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UNIT–5
SPEECH

5·0 Objective :
In this unit, you will be able to
 Develop skill in oral language as well as voice and body expression.
 To learn effective organization of ideas.
 To write a prepared speech.
 To speak extempore.

5·1 Introduction :
Speech is a spoken expression of ideas, opinions, etc, that is made by someone who

is speaking in front of a group of people. Speech developed is an important part of learning.
Speech and spoken words have always played a big role in the individual and collective
lives of the people. Wars have been won,blood has been shed, men have sacrificed their
lives, and peace agreements have been made because of the magical words of a few who
knew how to give life to their words. This is one techique that hasn’t changed even with
the development of various technologies. We are yet to see something as powerful as
speech that influence the minds and thoughts of the whole mankind.

Speech requires a vast repertoire of skills in interpersonal and interpersonal
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processing, listening, observing, speaking, questioning, analyzing and evaluating. Use of
speech is developmental and transfers to all areas of life : home, school, community, world
and beyond.
5·2 Types of Speech :

The principal purpose of a speech generaly falls into four basic types:
(1) Information
(2) Demonstrative
(3) Persuasive
(4) Entertaining
These are not mutually exclusive of one another. You may have several purposes in

mind when giving your presentation. For eg. you may try to inform in an entertaining
style while another speaker might inform the audience and try to persuade them to act on
the information

(1) Informative : This speech serves to provide interesting and useful information
to your audience life for eg.

 A teachers telling students about earthquakes
 A travalogue about the Tower of London
 A Student talking about her research
 A computer programmer speaking about new software.
(2) Demonstrative : A demonstrative speech, like informative, also teaches you

something. The main difference lies in including a demonstration of how to do the thing
you’re teaching Some eg. are :

 How to start your own blog
 How to cook noodles
 How to plan a trip
 How to......just about anthing.
(3) Persuasive : A persuasive speech works to convince people to change in some

way they think, this way they do something, or to start doing something that they are not
currently doing. Some eg. are.

 Become an eye doner
 Improve your health
 Become a volunteer and change the world
 Television violence is negatively influencing our children.
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(4) Entertaining : The speaker provides pleasure and enjoyment that make the

audience laugh or identify the with anecdotal information. Some eg are :
 Excuses for any occasion
 Explaining kabaddi to an American
 Things you wouldn’t know without the movies
 How to buy movie tickets secretly

5·3 Tips/Techniques for Speech :
There are certain techniques or tips which should be there in your mind before

giving a speech. They are :
(a) Think realistically : If you are giving a controversial speech or one that the

audience may be doesn’t want to hear, think realistically. Don’t envision roaring applause
but do envision then respecting what you have to say.

(b) Presentation Style :
(i) Stand Strong–Stand confidently, with your feet a few inches apart which will

help you from swaying side to side and allow you to stand confidently.
(ii) Dress to impress–Dress is an appropriate manner for the occesion and for your

topic.
(iii)Start with a deep breath–Glance at your notes, look at the audience, take a

deep breath and begin.
(iv) Speak so that everyone can hear and undestand–Speak with a good pace, but

not too fast. Speak so that everyone in the room can hear, but not deafen them.
(c) Use your style to your advantage : Be yourself Methods of presentation are

tools that you have to your advantage and disposal, you can choose to use them to
emphasize your points and enthusiasm or they can use you to emphasize your nervouseness
and lack of confidence.

(d) Be comfortable in silence–There is no need to say “um” or other filler words.
Pauses are to your advantage. Use them to emphasize important points or if you need
time to think, just remember that no one is hurrying you, they have given you time to
speak, do it well.

(e) Release nervous energy : If you are really nervous before presenting, flex your
calves or bell up your fists. This will help to get rid of the adrenalise going through your
body because of your excitement.

