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As the majority of relationships and business agreements today are
conducted online rather than in person, the art of public speaking remains a
timeless and invaluable skill. This manual is designed to be a navigational tool
for professionals and educators seeking to harness the power of public
speaking to excel in today's interconnected world. While the focus of the
manual is on theoretical knowledge and a practical approach towards gaining
or improving public speaking skills, it differs from other similar works, as it is
set within the context of non-formal teaching methodologies in a digital
environment that include the latest technological tools, and applications to
support educators in making lessons interactive and engaging.

It is to be noted that while self paced learning is gaining popularity, when it
comes to public speaking, educators play a key role, as they guide students
through a journey of self-discovery, skill enhancement, and creative
expression. The methodologies found here, consider the dimensions of the an
adults' learning cycle, ensuring that the teaching process can be tailored to
their unique needs. This approach is further enhanced by a systematic
assessment framework that encompasses educational, integration, and
creative factors, thereby fostering a well-rounded and adaptable skill set.

Education in the 21st century goes beyond academic subjects; it
encompasses holistic skill development that prepares individuals for
multifaceted challenges. Communication and entrepreneurship are no longer
parallel pursuits; they are intricately intertwined in our modern landscape.
This manual not only emphasises the mastery of public speaking but also
places substantial attention on entrepreneurial acumen and communicative
proficiency. Educators will find valuable insights on fostering entrepreneurial
thinking while addressing potential communicative impairments that can arise
in virtual interactions, providing strategies to overcome them effectively.
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Humans’ ability to communicate using formalised systems of language sets us
apart from other living creatures on our planet. Whether these language
conventions make us superior to other creatures, is a matter that can be
debated, but it is an undeniable fact that the most successful and most
powerful people over the centuries have mastered the ability to communicate
effectively. In fact the skill of public speaking is so important that it has been
formally taught for thousands of years.

An important example of how communication has lasted a long time comes
from ancient Greece. The Greek philosopher, Aristotle, introduced the idea of
Ethos, Pathos and Logos as a framework of three main ways we persuade
people to do something or to agree to our way of thinking.

However, if one were to look into skills that people are more inclined to
practice, public speaking would not rank as the most sought after. There is an
innate fear of speaking to an audience of any kind, for fear of making
mistakes, or worse, being judged. So while public speaking is acknowledged
as an important skill, many people are reluctant to stand in front of an
audience to deliver a speech or in some cases even present their thoughts
and views in a formal setting.

Mastering public speaking does not require a charismatic persona that
commands the room through the force of personality alone. Nor does it
demand packing each sentence with sophisticated vocabulary in hopes of
sounding smarter. At its core, excellent public speaking is about connecting
with your audience in an authentic way that allows them to easily grasp and
retain the key messages you wish to convey.
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With practice over time, you'll gain confidence and abilities as a public
communicator that allow you to inform persuasively, motivate groups towards
constructive action, or simply inspire an audience with your words and ideas.
The skills built through public speaking serve anyone who has an urge to
share their passions and perspectives with the world around them.

Let's further enhance our understanding of public speaking by delving into its
conceptual framework. One of the foundational principles to know about, is
the linear and transactional models of communication. The Linear model
proposes that communication is a process where information flows in a linear
trajectory from the sender to the receiver. A linear model of communication is
often one sided, where one party plays a more significant role in imparting a
message than the other. While some models do use the feedback mechanism,
the initial idea originates from the sender and the receiver merely responds to
it. The receiver is not allowed to propose another idea or conversation.

The linear model of communication posed a lot of disadvantages. The most
prominent one being that one party dominates the conversation while the
other plays a more passive, receptive role. The communication in this scenario
lacks dynamics and often offers limited platform to the opinions and
perspectives of the receiver.

However, the model evolved beyond linearity to acknowledge that
communication is a dynamic exchange influenced by feedback loops and
contextual factors. This is where the concept of transaction comes into play.
The transactional model of communication, also known as the transactional
process model, views communication as a constant two-way process in which
participants alternate positions as sender and receiver and generate meaning
by building off each other's ideas. This model recognizes that communication
is not a linear transfer of information from one party to another, but rather a
collaborative and dynamic activity.
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Both the sender and receiver in the transactional model have an equal role in
simultaneously processing, interpreting, and constructing meaning based on
the verbal and nonverbal cues exchanged between them. This leads to a
communicative "transaction” through which understanding is co-created.

In public speaking, the audience's response and reactions become integral
components of the communication process. By recognizing the interplay
between the linear transmission of information and the dynamic transactional
aspect involving audience feedback, we gain a holistic understanding of the
complex nature of public speaking.

In Units 1 and 2 of this manual, you will find a combination of both theoretical
knowledge and practical, hands-on skills essential for effective
communication. Unit 1 provides a robust foundation by exploring the
theoretical aspects of public speaking, shedding light on the core principles
and concepts that underlie successful communication. It delves into the
psychology of effective communication and the nuances of understanding
your audience—the ultimate "receiver” of your message.

Unit 2, on the other hand, takes a more hands-on approach, focusing on the
development of the technical skills necessary to transform into a proficient
public speaker. Here, we dive into the practical aspects that empower you to
convey your message with confidence and impact. From vocal skills
encompassing projection, articulation, and modulation, to critical breathing
exercises that enhance control and endurance, Unit 2 equips you with the
tangible tools and techniques to deliver compelling speeches.

Additionally, Unit 2 explores the art of crafting content that resonates with
your audience, emphasising the importance of tailoring your message to
connect deeply with their needs and interests. By combining the theoretical
knowledge from Unit 1 with the technical skills honed in Unit 2, you'll emerge
as a well-rounded and effective communicator, prepared to excel in various
professional and personal contexts.
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Communication is the lifeblood of the workplace, a dynamic process that
involves the exchange of information through various verbal and non-verbal
channels. Unit 3 is focussed on professional development by improving your
ability to communicate effectively in the workplace, with your colleagues,
senior management and other stakeholders. Whether you find yourself
delivering a crucial presentation, collaborating with colleagues on a
brainstorming session, addressing a concern with your superiors, or engaging
in detailed discussions with clients regarding their projects, communication
skills are at the heart of every professional interaction. They are the linchpin
for fostering positive and productive relationships in the workplace.

However, effective workplace communication is about much more than just
speaking and listening. It encompasses a multifaceted spectrum of elements,
from subtle facial expressions to the nuances of tone and body language. In
the following sections, we will delve into the intricacies of what effective
communication skills entail in a professional setting. We will also explore
strategies and techniques for enhancing these skills to empower you to
become a more adept and impactful communicator in your workplace.

Public speaking serves as a pathway for professionals to not only elevate their
status within an organisation, but also significantly impact their industry
reputation. By taking the stage at conferences and events, individuals can
position themselves as experts in their respective fields, thereby bolstering
their credibility and influence.

Unit 4 is dedicated to exploring the avenues of public speaking and
communication as an entrepreneur. Here we look at some key ideas:

Public speaking is a potent tool for showcasing one's
knowledge and expertise.
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When an individual addresses an audience, whether as a keynote speaker or
panellist, they inherently convey their authority on the subject matter. This
expertise is often recognized and acknowledged by peers, competitors, and
industry insiders.

