often have you needed to see a doctor in the past year?

Have you ever been témpted to kill yourself?

Have you ever been tempted to kill someone?

Would you participate in a public demonstration?

What emotions do you' find it most difficult to control?

Is there a particular person you wish would be attracted to you?
Who? . (Give name.)

What foods do you most. dislike? .

What are you most reluctant to discuss now?

To what per‘sﬂn are you responding the most and how?

What's your 1Q2

Is there any festure of your personality that you are proud of? 5 s

What 95

What was ynur worst failure in 1ife, your biggest disappointment
to yourself or your family ;

What s your' favorite TV program(s)’ I .

What is your most chronic problem .t present?

What 'is ‘the subject of .the most sericus quarrels.you have'had-.
with your parents?

Wihat is ‘the subaect of .your most frequen\ daydreams" ”

How bre yoi feeTing ahaut ne?

What aré’ your career.goals

Wit ohat do ‘you feel the sreatest need for heip?

v . .
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What were you most punished or criticized for when you were a
“child?

How do you feel about crying in the presénce of others?
What ﬂCtiVitiES did you take part in in high school? -
i How could you mprove your present 1iving arrangements?
Do you have any misgivings about the group so far?
What is your main complaint about the group?
Have you ever.engaged in homosexual activities?
= Do you like your name?
If yogll C(l\ﬂd hE anything/anyone--besides yourself--what/who
would
W0 in yodr grﬂup don't you like?

N fdapted from 5.0, Jnurard st:’la Man to Himself." Prince-
n, H.d.: " Van Nostrand,
: (Education 3250)

L
) What did you learn about yoursel1f? about the other person? How
i : do you feel v = g ‘
1 : - : .

" 8. Form a pair with someone you haven't known before. .Tell that per-

son something about yourself that you don't normally tell strangers.
T

Take about five minutes. Take five minutes then to write down how
you felt about the experience. Change roles and Tisten to the
other De;son. = . i
Repeat the exercise sharing something different. Repeat the

. writing, fo5. Change, roles agair. . ;

Repeat the e}ercl se again shar‘mg a third thing. Repeat the writing.

L Repeat the ru'le ch%\ge . . N -
What have you learned abayt yourself? abaut ‘the other person? ’ 5
2 K - . i d

9. Look at'the two trees on Which one do you Fit? How can

. You grow more ‘"green leaves" and "stronger roots
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. *  UNIT FIVE '

You AND YOUR AUD!ENCE

So you are going to.give a speecn, or & talk or a pres:

tu a group of peop]e and you're very nervws. l(ar\y beginning sp'eake’rs

Doing the Job well invtﬂves a mmber nf factnrs--knomng the/ v: 3 K
matenal to be presented ar\d organhmg It properly. knmﬂng hm ta :

use good: 111ustrat(ms £o make ‘a-point; developinq argument lngka]ly, \ o
presenting thls miurlll with weﬂ-noduh&d voice; exp“cit gestures, a
and apprnp'rhu exuressmn' and hnvmg a pr|ov~knm'ledqe of‘ywr ;

aud!ence 'S0 as? tu get the u!d:st amﬂence appea,l pnss{b]e

R e o




¢ wﬂ] all he approprwte to the audience s age

Tisteners nist effectively.

You may think about the interests and tastes of your 'Hsteners
by considering the following criteria; ¥

1. Age: ) .

Suppose as a representatwe of government you are- ahout |:n make

a speech on government revenue and spendmg. Your speech tu a grnup of

present, a wnere does-your money actuany go appruac Dn the other

hand “senior mtizens might he a‘great deal more lnterested in why they

have to hve on qued mcames. .

.In each_group the 111ustrat|ons, examp'les jokes , and word chmce

may*be nu:hy onesand gnnd comnumcators know itts 1mpartant o promote :

goud fee'(ing wﬂ:h\

Urhan Rura‘l




s

. of words far,exanple.; A doctor was'talking to @ medwo 1ega1 group

" avuld Jargun and Use. shor

s & " P 83

k) g 3
as customers because this audience wanted to hear how well the vehicle R
stood up. to conditions on rough roads.

4. Occupatiuny ., . . o "

Th1s~ is a parhcu'lar'ly important area when cansmermg chuice

ahnut :ar a:c1dents.\ He saud, "An mpurtant consideratlo .

&1ihood of: tr@yma

simp]e w&'ds that most/ peop'(e umier‘m‘.and

(Un]ess. of cuurse, )’ou are addresswng a homageneous grcup--a'l‘l nf
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eyes off the speaker and hangs on to every word with rapt attention.

" The speaker and each’member of the audience seem bound together by an
‘invisible chain or. enmeshed in an invisible web. It is as if they are
completely alone and the world and other realities fade away.

The beginning speaker cannot hope (yet) for such power over the
aud1ence Hmver any. speaker can begin to use the t.echniques in voice
and body cuntrﬂ that Will ensure success in establishing | rappvrt and

4 getﬁng th ‘message across to the amdaml:e. These techmques aré dea]t- 2

&w‘l tn more fu'lly inwthe Tnext chapter. ‘and 1nc'|ude. h

e K eye cantact.

g facial expressinn
) body language
/ ¢ gestures
vocal expression
3 - tone.
. , - pitch % i
- 7. - modulation ° T
- pace ' . 4
ks S - Speed & :

* STy (etel A

You are the Audiencé . 5o w, T O

D you know the @i fferences batween hearing and: Tistenifig? - No?

% ’I'hen thinl: “fora moment about what ﬂoese dlffnrences -igbt be.. Hearing ..

is. a process mch as. see(ng. hsnng‘ sneﬂing. nnd feehng re.- It .

ﬂ\e ulessnges to the hra'n. L1stemng. on the omer hand is ;one
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speaker may be going to say next and devise at the same time gliestions
we may need to ask. Listening is a process we must corcantrate on in
order to be a succéssful communicator. ] ‘ 4

Good Tistening behaviour on, the part of an audience stimulates
h the speaker to be at his or her best; the speaker is then- more, inter-

' estmg and the aumence Yistens better. Like all _commnication’,‘ this #

E§tahl1sh|ng eyg cuntact »m:h he speakar. i Even if the audi:

‘Z Sittmg up straight.’ anldng alive and alert helps “the .

- listener to be alive and: aIert nnd see1ng people Tike that ' " 2
; keeps Ehe speaker aHve and. alert tho. i - 3 \
* 3. Concentrating 'on whans ‘being $aid. Cnncentrating helps the

h‘stener' to undegstand what s bé\‘ﬁg said, 1F the Tistener!s
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material being presented-at the moment may fall into a more
understandable pattern. Whether or not there will be a ques-
tion period at the end, it may also help to formulate ques-

tions to make the material easier to understand.

How in the world, you say, can you listen to a speech and

renember. to do all of this--or have time to do aTl of it. Actually,

e human beings can think.at four times the rate they speak; so .when a

" Speaker is.speaking the audfence members still have three-quarters. of

‘their. Tistening time available for other activities. -When these activi-

s tiés.are coricentrated br. the' speaker and the speech, the ressage may-be -

- great 1y’ enhanced:

‘ ~‘ " course, tms takes a great deal of prach:e but is well
v mrtn the effort. . - ' = .
1 1 3 ' Wl
Evaluation B " o

Your own speakmg may be improved and evhanced if you 1earn’to

eval uate other speakers. Lonk first of :all at the appearance of the

spsaker--at the beginning of ‘the’ talk and all, the nay thraugh Some

J questions to ask yourself are: . (X

1. s the speaker apprupriare'ly dressed?.. Lo % : i

i 97 g h1s/her facial: expresswn eadp@n

or does it'reflect the
Ve Vs

ubJ ec ma t.ter?

23 Arg' there annoying movements of the hudy nr buthersnme gestures7

Is the speaker s eye’ centact good? (e (-t s there eye cnntact

w{th ‘the audience 80 90% of the. speakmg time): ;o Vi

The second item to cons’ der is the sped

r s~vaic:/g.‘ ‘Ask your- ..
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1. Is the voice too high and raspy or too low and gravelly?
2. Is the speaker delivering in a monotone?
3. Is the vcicq 1i1ting with Tlots of highs and Tows?
4, Does the speaker slowdown and speed up at app!r'uprial:av times
‘and pause when the ma}eri al demgnds?
5. Is the speaker going too fast for easy listening or too slow

\
to hold interest? ¢ ’

-6. Does zhe speaker p'lace good enuhasls on key words and _ideas-:

especia'ﬂy at the’ begmm/ng and end of the presentatwm "

' Is, the voice clear and free frum mumbhng7 B
8, Is the vulce reTati ve to the ma\:erlﬁﬁ (e g.5 a hght speech
delivered in funereal tones and vice versa). )
Hhen you have considered ‘jchese aspects of speech delivery, then
you must also refléct on the cnntént-;or what exactly the speaker is
saying. First consider the structure. - . N
1: Has the speaker used appropriate and clear visua’l and-verbal :
illdstrations?

2.-Has the speaker made adequate compariSons.that ‘enhanced ‘the

. meanmg of,_the hasic~’matér1a1? = s
* 3
3; Is the presentatmn urgamzed into a- Iog{cal sequentml fnv-m

that is.easy to folluw? S o Wt '

Fi nany the eval uator must 1ook at the actual material.

5 Has the speaker made a-strong upening?

unny, approm«late and app'l'cab’le‘[

‘Dues the fraterial; appea’( to the' d\ence? -
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5. "Are there enough ideas for the message to be well recefved? -

6. Has the speaker: madg a strong final- statement summing up the
material and leaving the audience with a good last impression?
The‘ evaluation pattern (Appendix I) may help you. This 1:s

simply a suggested guide for evaluating your own work.

Feedback —

~ You may be ca1'|ed upon to give feedback to a speaker hoping to
imprt}ve the qua'HrQy of M;/her presentatmn. The bi bhcal rule "do
unto-others as you would have them do unto you" mdy be the best measure
to ap_p'l;y. Remember. n" a person lS negative -about your speech, you feel
bad, think your workworthiess, and feel you-have failed. So another

may feel if his/her speech is ‘attacked. : ;

You must be extremely careful to present feedback in a positive

s <
'Form.7 Always indicate first the items you liked about a speech or

those t.hat ‘the audience seemed to like. Then (rather than indicating”
what ‘was wrong--a negative approach) say what skills you think the
speaker needs to work on for the next presentation~-this is construc-

tive criticism that can help the speaker. It's pretty 1mportantvfar

‘the speaker to feel good about the presentation--just standing before

a group.and speaking at all. is, after all, @ success' for most. - The
~purpose of feedback |s to help the speaker grow and -do yet -a better job

next timé because. he/she feels. more cnnf(dence, has moré knowledge , and

- is more confortable with the audience, L=

21 Tsee feedback card, Appendix 11.- e r
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Unit Five o ndix I {
- a suggested guide !
5 |
" EVALUATION PATTERN
) ) . £ 2
H Y Delivery: Appearance - Dress TSt
¥ Gﬂiw - Facial Expression . 158, .
. m ungluge md (izsmrs 5% .
5%
‘5%
5%
B
gt

rganization;
091 al Sequence




& Unit Five -- Appendix II IR .

FEEDBACK CARD
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‘ ! WITSIx T 5
o .\ WHAT'S.IN A SPEECH | 4 i

thee thlngs g0 to make uv "a good spee:h--the amﬂem:e, the _
speaker, and -the Contem. *In the hst unit we. deqlt with suue af the”

R Chousim 2 Tagi

s There are two facturs 0 consider when chqosing a topic. One,’
35 dealt with in. the Tast unit, is assessmg your audience. The secm{d‘
is nssessmg yoursew. If you m the syaaker men ywr topic: shou)d. =
*of ‘course, be appHealﬂe and 1nteresting w your audiencz and- be chosen
with audience criteria in umd‘ Hmever. if you are tu-be a smker in
any smmtw\, the t.oph: must also refle:t ynur 1nterests and mvnlve-

ments anﬂ. -above a'll your specifu: knauledge. .
job vmen ,you are 1nterested und

As rspeakzr. you dn

{nvolved in your tnp‘)c Enthusiasm carries fany a speech that muld

nthemse fall ﬂ at. Msa. nhen you are }nterested 1n a top\: you are

your speech sets out ta 'mfunn your‘ audl:nce L d

“d speech “delivered: ﬁmm an n utline or notes
25 rather ‘than a written script.