(f) Visualize success : If you have put in the time and effort you can visualize your
success as a speaker.
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5·4 Steps for Preparing for a Speech :

There are certain steps which are necessary for preparing a speech.
(1) Practice your speech using your outline : Do this a couple of times and each

time use your outline less and less.
(2) Condense your outline into fifteen words that you can put on your note card :

As you become familiar with the flow of your speech this will become easier. These should
be key words that help you to remember the flow of the speech. Don’t memorize the speech
but memorize the flow.

(3) Practice your speech using your note card : If you are using any visual aids
incorporate those as well.

(4) Time yourself : When practising, time yourself to make sure that you are near
your time goal. At this point, your presentation should be a little too long because when
you are actually present you will go faster than when you practice.

(5) Recreate the location and practice there, as realistically as possible : This
will allow you to get a realistic picture as to what your presentation will look like. Bring
some friend along to listen as feedbeck is alway good.

(6) Don’t overdo it : Don’t practice too much, it should not look rehearsed, but
should be very natural and conversational.

(7) Get a good night’s sleep : You want to be refreshed when it comes time to
present.

(8) Eat a good meal : Don’t eat too much so that your stomach starts rumbling.
(9) Deal with nerves : A little bit of nerves is good for it will help you to present

excitedly and passionately.
5·5 Prepared Speech :

Prepared speech requires students to speak clearly and convincingly. There are five
components to a successful speech :

(1) Subject Matter : The subject matter should be worldly and should concern a
social issue.

(2) Constructed : The subject matter should be well constructed.
(3) Delivery : The delivery must be convincing and engaging.
(4) Plain English : The words of the speech must be in plain English.
(5) Length : The length of the speech should be no longer than 6 minutes.
(1) Subject Matter : The subject matter should focus on a social issue. Your ideas

are crucial to making a good speech. Aim to tell your listeners something new. There are
many ways to do this. For example, you could raise awareness about a little-known issue,
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or give a new angle on a well-known one. Feel free to use personal experiences to illustrate
your issue-such illustrations are an insight into what you are. Choose a topic that genuively
interests you. Your own passion for that area will automatically infuse insight into your
speech. The best speeches will combine worldly issues with personels experiences to give
listeners a package of ideas that they will have never heard before.

(2) Structure : Structure in a speech is essential because it makes the content of
your speech more understanding to the listener. There is no single, mandatory way to
structure a speech but always ask whether your structure enhances the comprehension,
effectiveness and persuasiveness of your speech.

It is crucial that you establish the purpose of your speech within the first 30 seconds,
that is, what you will achieve by the end of your speech. Establishing a purpose is important
because each subsequent sentence should then help to fulfil that purpose. Without a clear
purpose, listeners will not appreciate the full power of your words because they will not
know what you are trying to prove.

There should be a smooth flow from one idea to the next. Lead the listener to follow
your train of thought.

Whether or not you ‘signpost’ your ideas is up to you. Signposting is when a speaker
succintly summarises his or her points at the start of the speech before expanding on
them. An example of signposting is: “Today I have three points to discuss...First....;
Second....; and lastly.....(very brief). Signposting can be effective but can be blunt for
your speech.

Your opening should capture the interest of the audience. Consider ways of doing
this, for example, with an anecdote, a memory, a quote.

Your conclusion should remind the audience of the purpose of the speech and
reinforce your message. It should be well within the time.

(3) Content : Decide what you want your message to be and prepare your speech
around that message. The message is the one idea that you want your listeners to remember
if they remember only one thing from your entire speech. This is also known as ‘contention’.

The purpose of a speech should be to make the audience remember the message.
Sometimes the purpose is to weigh up a conflict of ideas but the message resolves that
conflict.

If you struggle to articulate your message, look to the insight that motivated your
topic choice. If your fresh thought drives your speed, the chances are that you will want
the audince to remember your fresh thought. In other words, make your insight the central
message of your speech.