A study published in the "Journal of Marketing
Research” (Keh, 2006) found that industry experts who engaged in public
speaking activities were perceived as more credible and knowledgeable by
their peers and were more likely to receive invitations for collaborations and
partnerships.

Participation in panel discussions and
speaking engagements allows professionals to establish connections with
other industry experts and thought leaders. These connections can be
invaluable for future collaborations, partnerships, and shared insights.

Research conducted by the "Harvard Business Review" (Wasserman & Faust,
1994) emphasises the role of professional networks in career advancement,
indicating that effective networking through activities like public speaking can
lead to opportunities beyond one's current role.

Consistent public speaking engagements can
elevate an individual's status to that of a thought leader. Over time, they may
become recognized as the go-to expert on specific topics within their
industry, sought after for their insights and opinions.

Thought leadership is explored in a report by LinkedIn
(2019), which highlights how public speaking engagements and sharing
industry insights can lead to thought leadership recognition and increased
visibility within an industry.
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As we move towards the first sections of this manual, we must remember that
the ability to speak with clarity, confidence, and conviction is not just an
attribute of effective communication; it's a passport to success in a digital
age. By honing your public speaking skills, you're not just becoming a better
communicator - you're taking a significant step towards realising your full
potential as a leader, innovator, and entrepreneur in a world that demands
versatile and adaptable skills.

This manual meticulously unpacks the various facets of public speaking, from
crafting a compelling narrative to mastering vocal modulation and non-verbal
cues in a digital environment. It is your guide, your companion, and your
source of inspiration as you strive to master the art of public speaking in a
virtual age.

The European Commission support for the production of this publication does not constitute an
endorsement of the contents which reflects the views only of the authors, and the Commission
cannot be held responsible for any use which may be made of the information contained therein.
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What is public speaking? Why is it so important to master the basics? This unit
will lay the foundations of theoretical knowledge about communication and
more specifically about public speaking. An analysis of the different elements
that make up communication will provide a more complete and general
overview and will help to grasp the issues at stake.

In a world where interpersonal connections have become increasingly digital,
the ability to communicate eloquently and persuasively in person or through
various platforms is a defining trait. Effective public speaking empowers
individuals to connect on a deeper level, advance in their careers, assume
leadership roles, and navigate social settings with confidence.

Effective communication and the art of public speaking are pivotal for
professionals in all fields, enabling them to convey their ideas with clarity and
conviction, thereby gaining the trust and respect of their colleagues and
superiors. The ability to articulate a vision, mobilise support, and lead with
confidence is invaluable for those aspiring to take on leadership roles in any
context.

Public speaking fosters
comfort in social settings,
enabling individuals to be

. ) more approachable and
- relatable.

¥

Additionally, it cultivates the ability to engage with diverse audiences and
adapt communication styles accordingly.
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« Provide students with fundamental insights into communication theory.

« Positive Language Skills: Equip learners to use positive language effectively.

« Perspective Adaptation: Foster the ability to consider different points of
view.

« Analyze the role of encoding, decoding, feedback, context, channels, and
noise in the communication process.

« Understand how verbal and nonverbal communication complement each

other in conveying meaning.

« Increasing the awareness about how public speaking is important

« Increasing the knowledge of the main theories about public speaking.

« Theoretical Grasp: Students will understand core communication theories.

. Effective Language Use: They will employ positive language for clear and
constructive communication.

« Empathetic Communication: Learners will adapt their communication to

various perspectives for more inclusive and persuasive interactions.
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Communication is the process

ol /
of exchanging information, ideas
? :
e thoughts, or emotions

: - between individuals or groups,
» \\ N enabling them to understand and
o connect. Communication, unlike
Y information, has as its main

characteristic that of exchange.

The action of communicating therefore includes establishing a relationship
with others and transmitting something to someone.

Communication also includes the various techniques and means used to
disseminate the message to an audience (the "medium"). In other terms,
there is the sender of the message and the receiver. For this message to be
understood, a "medium" is used. This can be as simple as the language used,
dress codes, physical codes, etc. Thus, for a message to be transmitted as
clearly as possible, the "medium” used must be understood by both the
sender and the receiver. In concrete terms, this means that the vocabulary
and methods of communication must be adapted and shared by the
audience.

From a societal perspective, communication is an intrinsic aspect of human
existence, as underscored by the renowned phrase, "you can't not
communicate". This statement is pivotal in comprehending the extensive role
that communication occupies in our lives. Its significance has been further
magnified in the era of emerging technologies and social networks,
facilitating swift actions like "commenting,"” "liking," and "sharing,"
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effectively creating a framework for our diverse communications.
Consequently, regardless of the medium employed, we invariably reveal
information about ourselves, including our emotions, preferences, and
thoughts. It's worth noting that while communication can take the form of
verbal exchanges, a substantial portion of conveyed information is "non-
verbal" in nature.

Thus, it is considered that communication can be divided into 3 categories:
« The verbal (the words used)
« The para verbal (the tone, volume, timbre, etc. of the voice)
« The non-verbal (body positions, gestures, etc.)

During communication, the pure verbal will only play a 7% role in its
transmission, the para verbal 38% and non-verbal 55%. To communicate
effectively and correctly it is therefore essential to bear in mind the elements
that influence the transmission of information. For example, why do
businessmen and women almost always dress in suits, despite the heat?
Although "clothes do not make the man" they do contribute to a first
impression and convey a sense of professionalism.

So before you speak, ask yourself what image you want to project and how
you can achieve it. For example, communication and psychology have looked
at the symbolism of colours. If you want to give a feeling of leadership, it is
generally advisable to use blue. On the contrary, with yellow, it will be a
feeling of joy, energy, and intelligence that will be put forward. Of course, itis
not a question of dressing entirely in yellow, or even of betting everything on
the colour of your shirt during your next job interview. However, a knowledge
of colours and their meaning can be a small plus in controlling the image you
send out. And this is the basis of public speaking.

To summarise the different aspects of communication, we can look at the
model devised by Roman Jakobson as a basis for the Transmission Model of
Communication.
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Transmission Model of Communication

Encoding Medium for
Message Message

Message

Receive and
Interpret
Noise
'\

Sender This slide is 100% editable. Adapt it to Receiver
/ your needs and capture your
audience's attention

‘ / Response
Receive and Medium for Encoding
Interpret ‘ Message Message

For the sender, the act of communication consists of transmitting a concept,
an idea, a thought, and information to the receiver. To do this, he has to
express it through a message. To be understood, this message is sent and
received thanks to a common code (the medium) which can be composed of
different elements (e.g. linguistic codes (languages), written signs (alphabet),
gestures, images, and symbols).

This message uses a channel (the medium) that allows contact with the
recipient. A distinction is made between the internal psychological channels
of the sender and receiver (the five senses), and external channels (radio,
computer, etc.) which serve to convey the message through time and space.
The fact that the receiver of a message can respond to it (e.g. verbally,
gesturally) constitutes the feedback. Let us remember that communication
would only be information without this last part.

e
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Source 1: https://stock.adobe.com/

Public speaking is the act of delivering a speech or presentation to an
audience, typically in a formal setting, intending to inform, persuade, or
entertain. In this case, public speaking is a subcategory of communication.
As we said earlier, in any communication, an audience is identified. This may
be a single person or an audience of different people. The addressee may
be observable and quantifiable in concrete terms or not. In the case of
television or radio broadcasts, for example, he or she is never concretely
identified and never directly addressed (presence of cameras, microphones,
etc.). But even in these specific cases, the characteristics of the audience are
defined and condition the message and the methods of transmission.