1mprol|ptu. /J rspegch llide on the. spct wm\ no preparatwlr.
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‘The Beginning - " 4 / e

A joke, a quote, a qaestion, a itrung statement--all are gaod

ways ta gkt quickly into the topic (and nothing weakens a speech l\ke

i " ) saying, "Today [ want to ta!x about PR ”My topit . this morning

§7 7 18 5.1, Strengthat the beginning of your speech will ‘gt your ,
» audience 1mmed1ate1y mterested in the 'speaker aid the topwc
Consider the foliowing openipg statements. Mhich of the tyo |

in eéch pair Would make the best ‘opening? ;
b -

(U As My taplr_ thxs mnrmng 5 eyeg]asses
B. -Did youJLear ahaut the tw.o 1enses that \t\mgecher and made

a spectac‘lz of themselves’r’

(2) A1 must 9o’ doyin to'seas dgain
To the-lonely sea.and ‘the tide ‘ 1
And -all:1-ask-is:a tall ship™ .- 3 .
bee it And a “star’'to steer her by m oy

I real]y enjoyed my salhng fiol{day, 'Iast sumer:. %

(3) A."~Could it snow this mormng’ On June ZB/xou pratest Imposs1b1&'

S BL. Weather ‘contiol isa very Snterestiig-topic. -

(4) A. The f1rst |tem tn consider -in appearance 1s the “impression

e : you ake. G S
g B. " You'never,get:a second chance tn mage a guud ﬁrst (mpression
) Chnswers: 1. B30 A3 AL B ¢ .
.'- E A5 ¥ % 5 1% wd .

3. Choice of Words” k "
Keep ‘it simpTle! ‘It i3 befter, to dse short. simple. words that ._

g % aH the speakers of Eng]ish can understand--even though some oF “your

n understand ‘more.. caruphcated termmo1 ogy-.

aumence may. well be: ab
The 'lon@er the iords yoy “Use, the ‘more ynu run“the’ Fisk. of beﬁng‘mws~

- understood. The most u‘nnjerstandabl"e'furm‘ °'h the 1angu§ge is‘ short
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smple sentences, which are ‘ppsitive rathér than neqahve (see p: 138)
" in design:
s

4. Illustrations
(&) _ When possible, use a visual aid. Using visuals, ‘llnng with
PR -  your spoken langyage, nvites your amﬂence to use two senses rather

an concentracing pr\marl Ty on- one Then “they Will-be even more

fiterestéd bacause  the sppeal to the eve enhances the appeil to e ear.
; sne eth)ﬂes of visual a|ds are: | g oy .
' Charts--preparad beforehand., - 4 :

Pi :tur!s--b'l ovin=

,Diagrams--ro‘ughed out on a pr cv\art or -chalkboard.

*Handouts--a copy for each menber’ of the audience

Shdes--u(th ue.speakzr s yvoice in person or un tape or

ahother voice on tape.
Video-tape--a previously prepared production.
Film--either comercially or'p;r__soﬂl'lli' prepared. .
« - "L one_important thing to renesber {5 that the visual afd mist
be clear, legible, and intelligible. Worse than having no visual aid
“atall fs to-haye one that ‘cannot be seen from the back of ‘the room or
un; on-which -the w'r‘lting is too sman or too faint. This leads to
fru?trat\on on the part of the aud\enu, disrupting the :nmuni cation
Pt . process
’ )

f Exanples nike a speech more meaningful--especiplly ones that have a

and eading to breakdown.

Verba iTlus trations and comfarisons are also important. ‘

‘Personal meaning for menbers:of the audience, -
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Answers: 1. B 2. B 3. A 4. B,

(1) A. Seven people in this country die anwally as a result of
homicide; fifty people die gs the resuit of ayto accidents..
B. Did you know that your . chances of being murdered are only one“

in" 550 while your chance$ of dying in an auto accident are o7
k4

one ’1n 502 i T

. (2) A The Easter egg was paintéd blue, gréen, yellow, and mauve. -

B. The Easter egg was painted like a.pastel rainbow in shaaes of
[
¥ ° sky)\ue, app\e green buttercup yellow, and m|sty mauve..
(3) A. Books are like having-uniinited ey t6 travel all other, the

world and- torouter space~-nne has’ on1y to beccme mmersed in
a kzook to, be where\ler nne wants to he -. 2
B.- Trave] haaks descr{be the peop]e and’ geagraphxca] features nf

- countries all over the world.

“When peop]e are in love they can't s1c st\\]

B. "Lové is like a butterflyya soft and gentle thing."

Personal experience is often valuable to.have at your‘ disposa\

to-use for illustration. Aud\ences \dentlfy with the speaker who can

share with hisfther audience a meaningfu] experi ence tha& trl; audience

can_identify with _this usuaﬂy has a.great.deal of audienc appeal o
and wm bring the “audience and _speaker :!oser ﬂowever personaT
anecdotes can easily he nverdone and the’ speaker who overemphasues
“[" wm quickly 1use the audience. One incident of experience is
guod twn are permsswhle, three or more may be. boring. . ™
Expert umman obtadned from ‘éareﬁ research in books or i

person must also be hanﬂed'carefﬂly. CgrtalnTy, Facts‘ figures, and
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the bpiatons of experts give your Spesch wesght and depth. These are
needed for validity and. r!Hahﬂit\y in numbers of cases. But ¥f a
speaker SSI"LV 'Hsts (1¥sts are "out® anynqy--nsts are always boring) .
tn_e'se facti’, figures, or opinions, he/she runs the risk of losiqg the
audience. W

A

5. Humour " &

-

_Even the most serious speech has a place for humour--if it is

app’ropriate"_and well used. Frequently a joke told at the beginning of

\"a talruiﬁ"lnusen up .the audience members and re'lax' tﬁem, hs'lping to,

estab’l'sh- iappnrt between the audience and the speaker. At any pn1nt .

i durmg a speech the same ‘technique may be used esueqa'l'ly Aif the speech

is b_ecoming ]‘engthy and serious.. The sort of humour that might be
appropriste For such an-occasfon might be the stofy of this speaker

who said (after speaking somewhat tediously for Tonger, than his audi- -
ence coultlt ‘tolerate), "I seem to pave gone on rather long; but I've
Tost my watch.” From the back of the hall.came a disgruntled voice
saying, "mat‘; all right, there's a calendar-on éhe wai‘l behind you."

One minister giilen to firey but lengthy sermons’ used to say

2 “
that he never minded the members of his congregation mk_m‘git.meir

|t was" when they shook: thzm and held thém to the iar that h:

. knew Ftwas time to stnpl elling}h a stnry en’livens a speech "

and lndicates ‘the speaker's sense of humour and her abllity to laugh
at her elf.

Huwever there 1s not much point in telling a lang story--hnwever
fuvm_y--lf 1!. is 1napprnpriaté to the subject matter. !t Jds better to

onmit any attempts. at humour and,pruceed with the speech. \ -
7 -




< of, rehef A ‘good thing can be overdonel\

down whatever {deas .come to mind about your topic- ~-without being _'__( A

s . - . 96

Some speeches are _simply cnlleétinns of funny smﬂes\mn @ ' -
together & a light after—dinner Balk to — the listeners. Mot
Tong ago, an older speaker ;aﬁ»sua a speech to a rural audience.
Hé had assembled some stories of his own ‘rural buyhood that were
indeed very funny ang drew much laughteX-from the ssveral nuud;%d
people in the room. Up to. the 25-minute point, the audfence loved
him.- At the 43-minute mark, h&uever, almost ev;ryune in the room had . .
begun to nutic‘e the hard-chairs, the smokaywtmospheré,.and'the qmaf
distance” to. the washrooms on ‘ﬂ:e next floor, Al though the jak;s and
stories were still funny," most people arose nftey‘ 50 minutes with sighs

l

-.v’\ A

»'Id'eas 4 55 % o

Om of the most 1mpurtant aspects of the cnntent of'a stuchr
is what ‘the spnker is ta‘lk{ng about. ;i)

After you, as a spegk_er, have’ chosen your mﬂc'. :’ms%del‘zd -
your audience, selected appropriate jakéé, and decided on a good open-
ing, then pérhaps brainstorming is a good idea--but hr;instnr"ing for

approaches to the topic and ideas 'to,put forth. <

Brainswrl(ng means stommg through your brain and writi

critical and accepting or rejecting any. -(That step comes next.) ~
When you have listed a number of ideas, work out how you would
treat each of ‘tfien in a speech to your particular. audience. How do .

Inﬁ!vidunl ideas fit together to'make a wnrtfmhvi'le‘ whole?. What order

should you' assemble them in? What visual and/or verbal illustrations = -

should you use? These are sore of the considerations when you are
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nl.anningl your speech. When you have umuéht about these and jotted
down some no y s to yourself, you.are reddy torselect the items tha{
~ you are actually going to use.
Rl For instance, you have been asked to give 2 five-ninute speech
on Taking Eventng Caurses 5 4 group/of people t Your ‘organizatiod who
) lare thinking about enﬂ;lHng in a night program during the next semester’,
Your evaluation of your audie«cz indicates that, for the most part,
5'\ . they are in their ear'ly or mid- twem‘.ies, are Mgn school graduates who
7 2 have had ﬂtﬂe or no post secondary training, are all CanaMan, are - y
'engaged ‘ina variety of a:cupatlu;s--al'l white collar, and are all part
of tr)g same orgun!utian. Vuu have decided to open your spee-:h with. . 1.
the questinn' _"Do you want to open ,t)\e door” to bef.ter ob upportunities s ! .
in_the future?" Now you are hrainstnrmmg for ideas and\you come up °  y

3 u\t\h-a{j‘uﬂmmg Tist:

(a) money--company paysi” g
_(b) iab dpporbin{ty--more curses--mota cpportunity and more mpey;
(c). 'personal sati sﬁ:ﬂoﬂ--]earmng and success;
(d) upportun'lty to aeet people;” =

"# (e) opportunity to méet future husband/wife;

L ()" types of courses; A e

{ag) nerswal experiences. » ’ “ \/

(h) advantages versus drauhar.ks.

(i).. time fa-;tnr, - B
T etel .

i ! . You decide by way of evﬂuating your list that 'thu udvar\tages

of taking courses’ outweigh the dlsadvantages and that W M
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positive about the experience. - For you, night :ohrses(vra've Ted to a
promotion and & raise in pay; they have provided a great deal of - .
personal satlsfact‘lan for you although you have had to cut dd"wn .on the
time you spend with your faf1ly and friends and on your habby, You
decide to use items k), (b), and (d) First because these have been
most meaningful to you ‘and might be a“good selling point for otngrs.
Then you decide to speak for part of the time on () with (a), (h),
and (i) as subsldiary factors, [(e) you reject comp1ete1y 1 _You end”

your speech w1th an ar\ecdote from your personn'l experience. .

"y r

7. " Organization - ‘ i
By far Che type of speéch that warks hest with any aﬁd1ence is

one that is drafted with nutes‘g\ cards. You, as the _speaker, then
‘talk-to the audience (rather thah read or speak fr?m pemory). -This
technique is mﬁr? velaxed and has more audierice appeal.- The Words on
your cue cards are.the keys to your mémnry. Letfs draw up a r.oup‘»'le

for part of the speech on night flasses:

< - CARD ONE

EVENING COURSES

Madam Chairperson, Colleagues; Lad\es and Gentlemen
- p1easure to be here, etc.

” "Iiu you want to open the door to better Jjob uppurtnn1t1es in
the future?"

+| 1. Personal sat!sfact!o z

A. Pride; B. Deve'lapment of !nteﬂlgence, C. Reaching
out of myself.

. -‘,},'

)

%

N




. 2 ‘ bo oo
] »
‘ . 99 Ve
.
" N : . i
E s g CARD TWO < L
» & .| 2. Job opportunity: S '
i 2 © 7 A! Examples of those wh got ahead.-- Joe and Amy >
= B. Pay rl:.s;s(-- my own > §
C. On rés for job change)
Vi J 5
3. Meeting people: . ’.
A. Learning through others w4
£ B Friendships 2w =
4. Types of caures’ and programs == List (Nou g1ve out Tist] =N
. : - audi-
e ¥ A——oom y ow X ence nember)
§ ' Advmtagesws disadvantages. N
i . | i, time Yo . .
|- L Y 3
R AN e T
: F 2 Tt s mportant to organize your material into a logical
: 1 s " sequence that your audience will find easy to understand.
{ o For instance, in the cards above, you choose to talk First
i about personal satlsfactm as the most important item. mn you have
. finished speaking about (C) Reaching out of myself, you might finish
that item by saying, "One Of the ways I can reach out right now is ‘in
Tooking for new job opportunities which brings me to my next point--
Job Opportunity.” Yhzse kinds of bridges fron one topic to another -

sive your work a contnuity. 0 «

S Your anﬂ'ance should be able to determine your headings and

- _subheadings easny. mlm sometines numbering helps. For exatlp‘le; “There
are three types of programs effered at, let's say, the Collegas of
Labrader' 1. the Business Admmscrauan Diploma , which has six
_r.oympu'l;ury and two op {onal (out of an offered eight) courses; 2. the

; . Binking Adninistration Diploma, which has six campulsory and four (of
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~ ] .
e\ght offered) optional cnurses. and- 3. ithe Public Aa!imscmwn
Dilea WhTEh Nas foie EmpuTeory andfoie (5f efght) optional courses
Numbering helps your audience tc keep track and tg know yoe are 1isting
" only three (instead of 23, for instance) and elahor‘:m.ng Seies
because you've megtioned three in the hegmmng This helps to keep .,
the audience ;nterested in w;y\@ are saying and anticipating your

next point without being borgd waiting for  the end of a long--and

seeningly endless--1ist. . i
Bl ’
8. Ending

Py ; . -
- As you jusped -into your ‘speech with both feet ind"got off to a .

ply ‘when ya.u ve .

go0d' start s0"you mist get out of it auiefly and)‘\
said everything pertinent-to yéur topl: Jn“your alNotted tine.
T'once heard the following rule of good speaking!