Humour in a speech can be enormously effective in capturing audience attention.
However, it must be relevant and witty.
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(4) Delivering the Speech : The goal in effective delivery to increase your credibility
and to hold the audiences attention. Remember always that you must create the impression
that you are an authority on that topic.

People do not listen to speeches; they listen to people speaking. For this, eye contact
is essential for it shows confidence, suggest that you have nothing to hide and increases
the sincerity and credibility of your speech. It also engages your listeners because you
will be speaking to them individually. Also keep in mind that you are speaking to all the
individuals in the audience. The best speeches seize and hold the entire crowd’s attention.
You can only do that if you involve the entire crowd.

The way you stand affects the image you project. Your stance should reflect the
point you are trying to convey. If a speaker slouches while talking about the importance
of discipline in everyday living, then he or she will lose credibility. The way you stand,
move or gesticulate enhances your crediblity with the audience.

The audience must hear you. Ensure that you speak loudly, slowly and clearly. Make
sure that you pace your speed so that you are not speaking too quickly or too slowly.
Variety of pace is important and after used to make a point in the speech. A pause can also
be used to stress at point.

In summary, to make your speech interesting vary the pace, pitch and volume of
your voice to suit the emotion you want to elicit at a particular point. Variation is the key,
any vocal style, no matter how engaging initially, will fade into background noise if
sustained for six minutes without variation. Light and shade are crucial. Do not dramatise
your speech for it always becomes artificial.

(5) Using Plain English : Plain English is using language that makes your message
easy to understand. It involves being concise, being precise and avoid inflated words.

Being concise means using as few words as possible, without sacrificing meaning.
Short sentences are easier to follow. In a speech, an audience has no opportunity to revisit
what you have said. Long sentencess require a listener to keep track of the whole sentences.
Short sentences register points quickly and allow the speech to maintain momentum.
Concision also adds power to your words. You only have six minutes to speak and you
want to pack as many ideas as possible into those minutes. To do that you must be concise
for useless words dilute the power of you speech.

Being precise means using words and sentences that have clear, unambiguous
meaning.

Choose short words over long words if they have the same meaning. For example
use ‘improve’ rather than ‘ameliorate’, ‘buy’ rather than ‘purchase’. Short words are
concise and more hard hitting.
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EXAMPLE OF A PREPARED SPEECH
If you’re sitting here at town hall tonight, it means you want answers. You’re here

on your own time because you care about this town–and you want to make sure I care
about it as much as you do. You want to make sure I’ll bring real solutions with me to
office. Well, I’m not going to waste any of your time. My main focus today is your children.

“Children are our future.” It’s a phrase we have often, but it is often used without a
full understanding of the implications. “Children are our future” means that children are
our priority. Right now, we have some of the lowest test scores in the entire country. Not
only that, our math and science score were around 20 points lower that the stage average.
That is not making children our priority. That is not securing their future or the future of
this town. No one wants to move to a or stay in a town that has, to be frank, a lousy public
education system.

When I was a child here, our town was actually renowned for its steller school, so
what changed over the last thirty years ? For one thing, an exorbitantly high percentage of
the town’s budget has been allocated to parks, recreation and beautifiation. Not to say
that money was wasted we have an extraordinarily gorgeous town–but prestise streets
won’t help our students compete at a national level when it comes time to picking a college.

On top of that,we have a staff that is rife with teachers who have been offered tenure
despite a long track record of under performing students. During any time as supritendent
of school 10 years ago, I tried to push for a merit based tenureship. A better way to motivate
our schools is to give them a more appropriate budget. More money invested in our schools
means a lower student-to-teacher ratio, which means students will be getting the attention
they need and will have a better chance of fulfilling their true potential.

The office of the Mayor should be helped by an individual who can actually bring
solutions that will change the town for the better. This town needs a drastic new approach
before it’s too late.