Often, when communicating with an audience, it is less an exchange than a
monologue. What can create additional stress is that all the attention of the
participants is fixed on the person who is speaking. The particularity of
public speaking is that it has its own rules. Indeed, when you speak, you
come out of the shadows, as it were. Our choice of words, the way we say
them, and how we present ourselves will influence the audience’s perception
of that same message and therefore how it is received. By extension, it can
also condition the audience’s perception of us.
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This is probably why public speaking is one of the main fears of students.
Another characteristic of public speaking is that it uses mainly the oral form.
While it is common to have visual aids available during a public speaking
event, knowing how to detach oneself from them and grab the audience’s
attention remains fundamental. A study conducted by Microsoft Canada in
2015 shows that the average concentration time is 8 seconds. Yes, 8
seconds! With the advent of smartphones and social networks, our brains are
increasingly used to continuous stimuli.

This study will enable us to build and structure our speaking public, taking
into account the short human concentration. So, it is important to be aware
of the effects of time on the concentration of our audience. You should
therefore be aware that after 8 seconds there is a good chance that your
audience will have focused on something else. To do this, think about
adding variation to your speech, changing the rhythm, changing tones, and
voices, moving around the stage, and adding other supports (e.g. visuals,
audio, graphics). Whatever it takes to keep your audience attentive.

Furthermore, oral communication is immediate. That is, it cannot be erased
or changed. Once the words are out of our mouths, there is no possibility of
erasing them. Therefore, words must be chosen with great care. Having this
in mind makes you aware of the importance of each word and each
intonation. Preparing your speech in advance will help avoid embarrassing
situations such as misunderstandings. This is all the more important because
a poor appreciation of the message could seriously harm your speech.
Indeed, once a prejudice has been formed, it is particularly difficult to get rid
of it.

If prejudice, the idea made, is difficult to undo, it is also important to
consider that, according to a study by the University of Glasgow and
Princeton, it takes about half a second to make a good or bad impression.
This figure shows the importance of non-verbal and para-verbal
communication. Indeed, with a simple "good evening”, the timbre of the
voice will be analysed by the inner ear and will allow our audience to form an
idea about us.
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The study, which focused specifically on voice perception, showed that men
who raised their voices and women who modulated them were perceived as
more trustworthy. Lower voice tones, on the other hand, gave the
impression of low professionalism. These studies show the importance of
communication (verbal and non-verbal) and especially of the elements
underlying a speech. Taking them into consideration allows you to be better
prepared for your speech and to obtain better results.

The 7 C's of Communication, often referred to as the principles of effective
communication, are a set of guiding principles that help individuals and
organisations communicate more clearly and efficiently. They are essential in
various professional contexts, from business and public relations to
interpersonal relationships. They facilitate effective and meaningful
communication, helping individuals and organisations convey their messages
clearly, build trust, and establish strong connections with their audience.

COMPLETENESS

Include whole chunks of
all necessary information.

©
CONCRETENESS AND | X
COHERENT R\ % CORRECTNESS
Incorporate factual evidence A\ < é Refers to the genuine and
and figures to enhance the N authenticated message.
authenticity of your speech. / 7C 'S
/ of

| |/ coMMUNICATION //,}\
CONSIDERATION \ %

Be considerate of the
listener's interest and
background knowledge.

CONCISENESS

Refers to keep the speech
short and crisp.

CLARITY COURTESY

Always use simple language Communicate with politeness,
to transfer a clear and genuineness, and respect for
accurate message. the person on the other side.

communicationtheory.org
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The first "C" emphasises the importance of clarity in communication. Clear
communication means that the message is easy to understand, with no
room for ambiguity or confusion. It involves using straightforward
language, avoiding jargon, and organising the information logically.

Being concise means conveying your message in a brief and to-the-point
manner. In a world where people are inundated with information, brevity is
valued. Effective communicators can convey their message succinctly
without unnecessary details or filler content.

Concreteness in communication implies being specific and providing
concrete facts and details to support your message. It helps build trust and
credibility, as vague or abstract statements can lead to scepticism.

Correctness involves using proper grammar, syntax, and language. Errors
in communication can erode trust and credibility, so it's crucial to ensure
that your messages are grammatically correct and free from errors.

Consideration in communication means being mindful of the needs and
perspectives of your audience. Effective communicators tailor their
messages to the interests and concerns of their audience, showing
empathy and respect.

Completeness means providing all the necessary information required for
the audience to understand the message fully. Leaving out essential details
can lead to misunderstandings or misinterpretations.

Courteous communication is polite and respectful. It reflects
professionalism and fosters positive relationships. Using courteous
language and a respectful tone is vital in both written and verbal
communication.
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Since communication involves the exchange of information between
individuals, it is important to highlight the crucial aspect of recognizing
and respecting diverse perspectives during the interaction.

What is Point of View?

Point of view (POV) in public speaking and communication refers to the
perspective or position from which a speaker or communicator presents
their information or message. It's like looking at a situation through
someone else's eyes. Imagine a camera angle in a movie — the way the
camera is placed can change how you see a scene. Similarly, in
communication, the point of view affects how your audience perceives
your message.

Source 3: https://en.wikipedia.org/wiki/Point_of view_%28philosophy%29

First Person: This is when you speak from your own perspective, using
words like "I," "me," or "we." For example, "I believe that..."

Second Person: This involves addressing the audience directly with words
like "you" or "your." For instance, "You should consider..."
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Third Person: Here, you talk about someone or something else, using
words like "he," "she," "it," or "they." For example, "They say that..."

Objective: This is when you provide information without expressing
personal opinions or feelings. It's like reporting facts without taking a
stance.

It is essential to remember that, even if an idea is clear to us, it is not
necessarily clear to others. Although we have common codes (e.g.
languages, symbols), these resonate differently with each individual.

Effective communication, in essence, involves conveying a message using
shared codes while considering the perspective of the audience. It is
therefore fundamental to create a discourse that is both general and
particular to resonate with each individual. There is no secret to this: it
takes a lot of preparation.

Source 3: https://en.wikipedia.org/wiki/Point_of view_%28philosophy%29

If the perspectives diverge significantly, it can result in a loss of your
audience's attention. To prevent this, maintaining engagement is crucial
by delivering a speech that resonates with everyone. As mentioned earlier,
the structure of your speech is playing a vital role in sustaining your
audience's interest. If your speech strays too far from your audience's
perspective, they may become resistant, causing your message to miss its
mark.
Conversely, having an audience that is
already aligned with your cause isn't always
the ideal solution. Repeating familiar ideas
or information often proves to be an
ineffective strategy for maintaining your
| audience's engagement.