Be humorous,
Be brief,
Be sincere, ¢

* Be seated.

Nothing spoils a speech Tike a speaker who says, "Nell, that's, uh, &
all I have to say" or "And a (pause) I can'tathink of anything else.
right fnow." Contrast those with the crispnss of: “That's why I'm
taking evening course; that's why many people‘take evening courses;— J
@ that's why each of you will find others Tike yourself when you en;an]\ .
in evening courses, next semester” or “I Took forwafd to seeing you 3{1\)
~¢in the Unwerslty cornchnext senester-Happy Tearning!
And happy speaking to you. - .
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UNIT SEVEN . =
HOW TOSAY IT WELL -
“ . 4

You never get  second chance to ake a good first impressiont
The first ihpression your audience gets of you sometimes bas a con-
sidsrabie bearog-on the reckpiion of yow speed. Your-audiece-wili
notice the way yuu walk to the podium and stand behind 1: your dress

and grooming, your facial expression as you face them, and fmm‘xy and+

. most important the expression of your voice as you make your opening |

- statemenits.
Beginning speakers especially must work at developing good

delivery--it takes practice, more practice, and then still more prac- -

tice. Puplic speaking comes naturally vto very few people--the rest

Tearn by doing. The more times you get to.your feet and address an-

" audience, the better ‘your presgntation will be. The following ideas
should help you make a good start. F
A
1. Your Dress . . )

Appropriate dress is important in public speaking as audiences
fre.quent]y take ‘speakers at face value. Speakers who ~talie care to dress
appropriately for the occasion and the audience lerid c}edwimy to
themselves. For instance, a speaker giving a talk to a retired men's
club might do well to avoid jeans, plaid shirts, and Adidass on, the
other hard, the same speaker With thie {ene topic might nesd just those
garments vhen addressing a group of university students. T once heard

‘a
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a Tovely young voran give a speech ina teen-age public speaking cin-
test. Her topic was Yar dnd Peace in the Middle East. Her research
wat excellgnt, her logic impeccable, her delivery fayltiess; but she

destroyed the image. of 2 serious, reasoning. thinker by wearing a white

Tace Frilly party dress!

.
¢ Awother young speaker vent toa similar contest with greasy

unkempt hair, wrinkled suit, and carelessly tied tie. His first inpres-

sion was such that t'ns'judges decided;he was umworthy to represent his

group at a prestigigus canference——attendance at which was avaﬂable .

only to the winner.

Vouan& / p . - T
ro T o b

“Body Tonquage. 1t is impassi‘b]‘e‘tn divorce- our. feelings

from our bodies. Our ‘aelmgs will generally mamfest themse'lves in
some -body movement.  For instance, the speaker who feels nervous Will™

tap a foot, wiggle one of both hands, rattle papers, scratch an ear, «

Lor flick fingers. He or she may gasp for breath or stutter as well.

The speaker*who is angry will have tense neck and shoulders, clenched
fists, or belligerent lobk. Remember your body will give away- your
enotions to'your aygience and. thus have an effect on them. It is,

perhaps, better to say: "I'mreally nervous this evening because I'm

not used to speaking to such a large group" or "I'm feeling tense

because [ had a flat tire and I thought T as going’to be Tate" or "I'm

an angry consumer because 1 got, overcharge Sharing your feelings
with your audience will help you to be more comfortable with them and

help then to feel more enpathy for you as a speaker.
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%oy »Cunfhctmg fiessages _are seft to yaur audignce when you say "

= ,,' "I'm really, gI@\to "be heré” with you t}ns eveni ng;“Such’ an alert’ group

. "g—/ - makes me feel energetic; I hope we can a'H Iearn together. = ¥hen you "
N have shuffled to the podium, your' sho\ndec,s sag, yourFace is g{\ln, and .

your voice is a sonotoe., In this cdse, the bod¥ Tanguage message is

. the one most of your audtience will réceive. They will"reject the

content of your wor‘dsﬂand believe the more basic messages of. eveto ey .

% * Smilew  Your subject may be a sober and seri ous one, you
mdy want to make ‘Imporrant 'Iugxca/ﬁ points; ]enty may be opposite to
the impressiion you ;N(Sh to, convey . Nonetheless, You, st Te at your

i ' Jaudience to cunvey ‘that you are glad to he vnth theri, g1ad that ‘they .

. came to hsten to yuu. and g]ad ‘that ycu“hqe some information to share B

I:ertauﬂy, your facm? eXpressi’an should alwdys reflect thys rappnrt
. B ! e g

+ with the aud\ence g g . :

. Then, too, it is important that ynur. face reflect 1n its mnve— "
“ment the content of your words. When yod ask a rhetorical question, 1

your “eyes draw toéether quizzically; when you make-a jéké yuu smﬂe

and your-head tﬂts back or to one side, when you exhort, your audlence

to action, your face is tense ami serious. - Sy

- Facial expressions are, genermy acceptable cross, cunuraﬂy,

) B .
that s to say that pedee from every culture recognize expressicns«of (£

o fear, anLer, sadness etc.; these are the sawe for all humans. Such
expressians add emphasis and meaning to your :ontent and again are.

e dquently the basic message rathe? thin a szcon#a\y one.




‘C. éémm gestures, usuaily:with-Hands but

. somgtimes with feet head; or whale body. can. add a good deal to your
speech. Inappropnate gestures, on the oth hund (no pun intended),
tdetm:t fron ywr speech and are:bef (E?/;;d a!fqgéthﬁr; Gestures'_

.shnu

'be used sparingly=<

ery spari ng‘ly. A fist hamered on the

Fist hanmered sev-

S podwm ence vﬁay mdeed drive home . P ints the sa} e

g t@ anather uf Vthesev.

The aud‘ence




3. Your Voice » i
No matter how good your content, how well ynu_‘ve/dnne your
.research, how Togically pres’em‘.@d your material, what your appearance
) 2

45 Tike, how you.look ‘the audience:in the eye--all is lost if your

«’voice doesn't do the job:iglfust. A good vocal delivery is essential

o having a‘s’peech W1 pecetyed

indeed, +to having it received, at all

in many cases \5{ s NS
Lol As nﬁer parts “of yoly' body re @ »e:_ted by your feelings, so

.

speakers) shows up in many eop\é’.\n the vmce Anx\ety causes” mal
and throats ‘to dry up,'chest daaphragm, and vocal cord musc]es to tense;
and, sumet\mes, teeth to chatter. Nome of this.is much help m a

‘speaker-—m fac\‘.. these are mndrances of the first water. Hhen the -

- Tmouth is dry and musc]as are tense, the voice sounds abnormal; some-

times . the speak‘er must gasp for breath causing pauses that should no‘t
be present .
\fometmes nérvousness wm affe:t the voice in the -opposite way
and the speaker will speed up; -all the words come out in a rush--sa
gnick'ly', in fact, that the audience is undble to follow the train of
thought. _ & c

. . » 1f you are the type of speaker whose voice is severely affected

by emutlun you mlghtrdo well tu train in relaxation techniques; or,
at least, to dn some deep breathmg exgrcises before speaking.
A number of nther factnrs./ howg@er, are involved in successful

vocal presentatwm el

i «~your voice is ’éffected Ner usness, (the bane of. mos‘t beginn{ng pu&; g
u
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A.| Pitch. This refers to how high or Tow your voice is. A A

person wi zi\a high pitched or "h’ght‘j voice may sound squeaky,

especjally when nervous or excited. On the other hand, Someone with
v a very low pitéhed or "dark" voice may s\ound raspy, unless care js taken.

It is a good idea to try speaking into a tape recorder to hear what you ‘

. Sound 1ike and then work on keeping yuur volce wv’t‘nn normal ranges--

. that s, allowing” fgr nervousness and other

J yoice:’

ns that affect Yhe

B. Tane Have . you ever said, "I was so hored--herspoke in.a.

VAR
/ nondtone"3” Tons is the express fon ang Force dr shress Jou give -ty hey
~words and key ideas in your speech and is essential for audience appeal,
as tone is what adds interest tg your speech. X B \

In order to stress key words or ideas, you must go over your

content carefully for items that, in order to get the message across,

-_ " " must be émphasized, Jdt's alv;ays a gund idea to note these on the note
i cards with unde‘rhn1ng-~su that ydu wﬂl know that. these are the. pamts
p where your voice must he stronger and more Forceful, perhaps huder,

if you are to make your poh\t; d

G. Modulation. “This is the "hills and valleys" in your speech--

4" variatian of pitch and toe according to the subject matter. Some
items in yuur’.speegh may rieed to be said more Toudly and more force- (
fully and in a higher voice." On the other hand, some points®can be

better made in a soft, clear, low yhisper! p .

D. Pace. Pace is not speed! ‘Pace.s howa speaker speeds up,
i . slous down,. and pauses at critical points in the speech. Pace is
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variation in speed which allows the Speaker’ to slow down in orler to
let the words sink in to.the audience or which allows the speaker to
. speed up in order to “throw away" a few words or ideas that are relevant. '
but perhaps unimportant. - s
E. Speed. This is the rate at which the speaker talks. A

speechshould be «delivered at a'slower speed than conversation takes

p]ace. A speaker would be wisé to remember that it .is not the numher {
% . of words ‘per Eomminication encounter®. ‘tnat/matter but rathsr the husber
L - 7" of ideastand the depth of JiGMght. A ‘speaker may go, fast enough to

rattle off a larde numbef of words but this will‘detract from rather

than add to the speéch.

iﬁ Hscem'ng to points.mfde, bye speaker, an aud1ence needs

may r:ause the audience the gist. ‘Un the other hand, a speech
_ deliveréd too sTowly ma e bor'ing, and members of the audierice ‘
\wiﬂvbe saying, "Yes, yes, get on with ic," to themselves.

‘ a

F: Emphasis. A speech w(mauﬁ:-)emphas\s on key viords and '
jdeas is like a boat'without a rudder, it goes nowhere. .Lack of '
zmp_hAs’.\'s will make it difficult for the audi ence‘u follow the logical -
sequence of ideas in your ‘té'lk. Emphasis makes it easier fér the
audience to know exactly what you are ‘talking about and the importance
of particular material to the speech in question. “Let's consider :

B

emphasis on the various words in the following sentence: ¥

; 81 have .taken the Tiberty of misquoting my Friend, Paul
~Ronayne, who spoke to mé of the numberr of 'words per social contact”--
his W/SC formila. : =

£l . = W
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You gre the most inportant people in the world. _ .
ae .+ (i) Youare the nost inportant people in the world. - .
Teans-~this frteular groug, nobody outside this audience.
‘ (i) You are the most impor) ant.peup'le ﬂin the world.
e means--if thereds am‘; doubt about it, it's now ciearevﬂ/p, .
) the stitenent is definite. ?
-+ (iif)  You are the ;nost imp t peop1e in‘the woﬂd.
' ' means--two or more g‘rnups may have been CDﬂSIdETEd for' the- 2
\ ) honour but. thls group has 7t. i
(i) You are-the most. important people in the g
' - means--as far as {mportance goes, this group is the superla-
tive--no other g‘roups match in impurtam:\e“. ’
‘ (v): ~ You are the most imgurta‘ne\peuple in the world. . .
h means--important as opposbd to brilliant, successful, rich,
etc., as qualifiers of "peup]é.“ y v
. (i)' You are the most fmportant people fn the world. . <
- ‘_ : means--there may be more_important anth?opoids, or ‘cats, on .
f . [ unicorns but as faras pecple .go, this group' is the’ . .
» * . most {mortant. e A ek
4 ' © (vid)  You avesie most important pedple in the world: - 3
: ) means--there may be more 1mporta‘nt people now déad, or yet
. tobe born or on .another- planet, etc, L
i N.B ;‘e‘re the' three words together impart the meaning and are given
emphas1s as an expressmn. ;
You: can see that emphaSIs plays a key role in the development Al
‘ of meaning in your.speech. ‘Meanings are Tost or -thrown away if essen- ® 5 4

tial words or idéas are not stressed in order.to clarify.
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6. Clarity: The "clear-as-a-bell” quality that good speakers
have is frequently an elusive quality. "When I was a child, I went with
wy Eakhier to hear a political addréss. 1 kept tugging his sleeve to
L e distursed hin- N

i self at the delivery, finally said, “I think he has ‘hot pnta‘tues in his
mouth!" The term was so apt I have alv{ays remembered it. Some speakers,
L3 ? like 'thisApuHNcian. ‘have trouble with théir tongues , which seém to
o get-in the wrong places for clear profunciation. Others have breathing .