If you elect me as your public servant, I will serve this town and the needs of its
people. Those needs will change over time, but right now, as of today, the top priority is
education, knowledge–the most precious and valuable resource a person can have. Vote
for me, and you’ll be voting a promising new future for this town and its youngest residents.
5·6 Extempore Speech :

The word ‘Extempore’ has actual meaning lying in the context of stage or theatre
performance that are carried out without preparation or impromptu performances.

An extempore speech is an impromptu speech which the condidate is required to
make on a topic given there and then. In some instances, the panel provides the candidate
write about a minute or so to organize his/her thought before speaking.
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An extempore presentation tests the condidates on the following :
– Ability to think off the feet
– Analysis of the topic and identification of the issue to be addressed
– Idea generation
– Prioritization and sequencing to desplay logical thinking
– Communication skills
– Overall presentation skills–body language, confidence, poise, composure etc
For effective extempore speaking candidates must be fluent, erudite and artculate.
TIPS FOR EXTEMPORE SPEECH
Some tips or techniques should be kept in mind before your preperation of an

extempore speech.
(i) Mental Preperation : Know what to speak before delivery speech. Ponder over

the topic for some time and prepare the flow of delivery. Understanding the audience, the
direction they are most likely to accept, helps in framing the flow of speech.

(ii) Start speaking in an even pace : Do not start really fast, as you are likely to end
up not having anything to speech.

(iii) Confidence : Confidence along with knowledge always helps, even in abstract
topics where the candidate is tested on presence of mind, spontaneity and analytical skills.

(iv) Handle mental blocks smartly : At times, when you get blank about what to
speech, try to manoeuver yourself out of the situation gracefully by avoiding being nervous.
Candid smiles also helps for and such situations it is better to have back up plans.

(v) Control on speech : Don’t get emotional about the topic, avoid getting too
personal on sensitive matters, don’t even deviate from the topic and talk irrelevant. For a
satisfactory performance, it is always better to use your knowledge in an intelligent way
with a control on the speech.

(vi) Presenting both sides : In case of controversial topis (eg. should republic day
celebrations be redefined ?) the candidate may choose to explore both sides. Since the
candidate is the only person speaking in an extempore, it becomes possible for a smart,
strategic speaker to discuss both aspects of the controvesial topic. However when has to
be careful about the time constraints while taking this stand.

(vii) Competence, Enthusiasm & Adaptibility is the key : Work on your competence
and competitive advantage which may be either excellent vocabulary good general
knowledge etc. How well and quickly a candidate adapts to the situation he/she put in and
with what enthusiasm and energy level does he/she deliver the speech are some of the
other desirable evaluation parameters.
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Example :

Red or Blue ?
The colours red and blue reminds me of the corporate Cola giants–Cake and Pepsi;

where Coke has a dominant splash of red in its promotional compaigns, while Pepsi
connects with its customers through a brilliance of blue. Taking this corporate warfare
ahead is the example of Jet Airways (blue) and Kingfisher (red) where the latter was a
strong competilor to the former. Further, it also reminds me of this wonderful book authored
by John Gray, “Men are from Mars, Women are from Venus,” where men and women are
two diametrically opposite species in terms of their sensitivity level, behavioural patterns
and temperamental differences. However, looking at the topic from another angle is the
coexistence of red and blue in the ‘vibgyor’ spectrum to make while light which is essence
of life....
5·7 Let us sum up :

Speech, thus, is all about projecting confidence and telling what you know in a
short span of time. You should know a few facts about the topic. If it is a prepared speech,
be well prepared, talk effectively without stuttering and good posture. Organize your
points in a systematic manner. It is always better to limit your speech to the time allotted.
In an extempore speed, jot down some points as soon as the topic is announced. Speak
confidently with perfect body language to accompany it.
5·8 Exercise :

1. Write a prepared speech on ‘Youth and Politics’ or ‘Work and Love.’
2. Write an extempore speech a ‘Opportunities come only once’ or ‘A stitch in

time saves nine’.