Source 4: https://www.thelacanianreviews.com/of-what-use-is-a-misunderstanding/
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Assume that you can't please everyone. This is true and your audience will
probably be quite diverse. However, in the vast majority of cases, there is
a common element that unites the different people who make up your
audience. Knowing how to recognise this will enable you to construct a
more effective speech and argument. On the other hand, thanks to good
preparation before you speak, you will be able to face the worst questions
and criticisms that could arise. For this reason, never neglect this
preparation phase. There is nothing worse than remaining silent when
someone asks you a question or criticises your speech. Be sure of yourself,
of the message you wish to convey, and prepare your speech as much as
possible to avoid a blank in case of disagreement.

In public speaking and communication, point of view is a powerful tool. It
shapes how your audience perceives your message, influences their
emotions and actions, and can make your communication more effective.
So, choose your point of view wisely, considering your audience, purpose,
and the message you want to convey. By doing so, you can become a
more skilled and influential communicator.

In both marketing and rhetoric, the concept of positive language is
prevalent. Positive language presupposes that by using expressions,
words, and body language that instil a positive state of mind, it will reduce
tension and conflict or criticism. Thus, positive language avoids negative
expressions (e.g. | must not eat chocolate), expressions of doubt (e.g.
chocolate might be fatty enough), fear-related vocabulary (e.g. if | eat
chocolate | might get fat), and expressions of opposition (e.g. chocolate or
a biscuit?). Positive language also follows two simple rhetorical rules. The
firstis that our brains do not register negative forms, if at all. In fact, in the
sentence "I must not eat chocolate", the information that is mostly
retained is "eat chocolate".
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In this way, our brain has eliminated what it considers superfluous, at the
risk of completely changing the meaning of the sentence. This is because
we do not focus on each word we hear or read, but on the whole
sentence. A famous test makes this clear. ledned, if you can read this
guote form Rvleoost, then you are eiernncepixg the ionmtrifaon stcoeieln
of yuor brain: "The only thnig we have to fear is fear iesflt". As you may
have noticed, only the first and last letters have remained the same. And
yet you had no great difficulty in reading the text. If this happens in written
communication, imagine the selection of information that occurs in oral
communication!

Communication is a core element in every aspect of our lives. Whether
you're establishing new relationships, managing personal accounts or
building a rapport with your customers at work, the way you express
yourself impacts how others take you — and whether your approach comes
across as positive or negative. However, it can be easy to focus on
negative language without even realising it.

Some examples of negative phrases and language used day-to-day
include:

-Why not?

-No problem.

-Can’t complain.

These phrases are generally meant to sound positive, however, the human
brain has a natural negative bias, and will therefore subconsciously conjure
up a list of reasons why not to do something, problems associated with a
task or things to complain about when processing these words.

Instead, try replacing these phrases with more positive affirmations, such
as:

-Sounds good to me.
-That’s absolutely fine.
-Everything is going well, thank you for asking.
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Of course, the above examples are not likely to impact us too strongly
either way in the workplace, but it's useful to understand how making
these very slight changes to the way we communicate can make all the
difference to how our message is received by the other party and can
greatly impact the overall outcome of a conversation.

Put simply, hearing and using positive language can make you feel great in
every respect, while negative language can block the brain’s natural de-
stress mechanisms.

Source: https://staffsquared.com/blog/the-power-of-positive-communication/

Ethos, Pathos, Logos

Thousands of years ago, Aristotle provided us with three ways to appeal to an

audience, and they’re called logos, pathos, and ethos.

Ethos

 Credibility
e Trustworthiness
 Authority

The

Rhetorical

Pathos Triangle Logos

» Logic/Reason
« Emotional Impact  Facts, statistics
« Personal Connection « Scientific Evidence


https://staffsquared.com/blog/the-power-of-positive-communication/
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What is Ethos? Ethos, derived from the Greek word for “"character” or
"ethics,” revolves around establishing your credibility and character as a
communicator. Before your audience can be persuaded by your words,
they must trust you. Whether you're creating a presentation, writing a job
application, or teaching a workshop, trust is the foundation.

There are several ways to build ethos. You can carefully
choose your language and vocabulary to match your audience and topic.
Presenting yourself honestly, paying attention to your appearance, and for
digital interactions, focusing on design, functionality, and content, all
contribute to establishing trust. Additionally, expertise in your subject
matter is crucial.

What is Pathos? Pathos, stemming from the Greek word for "suffering”
and “"experience,” is all about appealing to your audience's emotions.
People are more likely to be persuaded by someone they can relate to
emotionally.

Pathos can be a powerful tool when used responsibly. It
involves making your audience feel an emotion that prompts them to take
action. Whether it's happiness, compassion, nostalgia, or even anger,
emotions can drive people to act, even on a small scale. Effective use of
pathos includes using simple and meaningful language, an emotional tone
of voice (whether spoken or written), well-placed pauses, and emotional
metaphors or stories. It's important to use pathos cautiously, as audiences
can recognize attempts to manipulate their emotions.

What is Logos? Logos, rooted in the Greek word for "reason” or "logic,"
relies on convincing your audience through logical and reasoned
arguments.
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To persuade using logos, you need to provide factual
support for your claims and positions. This includes testimonials, surveys,
and other relevant details. Logos involves documenting your point with
storytelling, logical arguments, facts, historical data, recorded evidence,
and literal analogies. The key is to find information and arguments that
matter to your audience and present them in a way that makes sense to
them.

In conclusion, Ethos, Pathos, and Logos are the cornerstones of persuasive
communication. Ethos establishes your credibility and character, Pathos
taps into emotions to make your audience feel and act, and Logos employs
logic and reason to convince through evidence and sound arguments.
Mastering these three pillars will help you become a more effective
communicator and public speaker, capable of influencing and persuading
your audience with finesse.

It says that the goal of
public speaking should be to create an environment where both speaker
and audience are engaged with one another, and where both parties are
appreciating what each other has to say. For example, a politician may use
different wording when talking to a group of farmers than when talking to
professors at the university. This is because different audiences will
understand certain phrases differently, based on their backgrounds. The
dialogic theory states that communication is an exchange, not merely
transmitting the information.

Speakers often seek to produce a response from their audience by using
rhetorical techniques. Persuasion, for example, aims to change a person’s
attitude or action through communication. Not all discourses are structured
in the same way. Indeed, they have their own functions, roles and aspects.
Therefore it is important to know them before starting to structure your
speech.
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A speech is a structured and purposeful oral communication delivered by an
individual to convey ideas, information, emotions, or opinions to an audience.
It typically involves a clear beginning, middle, and end, organised around a
central message or theme. Speeches are often delivered in various contexts,
such as public speaking events, academic presentations, political addresses, or
social gatherings, and they serve as a powerful medium for connecting with an
audience, inspiring action, sharing knowledge, or expressing one's thoughts
and beliefs.

Effective speeches are marked by their ability to engage, inform, or persuade
listeners, making them a vital tool for communication in both personal and
professional settings.