NG ‘ prob]ems 50 that w rds. sound nasal and. distorted. Others Ivave dental

work that gets in thy way of ::'Iear vaca]s Still others seem to run

at the speech is a jumble of sy)uﬁ\rather than

words together sn

erstandable words . Such speake«rs Wil have trnuh]e with

Speak each word slowly. - 'y
(i1)  Speak each syllable distinctly.

especially end ones.

i _{i11) :Pronounce all Tetter
s (1v) . ‘Practice aloud before a mirror.
(v) Practice using a tape recorder.

(vi) Have a friend Tisten and indicate areas that need rpo]ishlnm 5 .

. .H. Releyance to material: Once a beginning stu.dint, Dave
B . v public speaking had.a s'yong, clear spgaking voice, uaJe)s voice,
. how:/s}‘ vas- very .deep. and‘he had a tendency td be a quiét speaker.

T oAs

5 he-dragged his pronunciation slightly. The whgle effect was

somewhat funéreall lihen asked to make speeches reflecting sad feelings -
! 1 i ] L




* uncritical one-:

. was really inportant to hery
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or reducing the audience to tears, Dave got A's. However, his marks
plummeted when he had to give 1ight humorous talks.

’ In the same class was Dennis with the opposite difficulty. His
face cmst{nny radiated pleasure; his voice was Tight and 1ilting and
convérsations] in style; 'his words were crisp. Demnis. did very well
uith getting the audience to laugh with him; they .enjoyed his JOkES and‘
}unny experiences. But his*face and ‘voice b:triyed him every time he
f.ackled a tragic stury.

i & Both students did reasunahly weH w|th presentinq information

and giving presentati uns where ‘emotional situat{nns cuu'(d he avoided. .

»Perhapsj‘t Jjust as well fur a speaker tn recongize Ms/her huuta-

tions and perform wl thin them. - In fact, these Hmtmons can be turned
into assets. Dave might be’ called upon to read at funerals or on other

solemn occisinns‘; ‘Dennis could develop into an_entertaining after- 7]

dinner speaker whert ed, entertainment was f.he most important
* aspect of -the S presi v{tatil}n. ‘

Practice ; . .

Your fr}i'ends and fa;ni]y could be enlisted to listen to you and

_make about your pr tati VAny a‘u’c an

AN be helpful, because they will be able’, at Teast,
to tell yau wm‘t they Tiked aboVyour pr:se_ptaﬁen.l A tape. recorder

is'a.great asset because »b}— tapiny.and playing back, you can hear your

own mistakes and correct them. \A.speech..teacher made"da speech that

she) taped and 115tenddto 1;17 times

befire she was satisfied with if. This kind ‘of practice is bound to"

pay off.. By far thermost valydble technical aid is video tape

™
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recording (VIR). [t is gxpensive th buy or to rent; but if you have
access to a.school, college, or_wiversity system, it is well worth

the effort. You can see yourself and hear yourself at the same tiné,
and so view and consider your speech as an entity--appearance, voice,
material and illustrations; structure, étc. ~

Above all--practice does make, if not a perfect, then a much
more fluent and adept speaker who is befter able to deal with his/her

own niervousness and with-the audience's expectations. ..
i . k '




. UNIT EIGHT

. : . SPEECHES OF ALL KINDS ¢

Speakers face audiences and give speeches for a variety of
C e
reasons--politicians trly to persuade voters to'vote for them and their

parties so that governmerts might be formed; ‘after-dinner speakers

.generally ‘try to entertam their audlences, although thiey may also
inform them; sales managers tra\nmg sales personnel give talks to y /
inform ‘these people how to sell. Of course, many success ful speeches

have combinations of these factors.
LIt co

. ’ 1. Informative speeches. These'do exacﬂx what .the name sug-
gests, they inform. When gwing this type of speg;h the speaker
imparts knowledge and information to the audience--in such a way that
they will understand, assimi'late,*adkremember the information. The

speaker will find it helpful to remembér t’hat humour is frequently

& important in g‘ett‘ing a point across and ha%va place in ‘an informative a
T speech. The hse of verbal and visual mustratiun; i's especially good B
P " because sweeping statements of fact may not be long remembered without
pertinent data to bgck them, \ip. Visual aids particularly add fo the "
.. audience’s remembering of factual material. : PR

2. Persuasive speeches. These speeches are esseéntially sales
messages--the speaker is trying to "sell" the audience a product or

. . point of viéw or political candidate or whatever. .
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In order to do that, the speaker must rely heavily on the "you
] . point of view." This means seeing the members of the audiénce thv‘t;ugh
their own eyes and addressing them as, for instance, ". . . and you, -
ladies and gentlemen . . . ."- In fact, it means using iﬂe‘ word "you"

2
The speaker must recognize

at least twice as often as the vord '
and anticipate 'th.e‘ audience's needsCand wants and capitalize on these.
~Choice. of w?:?d?'ﬁ particularly important in this type of i
3 speech as an offensive &r msunderstuud word or’ phrase will “throw off"
’\‘ the audience. Itis a goud idea to avoid jarbon and obfuscation (!)

o and sp: in short, slmple understandab]e expressions.

3. Ejtertai

‘s eeches. Again, Lhegvapeeches purpurt.to
entertain and amuse. linen the speaker is successful, these are the
easiest and most enjoyable to listen to. However, there's nothing more
‘embarrassing than such a\speeChV falling flat. “

UsuaNy Entertaw‘n‘ing speeches use humour as a basis--
intentionally. fc ‘tell goad jokas or to use words ironically demands
an excellent sense of c1m\ng-~the pauses are just as-important as the
words themselves. 1've heard a number of good punch hnes that haye .
not worked .because the speaker neg»]yected to pause before deHvering
the Tine: LU

Too much of a good thing is too much. The sense of timing must
be applied to the talk as a whole and the speaker must récognize when
t0 stop-‘at ‘precisely the point where the audience ‘s still laughing

but not -yet finding the seats uncomfortable or ‘the room too hot.




Informality

Some types of presentations are extremely formal speeches, such
as sermons or papers presented to academic conferences-this book will
not deal with such specific formal talks but rather with the informal.
Most of us who make speech‘gs and give talks or presentations do so in
amore informal manner, at work for instance. . ¥

Informality shows itself in a number of ways. .. For instange,
very formal presentations are 1likely to be written down first and then
read.’ Informal une‘s’wou]d be‘spo‘ken from words ;);'vnotes Jotted down on
card;: Informal speeches would be delivered in very conversational tones
of voice and with more colloquial or even siang expressions. Informal ’
talks ylmhd tend to, have 'the_speaker adopt a. more relaxed posture, to
use more humour, and to move more as he/she speaks. %

Many presgntations in work situations are given to small groups
)

in which close interaction is possib \ln Qddition th the techniques
already mentioned ‘in this chapter, the speaker mig\hc #n this case be
éble to address members of the group by name; perhaps move so that he/
she is standing first near one, then near another; qu arrange the group
S0 that all members of it may seé each other as well as the speaker.
;Th’e speaker may be’ able to sit down in some.of these situations, '
although standing is an easier position for audience appéa1.

Other Speaking Experiences

1. Speaki‘n; up‘:t a me®?ing. You may want to make a motion
or speak in a discussion. One Eechnique is to first jo‘t down either
‘the cm\p’leté text of your motion if you are moving one or the notes ‘on-
Such a Tist will keep you on track

.

what you want to say--in 1ist form.




when you do speak and will ensure you gre both complete and, concise.
2. When called upo}\ to speak. You may not be very enthused
about introducing a speaker (even with the speaker's data sheet) or
about making a presentation or about giving a votd of thanks. Mone-
theless these are “everyday" speaking experiences for many people.
It is wise 1 you are involved-in the kinds of activities that may

call for these to have a(fe‘w fairly standard phrases, at your disposal
ol
x

for use at such times. Fer instance:
ioia

Mr. Chairman, ladie$ and' gentlemen, it is a pleasure today
ko . i 0
to ‘introduce to you Jane Blow who has . . . etc. Please
give Ms. Blow y:;ur usual hearty reception. .
(i1) “John, while it is indeed sad fl;r each of us to bid goodbye
to you, I'm pleased to present you with this gift to veesibar
us by--and, we hope, to Help you in your new position.
(iii) Hadam Chairuersvn, members of the Tigess ?iub of Ad'a;\ac.
ladies and gentlémen; what a pleasure for me to say thank you °
to such an ir;terestﬂmg and entertaining speaker! I.knnw we
have a1l appreciated very much your coming, here this evening
and sharing your (:.houghts and experiences.with us. We wish
you "God speed" on your journey.and "good luck" for the
future. Thank you again. # 1

‘3. Asking questions in a group. Most pegple who ask questions,

1 find, cloud the issue by putting in too much superﬂm:imjfomaticn
*and by giving their own opinions at the same time. Quesders should
be brief and TO_THE POINT. A second question after the first has been

asked is always possib]é. but only one question:should be asked at a




#alr)e‘v‘ave length. &
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time; otherwise the questioner may not get the required answer.
AND_FINALLY:

The sun is greater than' the parts! I've heard speeches that
broke all the rules--yet worked as good speeches because the speaker
established a rapport with the audience an§ because of his/her

sincerity and interest and enthusiasm caught the audience's attention

Asd I've heard speeches t@ used 211 the right and proper ~techniquesv

and yet flopped hecause(the audience and the speaker were nat on the

If you have,an, affinity for' your. subject matter and some
knowledge about it and: you are able.to build audience ‘rapport so that

your éteners see your ideas through you, then you will have a

successful speech. Your enthusiasm for and interest in and sincerity

towards both your Subject and your audience matter more tjan anything

else. ‘Good luck’ 3 s . : .

6.




Assignments - Part Two

Brmg te class an ‘article that has %ome special personal meaning —

. lfur you (a wt from a-child, a plant you have taken-care growing, -
a memento from a particular holiday). Speak for 1-2 minutes about
p " this item. Show it to the group. Tell what mikes it important,

how ynu obtained ity what it says ahuut you as aferson - : &

5w \ 2. Give a 2-5 minute talk:about your hobby, avocation,.or use of

A ' leisure time. Hhat does this activity say about you as a person.
: o b l7 ] o8 ‘

3. Give a 3- 5 minute talk usinga v(sua\ aid (fnm VIR, shdes. ] b

.. - .chart, diagram, handaut etc.) so that your t.ﬂk'mﬂ be better

illustrated and more meaningful to your aud!ence (N.B. This is
B ' a speech, illustrated by a visuval aid--not a talk to teach how

h
something works.) . . %
y 3

A 4. G‘(ve a 3-5 minute talk showing how something works. You may usqy -

a visual a

d if you Tike. i
> 5. Give-a 3-5 minute talk on some facet of your job or occupation.

Pick an area of work that appeals to you and try to show your

audience why you are enthusiastic. L

Give a- 3-5 minute talk trying to persudde your dudience to under-..

take a particular project (e.g

.\vote for a certain political

i " —_— " i
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8. Find two classmites and make up subjects for each other. Speak ,
to this group with'only one minute's preparation for each topic--

T - give al-2 min_uta presentation. Combine into groups of six and
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UNIT NINE
- DEVELOPING YOUR WRITING - -

The students generally hive two main difficulties with writing:

+ (1) (of which they are.mostly aware) the lack of ideas and words to
comunicate. the ir thoughts and ie?ungs, and (2) (of which very few
are aware) 'Iorlgwl'ndgd sentences and paragraphs containing _redundancies’
and nuddTed Tanguage.  The first of these is' genéral ly characterized
by the student who says, "I know what T want to say ‘but:I-just can't
get it down on paper!" hén asked to write a couple of paragraphs ‘she
;Jsuaﬁy manages. only two or three.sentences. On the other hand, we ’
meet a great number of adult writers who feel, because they have
viritten two.pages when two paragraphs. were called for, thed r' work must
be "good." In the latter case it is more diFFicuPt to understand that
to be good (e.q., write meaningful communication easily understood by
the reader), the writing must be clear and concise. Most of our night
students seem‘to fall into the second category with ; fair sprinkTing
from the first. Clear, concise, complete writing seems to be the
exception rather than’ the rule.

Do you recognize yourself in the above descriptions? If you
feel that you can easily cover 2 page or two in reasonsble writing,
take a moment to examine your coﬁ{»unications«du they say éxactly what
you want them to say, no more, no\less? Could you:have given the same
ideas in fewer words better chosen? Have you repeated yourself, even

once? ’




‘Clear, Concise, Correct and Complete Writing

One problem that many students have in written communication

is’ the lack of ability to choose the “right" word for the occasion.
The "wrong" word then clutters the mes'sagz while the reader attempts 3,
to figure out what was meant. '
 For example, the words obtain, attain, get, earn, win all
have similar meanings ih English; and yet we don't “attain® a salary,
Ve earn” it; we don't "win" a job, we “obtain® one; we "win' a prize
and “attain® an honour. Words iike these offer us little trouble
because ‘they are short, sinple gveryday words that most of % know
and are able to recognize and use with the approprlate shades of meaning.
It is when we attempt to use Tonger, more unfamiliar words--especially
- hosewe think sound hore busindssiikes<Ehat we vun into Vquicksand
" and swiftly sink into a bog of our own mis-comnunication. Lt is wise
to remember that short, simple, familiar words communicate best and
: Use of them will help our readers understand the message we want them
to have. 1f we look at some of the most, famous passages in the
language--the Lord's Prayer, the Gettysburg Address, Hamlet's “to be .
or not to be"--we will find them embodying the principles I have just.
nentioned. As vell, business writing today tends to be informal, )
conversational, and siriple in style; and this trend seems likely to
 continue. ' ) !
e 2 So if you're tempted 'to say:
1. the matter under consideration Won't be admi tted to the
\ aegis of the present agreement--at Teast temporarily-- )
“Try: 18§ outéide the scope of the plan right now, : :

having taking the matter under advisement, it is our




. 124 i
- i
considered opinion that the present method is the most
efficient-- .
L] try: we thqu thds works best. .
3. The vast majority of those canvassed indicated a strong
, Fpreference. for the colour yellow on the newly-decorated walls
f; : . J

of the cafeteria-- ’

try: more people like yellow walls in the cafeteria.

In the above examples I ve not only used shorter and slmp]er words ,
I've reduced the ‘numbsr of words needed.

Be carefu! that the correct word s used, too. It's very easy
in English to use a noun form where an adjective form is. needed

I
saW oné recently that read: "The ignorance person doesn't-say please

or thank-yoi,"

Of course, 'the correct word was "ignorant." :

Incorrect grammar can also distort your message. You, the

" reader, receive‘a Tlepter from your friend Joe in which Joe says, "Pete

don't like it at all.” You are Tikely to get a message about:Joe's

+ sub-standard grammar rather than about Pete's dislikes.

Ticorrect spelling does exactly the same thing. English Tends

itself to spelHng error and it's wise to have a dictionary handy to

be certain. Good spelling is an asset to ‘geid cmum:amns Again

if the writer says, "The ac:amodatmns- cﬂst $85 per night," the reader
is Yikely to Tose the message concerning the high cost of the hotel
/ . s

:room and note instedd the Tow quality of the Writer's spelling.

(The
" second word should/be spe

If youhave any doubt
about your ahi'Htf to spell, always have a desk or pocket dictionacy
beside you. N

ed "accommodat fons.")

/
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Some people seeri to be chronically unable to tell the differ-

' ence betweeii’/'-ant" and "-ent" and between "-ance" and "-ence"; but

there is no fieed to make a mistake in these because, knowing that Yo~
don't know such words, ook up all of them in the dictionary.

The "i" before "e" (or "e" before "i") words often trip writers
up. S0 do words that double the,consonant when adding a suffix (“omit"
becomes "omitted," for example). Watch, too, for plurals and posses-
sives as these are often difFicult to handle. Are the following words
spelled correctly? (Answers on p. 131). '
1. inconverfience m2. nineth, 3. acquiesce, 4. supersede,

5. likelihood, 6. committed, 7. ten knifes, 8. the boys' bodies,

9. the mens!. cars:

Note: This text does not contatn a handbook of grammar, spelling, %
and style. I reconmend thefollawing books:

1. BusineSs English and Conmunication
- Stewart, Lanham and Zimmer, 7.
“ 2. -The Portable English Handbook /'
~ - Herman, i e B - .

3. Canadian Secretary’s Handbook, 1979.
4. The-Heritage Illustrated Dictionary of the English

language, 1973. .
5. The Webster New Collegiate Dictionary, Ed. 1977. '

Redundancies”
A problem in correcting student assignments is the use of

“each and every" person,

expressions such as

_ “orie and only" girlfriend.
What's wrong with "each pérson” and "only girlfriend"?
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Some of the other predominant ones that should disappear from your

writing are: s -

R first and foremost :
help and cooperation
colt and expense i

—-a 1ittle practice in watching for these will help you to eliminate

them and write more concisely and clearly. :

_- " Another type of these kinds of expressions is the use of 3

noun-adjective/adverb~apnd where both words have the same méaning, Some

examples are:
Hrst‘beg
refer back
repeat again
exactly \'delltical
reduce down ) e
very unique
I pers‘nnany
Of course, began, refer, repeat, identical, reduce, and unique mld-
su.fﬁu and w’dn't clutter your communication. . '3
.. Many students first learning towrite business letters put in
many old-fashioned and redundant terms. Here are some exalnﬂes’ in the

list on the left and how these can be changed into clearer more con-

it's there)

*cise English. /

Instead of_: Say:
VouQ cheque in the dmau}t.nf $105. Your cheque for $105.
Enclosed please find . Enclosed s (I'11 find it if
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Thanking you, | remain Thark you

© bue to the fact that Because 5 )
© . In the event that f
LY
Within the course of the :next Within a week
weel
.

Please do not hesitate to - Please
* “

At this point in time Now

Such word saving can save time (inwriting and reading) and money

(typist's wages, less paper) and can make your comunication much

easier for the reader to receive.

Perhaps an example would be helpful; it was taken from a memo .
1 once received.

Example:

“In recent days you were sent a Position Allocation Notice .
: showing your proposed allocation, together with a copy of
the specification for the proposed allocation.

“Resulting frod further consideration to the question of
incorporating positions of teachers and instructors in the
new Position Classification Plan, and following discussions
with the Department of Education, Public Administration
Service has decided to recommend to Government that these
positions be placed outside the ambit of the plan. The
positions will venain under the classification plan now /
in effect in the Department of Education. . /

"Wie spologize for any inconvenience caused.”

vhew! 1 read this memo six times before I decided that what

the writer was trying to say was:
"Plegse disregard'the Position Allocation Notice of March
159 Teachers will remsin in the present classification,

iy B system. We apologize if this has caused you any
X inconvenience.” "

9(Specific dates are always best in the context).




Expansion

Let's turn now to the problem of not being able to get down on
paper your real thoughts and feelings. Remember that each of you is
a unique Imﬂvldn‘nl and you will have experiences in your life that
are quite different from anyone else's. These experiences will express
you to others and will let others see a part of you and Tet them share
your time and space for. a short.time. Repember you can only share

what you can communicate--in .speaking and in writing:

The Essential Questions

Orie of thé' ways I suggest to students to he1p express-more
ideas on paper is to have them ask themselves essential questions about
v:hej experience they wish to communicate to others. . These questions

are:

Let's Inol; at some examples cf‘ how these might be used.
The topic you are writing about is
i “A Holiday I Enjoyed." X 3
Perhaps you are wrmng.w a friend to.describe.youi May 24th fishing
ar canping trips ! perhaps you are writing to your daugtterat college

Wrraditionally My 24th is the first holiday of the summer
season in Newfoundland-.
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in another province to tell her of your winter vacation in Floridas; 5
GRRHADSJE0AFs WV, JoUR ateRER Th § ST towto! SaTIthanier
your wegkend in a big city; whatever the occasion, all you've managed
towrite is: 3
A. We had a fantastic fishing trip. [ caught four. Joe caught two:
M1 the best, Bil1. ’

8. We left for Florida on May 15th. The sunwas shining when we
got there. Had a great time.

Love, Mother.

C. Went to-New York for the weekend. I'd like to go back sometime.
Boy, it was big o

; 5 . Love, Les.

" Consider, what do the words "fantastic,’ "great," and "big" really
mean? /
Surely, we are able to say more than this. Let's apply our
essential questions to each of the three cases. The answers to the
questions, of course, become our letter.
The 24th May Fishing Trip:
When?  Not &ﬂy "Ma,; 24th" but on a }ate spring day
: early afternoon, N

. B in the misty dawn
as the days got Tonger and Tonger
Dominion Day
on my thirty-third birthday
as the clock struck four
Where? on the Terra Nova River

near the deepest pool

5




Who?

What?

Why?

¥ 130
in the thick of the woods I

in the most crowded campsite

“ along the busiest highway

me..

the puppy

my friend Joe . -

my youngest daughter

the man next door -, . o 5
thie high school principal .

Pete's grandmother”
v s

fish A
food

six frying pans and no kettle

rain for four days

4 hole in the tent’ . \
a broken Tine  ° e

for Fish .

for enjoyment £

to tell stories(the; or afterwards)
to smell the fresh air . )
the best we could

with a broken line :
wi.th lots of success - J

wi thout much practice
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Remember though--sentences have to be made out of these lists
and the sentences organized into paragraphs .

Too, not every one of our essential questions will apply in
every case. They're just there to help frovide answers that will give
your work enphasis and interest. ¢

Recently an eighteen-year-old student wrote me from Brazil
whers he vas on 2 Rotary Youth Exchange Prograi.

One of the Rotarians (who?) took me’ into’ the nearby woods -

(where?) hunting. While ft.was still dark (whent) T got an ovl and
two birds--and nearly shat the dog! (wiat?) He'd asked me if 1'd
ever been hufiting before [1'd have thought that was obvious , I was
ooty (how?) 1, But‘we continued our trip because he'dypronised pe
a‘day in the country (why?). L
< MNowit's up to you. Do one of the three exercises 1isted:
Belon lirfie:dbout 150-500 words” Pass:your ork to:your Frstructor
“ when you'reXinished. 3
1. Write a Magter telling about your last vacation S v
mesber who lives at some distance from you.
2. Write to someone in your class telling him/her sr.-etfn‘ng about

yourself you'd 1ike to share.

_Write to your instructor giving your ‘critique of your course

up to now.
Answers to spelling quiz on p., 125,

1. Correct ‘. 2. ninth 3. Correct
4. - Cbrrect 5. Correct 6. Correct
7. . ten knives 8. Correct, 9. the men's cars

&
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UNIT TEN

) WRITING A BETTER LETTER

One of. the problems with letter writing is thatgmost of us

dnn‘t reahze that our letters can be \mproved--and mproved a Totu
jood” styTe that our

We're content to drift- along wrinng in the same !
grade .eight teacher told us was currect some 10 or 207 years agoA

\ther@'s no. doubt: that that was'a goud fam in Lhuse days hut we: must
1 tuchanges. and new, L

member :that Ianguage 1s not

formats become "correct 4
'Wny do we write Ietters in biisiness anyway? The most mpor-

tant reason is that 1etters proude arecord--more or less permanent--
of the comrrumcatwn They are cheapﬂtu produce §n the first place
and falr]y easy to keep (nr to reduce to m|crof1 m, should the files
. become unme] dy) A]’though teﬂephnne caHs provnde mned‘ate
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Conciseness, Compl®teness, Courtesy, Correctness, and «Clarity are the
cornerstones of good business letters. Let's take these one at a time,
Conciseness means more than simply being sortTt means

expressing every idea that the writer wants to convey without wasting

any wards--using as many words as are necessary, and not one more. gt
Dear Manpower:

1 wants a job. Doy

Yours truly,

John. . . :

~This is.certainly a short lattar--the bas\c message is c'lear and simple.
" However the Tetter does nct meet the standards qf bemg camp\ete, cor- R

rect’, and cnurteousw Therefore 1t s not 4 concise letter--nerely a

too short one. © ~. . .