Here we will discuss the five main forms of speech:

« Narrative discourse

Descriptive discourse

Explanatory discourse
Persuasive discourse

Injunctive discourse

Speeches can be classified into several distinct categories based on their
specific communication goals and methods.

tell a story, often engaging the audience with a compelling
narrative structure, characters, and plot. Descriptive speeches vividly paint a
picture with words, providing detailed sensory descriptions to help the
audience envision a scene, an object, or an experience.

aim to clarify complex topics by breaking them down
into simpler terms and concepts, making them more accessible to the
audience.

are designed to sway the audience's opinion or
behaviour, employing arguments, evidence, and emotional appeals to support
a particular viewpoint. These may engage in a debate or discourse, presenting
contrasting perspectives on an issue while advocating for one side.
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, also known as directive speeches, guide the audience on
what action to take, offering clear instructions or recommendations.
Each of these speech types serves a unique purpose and employs distinct
strategies to effectively convey its intended message and impact the
audience.We can discuss the issues and characteristics of these different
types of discourse in the following table.
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These forms of discourse can of course be mixed and confused. However,
having in mind the different structures of discourse allows us to better define

the objectives of our speech by defining an objective, a modality of
communication and therefore a communicative strategy.
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1.5 Get Ready for Public Speaking

The fear of being in front of an audience is undoubtedly one of the most
widespread. So don't panic, nothing is irreparable. One of the exercises you
can do is to prepare yourself mentally to speak in public.

Over‘comin3 Your
Fear. o

Pub lic SPGQI("“\(}

Source 9: https://www.canva.com/photos/ MAEEtcIPLzA-public-speaking-class/

To prepare for public speaking, several exercises can be considered. The first
would be simply to talk to a wall. Challenge yourself to speak to this
inanimate being for at least two minutes. This exercise will help you to
maintain a satisfactory level of energy and volume to capture the attention of
your audience. Indeed, what is often confusing when speaking to an audience
that you can see is the reactions and expressions on the face. There is nothing
like a person yawning during your speech, people looking at their
smartphones or inert faces with little reaction. If you are trained to talk to a
wall, to get used to an "interlocutor” who does not react, this will allow you
to react more constructively and without endangering your speech, if the
audience does not react to your jokes or references.

N\
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In conclusion, this unit has provided a comprehensive and foundational
exploration of the diverse facets of communication, equipping us with
essential tools to become effective and thoughtful communicators. We've
delved into the bedrock of communication theory, understanding how
messages are crafted and conveyed. The persuasive power of ethos, pathos,
and logos has been revealed, enabling us to appeal to both reason and
emotion with credibility. We've learned the importance of considering
different points of view, fostering empathy and adaptability in our
interactions. The 7 C's of communication have acted as our guiding principles,
ensuring clarity, conciseness, coherence, and more in our messages. Finally,
our journey through the various types of speeches has broadened our
horizons, offering a range of techniques to inform, entertain, persuade, and
guide our audiences.

These valuable insights and skills will undoubtedly serve us well as we
continue our communication journey in various personal, academic, and
professional contexts.

+ https://www.grammarly.com/blog/figure-of-speech/ To learn more about
figure of speech

+ https://kpu.pressbooks.pub/businesswriting/chapter/the-rhetorical-
triangle-ethos-pathos-and-logos/

« https://staffsquared.com/blog/the-power-of-positive-communication/

+ https://www.colorpsychology.org/

+ https://adonis.lalib.fr/E9782370540508. pdf

+ “Attention spares, Consumer Insights”, Microsoft Canada, 2015,
https://dl.motamem.org/microsoft-attention-spans-research-report.pdf

The European Commission support for the production of this publication does not constitute an
endorsement of the contents which reflects the views only of the authors, and the Commission
cannot be held responsible for any use which may be made of the information contained therein.
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This comprehensive unit is meticulously designed to empower individuals with
the tools and techniques to refine their speaking voice and elevate their
overall communication prowess. The program dives deep into the pivotal
components of effective communication, encompassing both verbal and non-
verbal aspects. By honing posture and clarity, participants will not only boost
their self-assurance but also master the art of conveying messages in a non-
confrontational yet compelling manner.

As part of this multifaceted unit, participants will acquire invaluable skills to
excel in personal and professional communication, leaving a lasting impact
and cultivating stronger, more authentic relationships. Practical exercises are
seamlessly integrated to enhance vocal projection, body language, and active
listening, thereby enabling individuals to forge more meaningful connections,
resolve conflicts harmoniously, and nurture a positive and constructive
communication milieu.

We will further explore the four distinct communication styles—assertive,
passive, aggressive, and passive-aggressive—along with the integration of
gamification to render communication training engaging, interactive, and
enjoyable. In addition, the unit offers insights into refining vocal delivery and
expression, encompassing intonation, articulation, resonance, volume, pace,
and rhythm.

These techniques serve as the cornerstone for conveying thoughts with crystal
clarity, unwavering confidence, and persuasive eloquence, fostering
comprehensive communication mastery.
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« Develop a powerful and confident speaking voice.

« Cultivate effective non-verbal communication skills.

« Foster nonviolent communication.

« Enhance posture and presence for impactful communication.

« Recognize and assess different communication styles, understanding their
strengths and weaknesses.

« Apply techniques, including breathing exercises, to refine vocal delivery
and expressive capabilities.

« Comprehend and practise the importance of clarity, tone, volume, and
pace in effective communication.

« Ability to apply techniques to communicate more clearly and express your
thoughts effectively and increase self-confidence in communication.

» Develop techniques to enhance clarity, tone, volume, and pace in
speaking, making your communication more impactful.

+ Improve non-verbal communication skills, encompassing body language
and gestures enhanced posture and presence to leave a lasting
impression.

+ Apply non-violent communication techniques for better understanding
and empathy.

+ Employ gamification, vocal techniques, and enhanced clarity, tone,
volume, and pace to communicate effectively, confidently, and
respectfully with others.
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Having a powerful and projected voice is essential for effective
communication. In this section, participants will learn the importance of vocal
power and explore various techniques to develop and project their voice
effectively. They will understand how factors such as breath support, vocal
resonance, and vocal exercises contribute to vocal power. Through practical
exercises and vocal warm-up routines, participants will strengthen their vocal
muscles and learn to produce a resonant and impactful voice. These exercises
will enable them to project their voice confidently in various settings, ensuring
their message reaches their audience with power and clarity.

Clarity and articulation are crucial elements of effective communication.
Participants will delve into the significance of clear and articulate speech and
its impact on conveying ideas and messages accurately. They will engage in
exercises designed to enhance their diction, pronunciation, and enunciation
skills. Through tongue twisters, speech drills, and pronunciation exercises,
participants will refine their ability to articulate words and phrases clearly. By
improving their clarity and articulation, they will be able to express
themselves more precisely and ensure their message is easily understood by
others.

The primary function of our breath is to facilitate the intake of oxygen and the
expulsion of carbon dioxide, a process orchestrated by the diaphragm (a
muscular sheet beneath the lungs) and the intercostal muscles located
between the ribs. Breath is not only the energising force used by the vocal
folds to produce spoken sound. It is also a tool which controls everything
from vocal power to the way you sustain sound and manage rhythm, cadence,
and emotion.
Let's begin with a simple exercise. Inhale deeply, counting slowly from one to
five, and then exhale gradually while counting down from five to one.