To be complete, Jom's 1e'tcer needed tg give details of his
educatwn and experience the exact \‘.ype of work he was lookmg fur,
the 1ocat1an he wanted to work iny etc” This camp]ete letter wuuld

give the reader aﬂ the mfvrmatwn needed to. even consider John! £y

apphcat\un. s e N - . . § &

N.B.. gst modern. app'lication letters have data sheets enclosed withv

) em. These data sheets (or, résumés, as the_y are sometlmes

- vcaﬂed) Tist thé details leaying the writer free-to use" sore
of ‘them in."the. actua] 1e“tfer t0-help hlm get the job sought.
See Appﬁndlx B, #

\aemg curncuu rtant m any wntten com;numcanon. Juhn § & ) oF

. had uvﬂy \four-wnrd 1etter h})t ‘he made one error m qramm

"wants" mst\e“mi

he said

want,"‘ The danger in:making. suc errors fas f've | - ¢
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pointed out before) is that the real message the readers gets is that
John 15 a person who makes errors in his work, is perhaps careless, or
didn't bother tO‘ look for hedp. This is surely far from the message
John, as a job seeker, wishes tu.con\;ey. It's wise to correct any
error that disrupts communication leading to a distorted message,
whether the error be in grammar, spelling, punctuation, or senténce &
structure. , 1

. Being courteous is perhaps the most important facet & writing
the Tetter. A discourteous Tetter is unlikely to acconphish its
purpose--it's more. 1ikely to anger the r‘ead;h John'% Tetter wasn't

deliberately discourteous; neither was 1t rude--it.simply omitted 5

~

words and phrases such as

I would appreciate . . .

Thank you for & . .

- Would you be good enough to, s

v Yours sincerely . . .

etec. * :
3 These are good bridging expressions ‘that could make John's
message easy to read and .more acceptable to his reader: writing in 2
positive rather ‘than negati—ve sty]‘e. Loek\at some commori negatives
.

translated into a positive format: : ¢ N "

Negative . o Positive
W can't help you . :.. : We wish ve could help you but
company policy prohibits . . .

Wle regret.to inform you . . Our apologies for sending the
4 incorrect, information . . . q
1t's never done that way . . . He've always done it-this way .~ . . »
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Recently, a lette\r was sent from a government bureau that
no'r‘mally takes 6-18 months to process a certain type of application.
Theletter read in part: ' "We regret to inform you that it will take
three more weeks to process your application.” Why cover the good
news by making‘it sound 1ike bad? Surely the letter should have read:
"We're happy to inform you your application will be pracesséd in just
three weeks.” Letters that are written in the positive are easier to

read and are' a courtesy to the reader. .k

Clarity is important in business writing. Recently a student
was writing in response to an assigment that required a complaint
Tetter about a malfunction in a sofa. The final'letter read: "Dear
Miss Smith: A short while ago'I received a sofa that opened into a
bed from you."! This misplaceqlent of the words "from you" seemed to
indica’;e' the sofa opened out from Miss Siith rather than that it had :
been received from her company. Sometimes writers will. use pronouns

. in such a way as to muddy the wwiting re;uiti;wg in a loss of clarity.
For example, “Smith gave it to .J;mes after he went hoie." Whether it
was‘Smith or Joies who we; home we are unable te tell. Sometimes
"which" and "who" clauses are misplaced. I em indebted to Stéwart,
Lanham anfl Zimmer, (1§77) for "The sandwiches were wrapped in aluminum

“foil, uhich we ate hungrily’ {p. 275). Other clauses introduced by gér-
uds often have, inexplicit completions; for example: “Having devoured
the sandwichesythe aluminum foil was left." _Let's change all these
sentences to correct forms. . . ¥

1: A short while ago, I-received from you a sofa that opened
into a bevé. £ :

Z.. Smith gave it to Jongs after Smith (or Jones) went home. .
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3. We hungrily ate the sandwiches, which were wrapped in "Iuminum
foil. . K

4. The aluminum foil was left after we devoured the sandwiches. }
Letter Writing Tips
- 1. If there's good news to relate, say ft in the first paragraph. &
' This makes the reader more receptive to the remainder of your ¢ ¢
message. . i

v 8§ 2o1fa cheque or money' order or (heaven forbid) cash is encldsed,

x . mention the amount, e.g., "Enclosed is my cheque for $45." . 4
' e N.B. Hatch the style. (Never:: “Enclosed please-find a cheque . ]
3 “in the ar;munt of -$45." == if it's there, the reader will
E find it 2

f : ~‘3. Be specific about dates, p'laces, and t1me§. Always give the

’ year as well as the month and day when referring to dates in
the body of a letter; e.g., "May I make a reservation for the
night of May 5, 1980." FIg's a good ide; to use the ZA-hou;“
clock when r;ferring to times for example, "09:00 hours" is

- nine o'clock in the morning and "21:00 hours" is nine ‘o'clock
in the evening. . - . = v g

. £
4. If you need to apologize to the reader, do so simgly and,

.quickly without flowers or frills; e.g., "We apoloé’ize for the
*£  delay, Mrs. Samson, and will take steps to prevent its happen-
ing ‘again," or "We' re sorry ahnut tha error in_the account-- £

ks we'll correct it mlmed\ate!y '

N.B. Remenber " regret to, 1nform you'. . . means: somebody's :
dead; and "unfortunately" means somebody's hraneLr gT ,

i 5. If thanks are in ordér (e.g., in a reply to a received Tetter),

‘say "Thank you for . . ." as an opeang remark. ‘It's'a

"

TR AT A
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courtesy to the reader and shouldn't be left to the end.
6. If you wish to thank the reader wdvance at the end of a’

letter however, then say simply "Thank you," or "Thank you. for
your anticipated response."
N.B. "Thankvng you" or "Thunkmg you in advance" are con-
sidered old-fashioned and passé.) s
Letter Styles

Essential part:

Thergfare seven essential parts of a' letter and a number of no

essential parts.

The seven essential parts may be seerg in the Tetter below:

(XYZ Company
“)(12 Any Avenue
gAraundebay, N
3E

X7
i (2) September 20, 19--

¥s. S.A. Parsons )

.General Manager )

The ABC Company ; (3)
)

5

42 Cabot Road
Gander, NF

Dear Ms. Parsons:  (4) . . :

N | Thank you for your Tetter of (5). September 15, 19--; we are .
A . pleased to enclose the information you requested.

If there is dny other help-we can give, please write. i 7

,(5) Yours slm:enﬂy, R

£ ’ (7) Rose.S. Drover . et
B 5 s B ‘ . Sales ‘Manager \ /
: S . Voo
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(1) Letterhead--in the case of printed stationery--or Heading.
(2) pate.. ) . - .
. (3) Inside Address. ‘ i
. (4) saTutation. V
(5) Body- \

oy (6) Complimentary Close.

, . (7) S}gnaturz. 4

1. Letterhead . T ow .

*lsually a return address is :aHed a Ietterhead if it is a

company name Lhat is unpr'lnted on the top-of a sheet of paper. . When,
the writer Writes in such an address, it.is called a heading. A head-
ing, must he wrltlen in all persena] ‘business letters and is a courtesy
i - in friendly letters as well. !
Examples of headings: R s
.. 7 A. 1432 Laurier Boulevard

Anytown, -Province
Canada - 128 347

o

One- MacPherson Drive . - Ay &
Someplace, -NF . ) . € xp -
Canada.ATM,288.

! C. Apt. 402 Euﬂdlng 9P ¥
d . 100 Charles Street - L
4 Bigmty s Ontario . i

.0. ch 3027
Littletown, NB
2F 5X6 5

NOTE:
1d. The words street, avenue,road, etc., are never abbrevjated;.

e.g., 12 Kent Street. )
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Ib. Street names themselves are never abbreviated.

II. Names of cities and towns are abbreviated only in the incorpo-
rated name of the city; e.g., St. John's, NF N

111, Names of provinces may be abbreviated (note the two-letter designa-
_ tion with no periods NF rather than the older Nfld.)

V. Postal codes should be imﬂuded.‘

»1. V. The word Canada should appear in headings of letters addressed

outside the country. . o
"VI. ‘Words er"ai)artment, post officey rural route, etc., may be

% ahbrev(ated

VII. Numbers of fouv(or more figures have no commas in street

- addresses. "
: 2y Date W
Thev date may be written in two ways:
A. The traditional method:.
: ’ September 20, 1979
' 8. The "metric* method: !
' 1979 09 20. T
3 . In the first the name of the monthi is not abbrevlated a coma apgears
T after the figures designating the days the year s written in four Lo -
figures. 3 N £
. In the seeond the four- -figure year appears f1rst, one space is +' ’ é

* Teft; the month is, wr\tten in two flgures one space 1s Teft; the day is (5

wr‘itten, againdn two figures. i B | ~_'




3. Inside Address

The inside address duplicates exactly the information that

person should appear on the top 1i

appears on the outside of the envelnw\lf possible, the name of a
x

amples:
A.: Ms. Jane Smith Note: A1l women should be
Personne] Nanager | addressed as Ms. unless
The XYZ Company the writer knows a certain - ~

2014 Maine Street, .
Bigcity, New Province
Canada 138 4M7

woman wishes to be Mrs.
or Miss.

B.. Director.of Student Affairs
The Coﬂege of the Lahradvr -
P.0.'Box 420
tain, Newfoundiand
AOX dP2

C. The Bank of Newfoupdland
East End Branch : Y

a8 170 South Road ‘ .

Aroundebay, NF
R2Q 517

4. Salutation . . “f

The salutation is perhaps the most difficult to handle.of all the
modern letter-writing trends. It's very easy in the first instance
above to say "Dear Ms‘. Smith:"; the whole business is sin;ﬂ; if there's
a name involved. It's NMTI no name is known that probleéms result, for

there are more and more wWomen hn}ding‘nﬂnagement posi"tioﬂs in many
.

' fields @nd it's pretty insulting ‘to receive letters such as the one

recently addressed to "Ms. E'lizube‘ih Reynolds . . . Deur Sir:"!
Actually in case B (the Direccor of Student Affa\rs) the saluta-

tion can be "Dear S1r or Madam:" i
Huwever case C presents us with the d(fﬂ:u'lty of using "Gentle-

men:" for an organi zatinn that may be composed entirely of women! Some,

authori ties suggesi "Dear People:" or "Gentlepeople:" ‘or similar forms..
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1 myself prefer to use “Good morning:" However such temms are not in
general usage and it's wise to avoid them.

5. Body
The body of the letter is the message--the information being

sent and should follow the suggestions outlined earlier in this chapter.

6. Complimentary Close
a 0
Most writers now suggest "Yours: truly" only in the most formal

of Tettérs. “Yours sincerely," "Very sincerely yours," or "Cordially

yours" -are considered to be more conversational and friendly.

7. Signature » .
It's a lack of courtesy to sign a letter E.L. Reynolds--the
reader can't tell if I'm Ms. or Mr. Reynolds. However any one of the

following would be correct.
.

A-W . iﬂw
EXC. ReynoTds ; T Elizabeth L. Reynolds

Ay

" ;wﬁﬁ%% <

or (Miss

' /

~(Mr.) E.L. ReYnolds

(Miss)#1izabeth L, Reynolds (Mrs.) Elizabeth L. Reynolds
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The signature should be typed as well as written for clarity,
and the signer should indicate either by writing his/her full name at

Teast once or by including a title how he/she wishes ‘to be addressed in

a return letter. These are only courtesies to the reader.

Format
There are 2 number of ways to design a letter and formats to

follow. These are indicated on the following pages, with notes on each.

Punctuation

- Open 12 Kent Place
4 St. John's, NF
Canada

i €losed 12 Kent Place,
H St. John's, NFld.,
Canada .

SEMI-BLOCK--open Eunctuatiur}

. ) 14 Trudeau Place
St. Anthony, Nf
Al

5M7
: September 25, 1979
%

Mr. George Smith, ‘anager
The Bank of Newfoundland
1415 Vater Street '
St. John's, NF A13 1V6 )

Dear George:

\ This lettef is written in semi-block style. .Mote that, while

b the date is written on the right-hand side of the page, the

' paragraphs bégin at the left. This means that the typist has to
' set only one tab.

This srty_]e is very popular. v

- Yours sincerely,

?ﬁj“

«Peter Smith ¢
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FULL BLOCK--open punctuation

Rural Route One
Farmingdale, ON
K2M 386 -

1979 09 25

Mrs. Lana Lewis .
Sales Manager

The XYZ Company
Smalltown, NS

B38 5P7

Dear Mrs. Lewis:

This letter is written in the full block style in which all tabs
are set at the left margin. This is a very efficient way of writing
letters, which is coming into wider use. oo

‘I think we'll see many more letters typed in'this style in the
future. E

Very sincerely yours,

«JJM Neones

Martha J. Jones (Miss)

i
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t
I
N \ '
210 Cranston Crescent \
Comersville, Alberta . \
S2R SE \
11979 09 25, - ¢
© The XYZConpany . 1
! 1516 Water Street \
St. John's, MF N \
RIC V8 5 Vg "

. -.Tr;is letter the efﬁcieucy expert's Ieltter Many see it as the
the

SUBJECT: - The Simolified Letter & \'

letter of the future lack 'of a salutation overcomes
oroblem of whether to address the XYZ Compiny as "Gentlemen" when
you know the senior management may be woner\. )

It does not have a complimentary closé and seems to be almost a
cross between a letter and a memo.

| Jean t7 'pabeff'

ydr .) Jean R. Robert
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There are a nuiber of other forms--not now in general use.
However, the three forms previously presented are probably adequate :
for most business needs. ¢ i S
=y
s )
v
‘ i . <
a
< - =
3 ‘ :
= :
z . . - 0 X
& e L
¢ i by
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APPERDIX A

12 Any Avenue .

Aroundebay

y B Newfoundland - * GE T ow B
B B R A RE el b & L AE N Y

W : : September 20 49

\Manpower Cnunsellor : :
Department of Manpower TR
*St. John's; NF 2
Rgaes; -l

Dear 51r"rMadam~ Y * =

Are there-dt -the mment a penings for-a well-trained and’ experi--
‘enced “bank te]ler. or accounting «clerk. 1 would prefer:to work on
<'the ‘is1and 6f Newfoundland, bty would certamly consider ‘any’ g N .

posmon in ‘eastern CanadaA ; t W

% 1
As T have indicated’ on the enclused data ‘sheet, I have worked for s
three years as an accounts receivable clerk. \vnth the XYZ Company and PR

. for oge year as-a ‘teller at.the'Bank of Newfoundland. - Previously 1 ]
took a.one-year course in Clerk Accountmg from. The Cn]lege of Trades B
and Technohgh St John's, NF. .

‘If.-there are- any: ava\lnh'le pnsitions, I WOu'[d be happy to travel
anywhere in Newfoundland for a personal mterv - You may reach me -:.0 " i
at (709) 777-2222. i ; I R B R T g

Yours very slncerely,

encl. data sheet




APPENDIX B

PERSONAL DATA SHEET
g of - ., E
Q0HN 3. SMITH.
12 Amy Avenue
. Aroundebay, N
. N (709) 777 2222

EXPERIEMCE P Eh E o

1. The'Bank of Newfoundland Aruundebay, 1977 'to 1978 .

position:. ~ Teller

duties: counting money, receiving cash meetmg
custoners

2. The XYZ Company, Aroundebay, 1974 tn 1977
position:  Accounts Receivable clerk
duties: handling accounts receivable

3. K-Mart,'St. John's, S\mmer, 1973
T position::  stocl
. duties: stoclk\ng shelves’, taking inventory .

EDUCATION: .

o
1.7 The College "of Trades and Technu'logx St. Jnhn‘s. 1973-1974
- course:. erk Accounting - N
, ,subjer.ts: + typing, office practice, a:cuuntmg, N

* Communications,, math.

Z: Lester. Pearscn Co‘l'leg‘ate Aroundehay, NF.1971-1973 o5
0

course : Grade X and X1 - ~(hons). /. b
Usubjects:’ EngHsh French, hlstory, math, physics,
: eccnum\cs, biology

3. Memoria] Umversnz of Newfoundland, Clarenvlllg, 1976 1977
o course: Prmcw es of com\umcatmns (45 hvurs)
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ACTIVITIES:

1. Hobpies: skiing, skating, hunting, fishing
collector for Red Cross
choir, basketball team, yearbook, track,

2. Community Service:
3. Extra-curricular:
© variety show

REFERENCES: . . )

1. Hr. James Junes
< Manag el
The Bank uf Newfound]and
Aruundehay.

2. Ms: B.A. Plke
General Manager

*. XYZ Company

. Aroundehay, NF

3. HMiss Nola Baker
Instructor
The CuHege nf Trades and Technology
St. John's, N




UNIT ELEVEN
WRITING THE MEMO AND THE MEMO REPORT

The Memo 0
N ?
57 4 The memo has almost the same function as a letter with one
' notable exception--while a business Tetter is written to'a reader out-

. side the organization, a mefo is an internal communication directed to

T o reader itside the organization. o 5t

The tgx‘t of the memo, for that reason, may.be somewhatshorter
tﬁan"that of a Tetter because the reader is presumed to know about
company policy and pro:edvures’ that may have to be explained to an out-
side reader. Then, too, the writer, while taking care to be courteous,
does not have td "lay it on quite so thick" as when writing to an out-

side reader. However the general rules of being courtecus, clear, com-

plete, c%rrect an:i concise still apply to memos.
) Many organizations have at- least one printed nemo forn (see -
Appendixes I and II). Mmyerr. some pi-gfer to type memos on company K
fetterhead. Either form is acceptable. What is 1rﬂp;7run; is that .
certain headings are 1nc1uded :

.The name of the pzrson to whom tne memo is addressed should N
aypear ﬁrst. For example: )
TO'

I John Jon:s, Night Supervisor o L ik

“Miss Ste\la Smith, Personnel Managzn

'fo; . Eetty Riddr s Clerk : i
: .Nnt! Ehat

ie title (Mr., Mrs.; Hiss, Ms., Or., etc.) appears before’

the name and the wsxtiw or job t(tTe afterviards. .




)
£
§
k1
'

stated :leaﬂy and ccnc\ser For exanple: .

- i 150
The name of the person sen;ﬁng the memo sh;m]d be inc]uded next.

For example: '

Fron: Liza Marshall '

From: Her;ry Lawford .

From: Leslie Sampson,.Clerk, Administration

Hote .that no t\tle appears before the name and no job classification

_aiterwards--unless the job c]ass\ﬁcatwn 15 necessary to identify the

wri ter (who may’not be known by name tn the reader):
The sthe:t \me usuaHy appears next.  The subject shuul;! be
Subject: Request far hnh’day change
Sibject: Student absenteeism--Pl Program « . - .
Subject: Broken window in Roon H-304 .
Tlne date of writing should always appear“ in a memo to provide
an accurate written record of theé communication. For example:
Date: January 30, 1979 :
Date: 1979 01 30
A memo should be used for evgn" the simplest internal .communica<
tions because' a‘memo wm provide an“accurate written record of a
transaction, request, notification, etc.. This may be essential in order

to prevent future dissention about who said what to whom when!

The Informal Report ]

Informal reﬁarts are’ _usuafl:yuwritten in “memo form and 's0 are
discussed in this chapter. 3 Ifa v’-e‘ader write; ﬂ:rmal rgpnfts, 1 would
suggest that, he/she consult a kmak solely devoted to report writing’ '

(several are hsted ‘with asterisks 1n the hih'lwgraphy fur this umt),

E i
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or, better still, a reader might register for a complete report-
writing course at a post-secondary institution:
Many reports in business, government, and :industry are simple

1-4 page dacume}lts requested for a very specific purpose.

1. The Purpose -
Purposes vary with-each report. The report in Appendix TV

was requested by Rachel J. Simpson; a Dean’of Students. at Labrador College, :

. & ;
: beca«;e ihg Board of Gc‘vernors had heard”that“large numbers of students )
“were absentfﬁg the_n;lselves‘ from classes. 1:7@ Governors viantedv to' Know v £
7 exactly how many pegple "a large number” consisted of, so they asked w ol
Dean Simpson who requested John Basha, an assistant director of student ‘
" adninistration, to do the job. T @ '

John Basha's duties involved this kind of activity and he had
done such reports before. . : X
A report writer must a]wa;'/s consider the purpose for which his/
. her report-wil.]’be used. In the‘caée of Labrador College, a simple
- st_aﬁst(ca] finding was required: Suppose however that the ‘Crmege was *

asked by Manpower Department of the Federal, Government for' such

statistics because this department was financially supporting all 200 5
‘of these students and the College was accountable. John Basha's recom-
mendétirms'and his -conclusions would be different--as we shall see.

' Stppose, 'tuu, that in other similar colleges the absentee rate was

about 1%.and fa]h’ﬁg; again the conclusions and recommendations would

' be different. . . * o
) s . , y 4
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whose job is closest to the report tnp{c “(as John Basha was chosen) .

’1nvulved ar acquamtance with.the group oF peop]e most concerned "The

The unlon md\cated, for mstance, that a Leve] 2; Group C teacher. in

152 £

2. The Person ) "

.
The person chosen to-write a réport should ideally be the one

Otherwise it.should be_a person who for ope reason or other has some

expertisé 1n ‘the subiect ared, knowledge of the special conditions

person who writes the report ‘must-give the stamp of. hls/her 1ndw1duath
when the. report has to be smnmed up in_the conclus1 ons. when the resu]ts
of. thase conclusions are embud1ad in recammendations and’ when the f
1mpli:at|uns of thuse recommndatmns are considered in terms of money,
time, h\gman'resources. ete, - ' v
3. The Facts
Sb!qecne’ oncesaid, "There are lies, dam lies, and statistics!" !
Report writers must be ‘careful to read the facts carefully, obsefve 5
procedures or progress” intentiy;~and review ch‘e statistics with over-
abundant concern for detm and accuracy. ’ ;. Y
Some tune agu a group of teachers went on stnke. The‘teacr:érs'
umon pulihshed a set-of statistlcs shawmg the poor .salaries of teachers 9

in \‘.h1s pravmce as compared with' the sahr\es of teachers in others.

L
pruvmce X madev 5952 00’ a month whﬂe a teacher Jin the str\ke ‘bound. -

‘province made on]_v $867:00 a month. - . & - e '
The. government-:cﬂntered with the fact:that.a Level2, Group C B

teacher, in piov1’nde»1 made SQ 520 00 'p& year; while:the same leve1 .

teacher 1n the striﬂe pruvmce made $10 M)A 00. per year. Buth were
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teachers on a ten-month basis, while the other prévince's teachers were
.paid for 12 months. Statistics, "facts," etc.,can be s‘]anted to
provide any point of view. It is the report writer's job to pick his/
herc\;tay through-this morass in order to report accurately.

. Observations are equally difficult pitfalls for the report
wvri)tar'. Well known are the stories of several peo'p'le viewing the
accident, for instance, and each seeing a different happening. *

<. However, when you are 'writing a report, it is your impressions

%o ! \
. ‘and observations. of ‘the facts that are required.  That is why you have

been asked to report in the First place. - © - §
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W7 aeenonx 1
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Message below O

TELEPHONE CALL

TOThannnramad s e DRtessianiane

Taken by:

Will call again  [J

Please return call []

No message O e A
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REYNOLDS ASSOCTATES LIMITED

~MEMO-

SUBJECT:

Date:
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APPENDIX ITI "

| subject: Request For holdday change

THE XYX COMPANY R g f
HEMORANDUM

To: Ms. Jane Jones, Personnel Manader 1
From:  Peter Smith )

Date: 197905 21

I am due to take -my two-week annual Teave from July 1-July 15;
as usual, I'mplanning to take my family camping. Some personal
legal business has. come up that will demand my presence in St.
John's on July 3. Hay I rearrange my vacation so that | take
July 7 to July 21 inclusive? I would appreciat® your answer as
soon as possible. )

Thank you.
a




2 . APPENDIX TV

The ¥emo Report 2/

THE COLLEGE OF LABRADOR

MEMO RANDUM
5 To: " Ms. Rachel J. Simpson, Dean of Students
From: John Basha :
. o . Date: March 15, 1979
Subject: Student absenteeism - PI Program . K

As you requested in your memo of Mirch 1, I have investigated the
. absenteeism for February, 1979. The following are.my findings based
on 200 students presently registered.

3 1. Students absent »'day: -
STek 43 L .
Excused 31

Without excuse 5
Other (e.g., too
late for a late

. .« slip, left in

i first half hour) _3
i 82 Total . s
4 2. Students abseft 1 da : ¢ i
. 9 E - Sick 20 . -
¥ : Excused 2 e
N . - Without excuse 2
b Other . -2
: ; . % Total .
"3.. Students abserdt'? days . .
Sick 12 .
Excused , 3 #
Without excuse 0
Other - ot
= - 16 + Total




APPENDIX IV (cont'd)

4. Students absent 3 days
Sick

Excused
Without excuse
ther  *

5. Students absent 4 days ‘
N c i

Excused
~ > Without excuse
Other.