Did you notice if there was any air left in your lungs at the end of this
exercise? Well, the ability to control your breath while speaking plays a vital
role in the effectiveness of your speech.
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Your breath directly impacts the quality of the sound your voice produces
during communication. Yet, when a public speaker faces stress or anxiety,
their breathing pattern often undergoes noticeable shifts. Instead of utilising
the diaphragm for full, controlled breaths, they tend to resort to shallow,
rapid breaths, often driven by the shoulders. This deviation in breathing style
can significantly disrupt the delicate balance of gases within the body.

Such shallow over-breathing, often termed hyperventilation, can amplify the
physical manifestations of stress, potentially prolonging the feelings of unease
and apprehension while speaking in public. Hence, mastering control over
one's breath is not only a vital skill for effective public speaking but also a
means to mitigate some of the stress-induced symptoms in this context.In
cases where a speaker lacks control over their breath, it often results in
undesirable outcomes such as audible breathing, shallow breaths, and a weak
voice that doesn't carry well throughout the presentation space.

To understand this better, let's explore the three main types of breathing
techniques commonly used in public speaking: clavicular, thoracic, and
diaphragmatic breathing.

When someone employs clavicular breathing, you'll notice their shoulders
moving up and down as they inhale. This type of breathing produces a
breathy and shallow sound, which is less than ideal for effective speaking. It
restricts the speaker’s ability to deliver words with full voice support.

Thoracic breathers rely on chest movements for breathing and often take
multiple short inhales due to speaking quickly. This habit can lead to a
perpetual cycle of inhaling and speaking too fast. It results in shallow breaths,
audible breathing, and sentences that taper off weakly as the speaker runs
out of breath at the ends of their sentences.

Among the three, diaphragmatic breathing stands out as the most suitable
technique for public speaking. With this method, the breath is drawn in using
the diaphragm muscle, causing the stomach to slightly expand during
inhalation and gradually relax during exhalation. This controlled breathing
generates a full, supported sound that is neither breathy nor shallow.
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INHALE
EXHALE

I~ 4

In Practice

You sometimes find yourself struggling to maintain your breath while
speaking in public. This happens due to the diaphragm becoming tight
because it doesn't stretch as much as it normally should during normal
inhalation. The good news is that the diaphragm is like any other muscle—it
can be trained with practice.

Try this exercise: Lie on your back on the floor and place a large book,
preferably around your belly button area. As you inhale, you'll notice the
book rising toward the ceiling, and as you exhale, it falls back to the floor.
Practice pushing the book up with a ten-count inhale and then controlling the
exhale with a ten-count countdown. With practice, you can gradually extend
the duration of your inhales and exhales, improving your ability to speak with
a full, well supported voice.

Remember, always take a breath when you need it, and proper breathing
techniques should not make you feel dizzy or uncomfortable. Once you've
mastered breath control, try counting out loud as you exhale, and stop when
you notice your voice trailing off or losing support. With dedication and
practice, you can harness the power of diaphragmatic breathing to enhance
your public speaking skills and deliver confident, powerful presentations.
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The voice plays a significant role in self-confidence while speaking. This section
focuses on helping participants develop a confident and authoritative speaking
voice. They will explore the connection between voice and self-confidence,
understanding how vocal insecurities and self-doubt can hinder effective
communication. Participants will engage in voice training exercises aimed at
building self-assurance and overcoming vocal barriers. These exercises may
include voice modulation techniques, pitch control, and exploring different
vocal qualities. Participants will also learn strategies to manage nerves and
anxiety related to public speaking, enabling them to speak with confidence
and poise.

By emphasising the development of a powerful and confident speaking voice,
participants will acquire the skills necessary to captivate their audience and
deliver their message with impact. They will understand the techniques for
vocal power and projection, ensuring their voice carries across different
environments and resonates with listeners. Additionally, participants will refine
these skills, to communicate their ideas precisely and effectively. By building
self-confidence through voice training exercises, participants will overcome
vocal insecurities and project an authoritative presence when speaking.
Ultimately, this section aims to equip participants with the tools to unleash the
full potential of their speaking voice and communicate with power, clarity, and
self-assurance.

Vocal techniques are methods that help you improve your voice quality and
expression There are six main vocal techniques that you can use to enhance
your communication skills: intonation, articulation, resonance, volume, pace,
and rhythm.
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Intonation

Intonation is the variation of pitch in your voice. Pitch is how high or low your
voice sounds. Intonation can help you emphasise certain words or phrases,
express different emotions or moods, or indicate different types of sentences
(such as questions or statements).

Some examples of intonation are:

Rising intonation: when your pitch goes up at the end of a sentence (usually
used for yes/no questions)

- "Do you like pizza?"
- "Are you coming with us?"
- "Is that true?”

Falling intonation: when your pitch goes down at the end of a sentence (usually
used for statements or commands)

- "I like pizza.”
- "Come with us."”
- "That's true.”

Rising-falling intonation: when your pitch goes up then down at the end of a
sentence (usually used for wh-questions or exclamations)

- "What do you like?"
- "How are you?"
- "Wow!"

‘
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- Listen to native speakers or recordings of speech and try to imitate their
intonation patterns

- Record yourself speaking and listen back to check your intonation accuracy

« Use a pitch analyzer app or software to visualise your intonation curves

Articulation is the clarity of pronunciation in your speech. Pronunciation is how
you produce the sounds of a language. Articulation can help you communicate
more clearly, avoid misunderstandings, or reduce accent barriers.

- \ o

A+ &

Some examples of articulation are:

- Vowel sounds: the sounds produced by vibrating your vocal cords without
any obstruction (such as /a/, /e/, /i/, /o/, /u/)
_ lICatll’ llbedll’ Ilsitll, llhotll’ llCutll

- Consonant sounds: the sounds produced by obstructing the airflow with
your tongue, teeth, lips, or throat (such as /b/, /d/, /f/, /g/, /k/)
_ llBatll’ llredll’ 'Ifit'l’ lldogll’ llcatll

- Diphthongs: the sounds produced by gliding from one vowel sound to
another (such as /ai/, /au/, /ei/, /ou/, /0i/)
- "Bite", "out”, "wait", "boat", "boy"



Co-funded by
the European Union

OICE

To improve your articulation

1) Learn the phonetic symbols and sounds of English (or any other language)
using a dictionary, chart, or app

2) Practice saying minimal pairs (words that differ by only one sound) aloud,
such as: - Ship/sheep, Bit/bite, Fan/van

3) Use tongue twisters (sentences that contain many similar sounds) to
improve your pronunciation and fluency, such as:

- She sells seashells by the seashore.

- Peter Piper picked a peck of pickled peppers.

- How much wood would a woodchuck chuck if a woodchuck could chuck
wood?

Resonance

Resonance is the richness and fullness of your voice. Resonance is created by
the vibration of air in your vocal tract, which includes your throat, mouth, and
nose. Resonance can help you project your voice better, sound more
authoritative and confident, and avoid vocal fatigue or strain.Some examples
of resonance are:

Chest resonance:
when you feel the vibration in your chest area (usually used for lower pitches)

e
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when you feel the vibration in your mouth area (usually used for middle
pitches)

when you feel the vibration in your head area (usually used for higher pitches)

- Practise humming different pitches and notice where you feel the vibration

- Use a straw to blow air through while making sounds and feel the vibration in
your throat

- Sing along to songs that use different resonators and try to match their tone
and quality

Volume is the loudness or softness of your voice. Volume is controlled by the
amount of air you exhale from your lungs and the pressure you apply to your
vocal cords. Volume can help you adjust to different situations, audiences, or
purposes of communication.

when you speak with a high level of loudness (usually used for
large groups, noisy environments, or expressing strong emotions)
- "Attention please!”
-"I'm so angry!”
- "Can you hear me?"

when you speak with a low level of loudness (usually used for
small groups, quiet environments, or expressing intimacy or secrecy)
- "l love you."
- "Don't tell anyone.”
- "Can you come closer?"
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- Practise breathing deeply from your diaphragm (the muscle below your ribs)
and exhaling slowly and steadily

- Use a decibel metre app or device to measure your volume level and adjust
accordingly

- Record yourself speaking and listen back to check your volume consistency

and appropriateness

Pace is the speed or rate of your speech. Pace is influenced by the number of
words or syllables you say per minute and the length of pauses or breaks you
make between words or sentences. Pace can help you create interest, variety,
and emphasis in your speech. Some examples of pace are:
- Fast pace: when you speak with a high speed or rate (usually used for
expressing excitement, urgency, or nervousness)

- "I can't believe it!"

- "Hurry up!”

-"Um...uh...well..."
- Slow pace: when you speak with a low speed or rate (usually used for
expressing calmness, seriousness, or thoughtfulness)

- "Take it easy.”

- "This is important.”

- "Let me think..."

- Record yourself speaking and listen back to check your pace variation and
suitability

- Practise reading aloud different texts and time yourself

- Use a metronome app or device to set a rhythm for your speech

the European Union
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Rhythm is the pattern or flow of your speech. Rhythm is affected by the stress
or emphasis you put on certain words or syllables and the intonation or pitch
variation you use in your sentences. Rhythm can help you convey meaning,
emotion, and attitude in your speech.

: when you speak with a consistent and predictable pattern or
flow (usually used for clarity, simplicity, or monotony)
- "I like ice cream.”
- "One, two, three, four."
- "This is boring."”

when you speak with an inconsistent and unpredictable
pattern or flow (usually used for complexity, creativity, or surprise)
- "l scream, you scream, we all scream for ice cream.”
- "To be, or not to be, that is the question.”
- "This is amazing!”

- Practice stressing different words
or syllables in a sentence and
notice how it changes the meaning
or tone
- Use a melody app or software to
generate  different intonation
patterns for your sentences

Record vyourself speaking and
listen back to check your rhythm
diversity and expression
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2.3 Communication Styles, Skills and Techniques

Communication styles

Communication styles are the ways that people express themselves verbally
and nonverbally. They reflect a person's personality, preferences, and
attitudes. Communication styles can also influence how others perceive and
respond to us. There are four common communication styles: assertive,
passive, aggressive, and passive-aggressive. Each style has its own
characteristics, advantages, and disadvantages.

THE 4 COMMUNICATION STYLES

PASSIVE AGGRESSIVE PASSIVE-AGGRESSIVE ASSERTIVE

b

Assertive communication

Assertive communication is the most effective and respectful way of
communicating. Assertive communicators express their thoughts, feelings, and
needs in a direct, honest, and polite way. They respect themselves and others
equally. They listen actively, ask questions, give feedback, and compromise
when necessary. They also use confident body language, such as eye contact,
upright posture, and relaxed gestures.

Some examples of assertive communication are:

- "l appreciate your feedback, but | disagree with your point of view."
- "l feel frustrated when you interrupt me while I'm speaking.”
- "I need some time to finish this task. Can we talk later?”

Assertive communication can help you:

- Build trust and rapport with others

- Resolve conflicts constructively

- Express yourself clearly and confidently

- Achieve your goals without hurting others

Pl
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Passive communication is the opposite of assertive communication. Passive
communicators do not express their thoughts, feelings, and needs openly or
honestly. They avoid confrontation and conflict at all costs. They often agree
with others or remain silent even when they disagree or are unhappy. They also
use submissive body language, such as avoiding eye contact, slouching
posture, and fidgeting gestures.

- "Whatever you say.”
- "l don't mind.”
- "Sorry for bothering you."

- Lose respect and credibility with others

- Feel resentful or depressed

- Miss opportunities or compromise your values
- Create misunderstandings or confusion

Aggressive communication is the most destructive way of communicating.
Aggressive communicators express their thoughts, feelings, and needs in a
rude, hostile, and intimidating way. They disrespect themselves and others
equally. They do not listen, ask questions, give feedback, or compromise. They
also use threatening body language, such as staring, pointing, and invading
personal space.

-"You're an idiot."
- "Shut up and do what | say."
- "You owe me this."”

- Damage relationships and reputation with others
- Create conflicts and enemies
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- Generate fear or anger in yourself and others

Passive-aggressive communication is a combination of passive and aggressive
communication. Passive-aggressive communicators express their thoughts,
feelings, and needs in an indirect, dishonest, and manipulative way. They
pretend to agree or comply with others, but secretly sabotage or undermine
them. They also use sarcastic or mocking body language, such as rolling eyes,
shrugging shoulders, and smirking lips.

- "Fine.",

"Whatever.",

“Sure.” (with a tone of sarcasm or contempt)

- "I'm sorry you feel that way."” (without taking responsibility or apologising
sincerely)

- "I'll do it later.” (without intending to do it at all)

- Losing trust and respect from others
- Creating tension and resentment

- Wasting time and energy

- Escalating conflicts or problems

Identifying style is an important step in improving your communication skills.
By understanding your own communication style, you can better understand
how you interact with others and how others may perceive you.

Reflect on your communication style

One way to identify your communication style is to reflect on how you
communicate in different situations. Think about how you communicate with
friends, family, coworkers, and strangers. Consider whether you tend to be
more assertive, aggressive, passive, or passive-aggressive in your
communication.
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Another way to identify your communication style is to ask for feedback from
others. Ask trusted friends, family members, or coworkers for their honest
opinions about how you communicate. You may be surprised by the feedback
you receive and learn something new about yourself.

There are many communication style assessments available online that can
help you identify your communication style. These assessments typically ask
questions about your communication preferences and behaviours and provide
feedback on your dominant communication style.

Identifying your communication style also involves recognizing your strengths
and weaknesses. Are you good at expressing your needs and desires? Do you
tend to avoid conflict? Are you comfortable with assertively stating your
opinion? Understanding your strengths and weaknesses can help you improve
your communication skills and choose an appropriate communication style in
different situations.

Finally, identifying your communication style involves practising different
communication styles. Experiment with being more assertive or less aggressive
in your communication. Practise active listening and using "I" statements. By
practising different communication styles, you can become a more versatile
and effective communicator. Here are some aspects to consider:

Assertive communication involves expressing your
thoughts, feelings and needs in a clear and confident manner while respecting
the rights and boundaries of others. Practice speaking up for yourself
respectfully, stating your opinions, and setting boundaries when necessary. For
example, you can practise asserting yourself by calmly expressing your
disagreement or asking for clarification when you don't understand something.
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Aggressive communication involves expressing your
thoughts or feelings in a way that disregards others’ needs and feelings.
Practice avoiding aggressive behaviour such as yelling, insulting, or attacking
the other person. Instead, focus on expressing your thoughts and feelings
without resorting to personal attacks. Remember, it's important to address the
issue rather than attacking the person. For example, you can practise
expressing your concerns without blaming or accusing the other person.