6. Students absent 5 days

Excuset
Without excuse
Lo Other

7. Students absent 7 days
. ich

Excused °
Without excuse
Other

. - ¢

Conclusi ons

Total days attenda
Total days absence,

158

woo—a

Total

elrcon

Total

{now  terninated)

o pe

Total . ' 34

dooo-

Total = - &

4000 student-days
100 student-days

a 24 absentee rate

However, 50% of the registéred students missed 2 minimm-of one-ha'lf

day during February.

Recommendations

2. ks 24k is an axtreme'ly

1. I recomend that another survey be carried out in-July and/or
August as attendance seemed to drop last sumer

4

Tow rate for co'l’leges of this kmd 1

u -y

recommend that no further -action be taken.
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. Assigments -- Part Three

1. Hrite K paragraph about a mpic that is immrtant to you. Aska -
friend or classmate to read it and tell you what. he/she thinks

. you' re really saylnp. D\d you cnnmumcate clearly? Rewrw the

’paragraph if you did not. ’ .
o . ‘ .2. Choose an abstract topic (e.g., love, hate. fe%r, Joy, anger,
: 1 etc. ) and: repeat the zxerclse above,
. @ X

-,'} ] “ ’ ’3; Imaqipe ‘yourse)f inéﬂa siga{hm vmer.e you are moviv{g rap‘l‘dl\y or * .
§ i differently from usual (& 9. in acar-at 140 kph, on a ferris

! , f “' wheel, on a mer‘ry-_go-rou'nq\n. -E" a paragraph de§cr|’be the sensation .

) x PR} w

“you feel. \
v

" 4. Pick anevent in )(\r hf} that has been unusual. Describe it in
a’paragraph or two Vt{at your reader can experience the rarity

. of ‘the situation with you. ) .

k 5. Write a letter (and data sheet) applying for a position that you,
vould like to-have. . f

o

. MWrite any applicable businé§§ lett;[ that you might have need. of .

in your basiness or personal life.

3 A s
.~ 7. Write aletter to a ‘company .from which you have purchased

uisatisfactory merchandise. Request a definite adjustment.




8. Urite a memo report on one of the following:

P . . A. The cleanliness of the'washroom in one of the following:

your college
your place of work
alocal restaurant or pub

- i

Courses open to adult learners in cne of the fo'l]ow{ng‘ .\

.yuur communi ty o
: your college e
your ‘type urf bus(ness




* BOOKLIST - SECTION THREE

Coleman, Peter and Brambleby, Ken . ¢

- The Technologist as Writer . P e

. = '_—E'C_ﬂpyr‘gﬁt 1969 . g - /
The Ryerson Press, %
Torantc, Ont.

Cunninghari, Harray . J
Commumtation, Frum Principles to Practices.

= L NCGraw-HiT Kverson Lunn,ed o L & o S
_Torontg, Ont. i 2 4 .

s Students o L
oy i
Holt; Rinehart & uinstnn ef Candda-Limi ted, T

Tornnto, Qnt . . .

R . *Farmﬂue, Dornthy 4
Creatwe commumcanon far Busl

*Friedrich, Dick and. Kuester, David .

1t's Mine and 111 Write it That Way = - S .
Cupyr‘ ght 19

‘ Randnm/}ionse, E

New York, N.Y. - &% 8

A . .
Hemphi 11, P, £ . e ;
‘Business Communication » &
. Copyright 1976 i - p

Prentice-l{aﬂ, Inc:y .

Eng]ewood Cliffs, New, Jersey . : # Bl

*Hendefson, -Greta LaFn]lette and Voﬂes, Prvce R.
Business English Essentials
anadian Edition, 1977

e MGra i1l Ryerson Limvted, i 55 W -
Torbntu ot v o a5 e R

Harman, Wil ha

The Portab'le English Handhoﬂk
Copyright 1978

alt Rmehart ‘& Winston




_*Stewart “Marie, .0

Mills, Gordon H. and Walter, John A.
Technical Writing

Fourth Edition 1978
Holt, Rinehart & Winston,
New York; N.Y.

Perigoe, J. Rae and Perigoe, Lillian

Message and Meaninﬁ_

. Copyright 1974
Prentice-Hall of Canada Ltd.,
Scarborough, Ont. -

*Poe, Roy W. and Fruehhng. Rosemary. T.

Busmess Emvmmmcatwr A Prub'}em-sa]vmg Appruach

cond Edition 1
Gregg Dw1smn/McGraw~HﬂI Bnuk Cumpany,
New York, N.Y O

siness English. i Communicathn
Second Edition 1977

HeGraw-Hi11 Ryerson Limited,
Toronto, Ont. .

*Particularly helpful books

Lanham, Frank, Ph.D., ‘and Smmer, Kemeth, ea.n.




you at _face va‘lueqnd believe. yuu to

¢ Match your postur -

UNIT TWELVE

GOODBYE AND GOOD LUCK

& ¢

Be honest, open, and direct in your communications. This will help

- helpful hints for communicaters

you to establish clear channels of comun!catioﬁ and He1p others

to.understand you better.

Keep'your eyes, your mind, and’ your heart open when' you are vmrking'

* in.agroup, - When you understand athers better, you' comnicate

better. - [, :
Don't be ;frjaid to risk--remember the story of the t.urﬂe, he
doesn't éet anywhere unfl:T he sticks his neck out. o
Write clearly, simply, 'and directly«th_is helps your reader to
unde;stani you ar\\d your messagé better. . '
Be positive, be positiverbe positivet

Use gu\nd speﬂing, punctuauon, and granmar tu avoid giving a
“1ost” message. ' 2

Spe@k sTowly and clear?y“tn he]p yaur aud!ence undev‘stand-—It s

harder to Tisten thg\ it is to speak or. read

Look people straight 1n the eye whe ynu speak to them Th\'s will

ne1p your aud]ence see y_u as a person and understand yow message.”

if you"uuk and- sound alert; nthers Wil take

a],ert (A p'ieasant circle,

: ‘wh1ch then he] ps ycu to become even' more a]ert')
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10. Make a ggnd first impression--you never get a second chance at that.

11. Listen carefully--it ish't easy, but the rewards arel great for you
and for others who speak to you because you understa’nd each other
better. : ‘ . .

4 12. Consult reference material often. Books are available in the -

“libraries of universities and community colleges t;hrouqhnut the

v country. Most of these Tibraries offer their fa:11|t1es to members

of. the genera1 puhhc on a limited bas1s and to. evemng stidents

as ful] members. : ’

13, Please write -to me,: Ehzabeth ok Reynolds, 12 ent Place, St..
Jén's,s NF,

_1B 1V5, if you-have any Feedb’ack on d\scussmn -ahaut

this book or abcut con\mumcatiun prob]ems. I d wecoine Wetters‘

+ i< WM. Goodbye, gapd uck, and successful cumumcating d







far remuved from the-life style uf the uIder worker.

CHAPTER V. *
SUMMARY, CONCLUSIONS, AND RECOMMENDATIONS

, Presented in this chapter is a summary of the project, the

conclusions reached, and the recommendations made.

Sunary ;

TMs pruJect examined the needs for a continuing education
coursé in comnnlcatlo_n_. Thrdughout Newfoundland Targe numbers of
;adu]fs u‘,re griroﬂi'ng 1‘v.| evening coursqs _Df all kinds. The:-Memorial
University Extension servi ce course 'P’rino1p1gs of Communication has
proven' to' be extremely popular. » ,»

Many adults return to education because they find a lack of
personal ‘or business skills in their backgrounds. = Some take courses
merely for personal satisfaction, others because of on-thé-job needs.

Many are subsidized hy their emmuyers, in fact, numbers of emy'loyers

“dre ehcouraging emp]oyees to cuntinue their educatwn

A drawback in tedching comnumcahnns classes in contmuing

educanon is.’ the Tack of appmpmate text books. Most ' texts were

wrnten for. Mgh school’ or, younger cn]lege studentss and, whﬂe the

thenry s hasxc and npphcab]e, the examp'les and practlces are, often

Pr!m:wles of commicaﬂan,has tradit'npnally been. dw-xded into L

“three sectwns--interpersonal commu! cation written cemmuni‘tatlon;,

and public _speakin This frequently necess1tated using three )
‘ e
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texts--one for each section. Not only has the purchase of these been a

burden on the pocketbooks of the users, but the books themselves tended

» to be large and to contain much information superfluous to an intro- "
ductory 45-hour course.

What was needed was a short, simP]e,'easy-La~read, easy-to-
handle book that was directed toward the adult Tearner and uses \
;pplicahle vocabulary, examp'l“es,_ and assignments.

The related literature seemed to indicate a new need in business
1N for understanding business relationships. Cnurses and texts in inter-
| personal cmmumcatmn 1n husiness can meet this need. Also a trend

‘towards, se1f-development fias been noted and adults everywhere are

"jumping on the ’bandwagon.“ Students find-that communication courses
: S i
are basic to other courses, the literature indicated. A number of.

] authors (Hemphill, 1976; Bennett, 19715 Reed, 1978; Farmiloe, 1977)
’

said business and industry are demanding high.standards in writing and
speaking from employees--therefore books have been written about the
tupn: and adult wurkers are returmng to school and college to study.. 5

In wr1tmg ‘a‘new -text for an adult cmnmumcatwns course

certain f;ctn:s have bgen considered--the needs of the students, the
deriands' of “the ‘instructors for a book to prdvide enough thegretical
‘information and pfacticé] éxperiénce. and the pmsent design of the
‘Prinr.ip"les of Cnmunicatian‘ course. .~ Therefore the book itself was

divided into. three sections and twelve.chapters as follows: g
;. SECTION ONE e ;
Uiri £ 0ne -~ Unat 1s ‘Cormumication? °

> . ™ i
: The basic communicatwn theury and mtrnductmn to the book.
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SECTXON THO:

* SECTION THREE: | g o

i

Unit Two -- You and Others

Interpersonal and intrapersonal theory and activities.

Umt Thrae -- You--An Assertive Individual

The discussion ahd practice of assertive bglwmnur

Unit Four -- Pecgle in Groups

Umtﬁve <= Yo -and Your Audience ™
o e e

Unit Sevgn o Hm'l To SaZ 1t Hell”

Group ok i introduction to group dynamics.

How to deTiver the speech for maximum impT:t.

UMC Eight -- SEEECP\ES of A1l Kmd

_Unit Nine - Devéluéing Vnu'r Writing

. Different types nf speecKés and methnds of yresenf:atmn

”
1

Ui Ten - irt t1ng a Better Letter ".f :

Uni

; UN

' "ﬁe]pfu'l hmts for. cummumcators

rends and’styles in husmess Tetter \mt\ng
t E1even - writmg the Memo and the’ Meino Rega?‘
The basi¢ elements uf report wr'ltinq in"memio style.

t Tuelve, -2, Goodbye and Good Lughé™™ -5 e B

Each ot the three” sectmns fias a

er in flrther: study p

/
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Conclusions
N The text that has been written will hopefully be adequate to
meet the needs of ﬂ;e swdguts and instructors in Principles of Com-
munications. Certainly, as far as student needs go, it is short and
should, in a published edition, be easy to handle and relatively
inexpensive to purchase. It is directed in tone and application to the
adult Tearner who is generally an employee of business, industry, or .
government in the Province of Ne‘v‘lfqund]and and who is a student in a
Mzmo;ial'University Extension Service course in communications. It
cnnta{ns a spread of theoretical background and practical.application

tand is dir-ected towards “the present course structure.

Considering. the needs of students in cnntinuing education and
the Tack of texts in the area, other textbooks are needed. For
in:ta‘nce, a short text devoted entirely to public speaking or to business
writing might be feasible: Such a book would be -directed toward the
same type <;f student in the same type of program, but would be for a
whole course in the one particular communications area.

There is need f_ur‘ further research and study to relate the
needs of students in one province (Newfoundland) and atione university
(Memorial) to.'the mainstream of ‘continuing education in orth America.
Hhv‘(e a review such as this project seems to mdicate similar nteds for
courses and texts throughout the continent, more work is needed to

identify any special needs.in this province and univergity.
N i .
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Recormendstions

The following recommendations are made:

- Tnat the textbook, Communicating with Confidence, be published.
Publication lends credibility to the work that a typed handout,

for instance, would not have. - :

That the textbook, Communicating with Confidence, be adopted
for use in Prin:i:nles of Cominunication thrnughuu.t the Province
of Newfoundland. This book has been written especially for -
this cours‘e as it is presently designed and therefore is

pertinent and appiicable to student and instructor rEqu‘lv‘smltk.
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