Active listening is a crucial skill for effective communication.
Practice giving your full attention to the speaker, maintaining eye contact, and
showing genuine interest in what they have to say. Avoid interrupting or
jumping to conclusions. Instead, paraphrase and reflect on what the speaker
said to ensure understanding. By practising active listening, you create an
atmosphere of respect and understanding, making the other person feel heard
and valued.

Practise using "I" statements to express your thoughts,
feelings, and needs without blaming or accusing others. By focusing on your
own perspective, you can effectively convey your message while maintaining a
non-confrontational tone. For example, you can practise using "I" statements
by starting your sentences with phrases like "I feel,” "I think," or "I need.” (See
the part titled “Adapting Your Communication to Different Styles“ for further
information.)

By actively practising different communication styles, you can develop greater
flexibility and adaptability in your interactions. This allows you to choose the
most appropriate approach based on the situation and the individuals
involved. Identifying your communication style involves reflecting on your
communication preferences, asking for feedback, taking a communication style
assessment, considering your strengths and weaknesses, and practising
different communication styles to see which ones work best for you and in
which situations they can best be used. By understanding your own
communication style, you can become a more effective communicator and
build better relationships with others.
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Recognising communication styles in others is an important skill in
building effective relationships. By understanding the communication
styles of those around you, you can communicate more effectively with
them, build trust and rapport, and avoid conflicts.

One way to recognize communication styles in others is to observe
nonverbal cues. Pay attention to their tone of voice, facial expressions,
and body language. Aggressive communicators may speak in a loud or
hostile tone, while passive communicators may speak softly or avoid eye
contact.

Active listening is another way to recognize communication styles in
others. Active listening involves paying attention to what the other
person is saying and clarifying their message by paraphrasing or asking
questions. By actively listening, you can better understand the other
person's communication style and respond appropriately.

Language and word choice can also provide clues about someone's
communication style. Aggressive communicators may use blaming
language or "you" statements, while passive communicators may use
apologising language or "l don't know" statements.

It's important to recognize that communication styles can vary across
cultures. In some cultures, indirect communication is preferred, while in
others, direct communication is expected. Understanding cultural
differences in communication styles can help you avoid
misunderstandings and build better relationships with people from
different backgrounds.
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Adapt your communication style
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Recognizing communication styles in others involves adapting your own
communication style to better suit the other person's style. If you're
communicating with someone who prefers a more passive style, you may need
to be more direct and assertive in your communication to ensure your message
is understood.

Adapting your communication to different styles is an important skill in
building effective relationships. By adapting your communication style to suit
the other person's style, you can communicate more effectively, avoid
misunderstandings, and build trust and rapport.

2.4 Practical Exercises to Improve Speaking Skills

In today's world, communication happens in various forms, such as in-person
conversations, presentations, phone calls, video calls, and online meetings.
Therefore, it is more critical than ever to enhance your speaking skills to
communicate effectively across various channels.

Effective communication is a vital skill in all aspects of life, whether it's in a
personal or professional setting. Clear and confident communication can help
you build relationships, convey ideas effectively, and achieve success in your
career. However, speaking skills are not innate, and they require practice and
development.
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This self-learning material is desighed to help you enhance specific speaking
skills: clarity, tone, volume, and pace. Each of these skills is essential to
effective communication, and they can significantly impact the impression you
make on your audience.

Through this material, you will learn practical exercises that will help you
develop these skills and become a more effective communicator. With
consistent practice, you will be able to convey your ideas clearly, capture your
audience’s attention, and establish meaningful connections in your personal
and professional life. So, whether you're a student, a professional, or someone
looking to improve their communication skills, this material is for you.

Enunciation exercises can help you develop proper
pronunciation of words. Try saying these phrases aloud, exaggerating each
sound: "She sells seashells by the seashore” or "Unique New York."

Pronunciation exercises can help you develop the
correct pronunciation of specific sounds. Try saying these words aloud,
focusing on the correct sound: "three,” "squirrel,” "library."”

Tongue twisters can help you develop quick and precise
pronunciation. Try saying these tongue twisters: "How much wood would a
woodchuck chuck if a woodchuck could chuck wood?" or "Red lorry, yellow
lorry.”

Before you speak, take a few minutes to warm up your voice.
Try humming or singing a song to warm up your vocal cords.

Breathing exercises can help you control your breathing
and maintain a steady tone. Try inhaling for five seconds, holding for five
seconds, and exhaling for five seconds.

To improve your tone, practice reading a speech with
different emotions and inflections. Try reading the same speech with anger,
sadness, happiness, and excitement, and observe how your tone changes.
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Breath support: Breath support can help you project your voice effectively.
Take a deep breath and exhale slowly while speaking.

Vocal projection exercises: Vocal projection exercises can help you develop
the power and range of your voice. Try speaking in different volumes, from
whispering to shouting.

Speaking in a large room: Practise speaking in a large room without a
microphone to improve your volume. Focus on projecting your voice and filling
the room with your words.

Pausing: Pausing can help you emphasise key points and give your audience
time to absorb your message. Try pausing after each sentence or idea.
Emphasising key words: Emphasising keywords can help you convey meaning
and maintain your audience’s attention. Try emphasising the most critical word
in each sentence.

Varying your pace: Varying your pace can help you keep your audience
engaged. Try reading a speech at different speeds and using different
sentence structures.

It is not universal, but
it is crucial for conveying meaning beyond words. Gestures, posture, and facial
expressions enhance our message and reveal true feelings. Body language
varies across cultures; what is acceptable in one may be offensive in another.
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Understanding nonverbal communication like tone and facial expressions is
key for effective communication, especially in corporate settings. Body
language includes nonverbal cues that help interpret words and understand
moods and responses.Here are some techniques to enhance your body
language while speaking in public:

Establish a connection with your audience by making
consistent eye contact. Avoid staring at one person for too long; instead, scan
the room to engage everyone.

Stand tall with your shoulders back and head held
high. A confident and upright posture conveys authority and credibility.

Use purposeful and natural gestures to emphasise key points. Avoid
excessive or distracting movements; gestures should complement your
message.

Expressive facial expressions can convey enthusiasm,
sincerity, and engagement. Smile when appropriate and adjust your facial
expressions to match the tone of your message.

Be mindful of your hand movements. Open, expressive
hand gestures can enhance your message, while closed or fidgety hands may
convey nervousness.

Move purposefully on the stage to keep the audience’s attention.
Avoid pacing back and forth, and use movement to transition between
different points or engage different sections of the audience.

Adjust your distance from the audience based on
the size of the room. Closer proximity can create a sense of intimacy and
connection, while stepping back can signal a shift in focus.

Subtly mirror the body language of your audience to
establish rapport. Match the energy and enthusiasm of your audience while
maintaining authenticity.
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Effective communication is a critical skill for success in all aspects of life, and
enhancing your speaking skills can help you achieve your goals. By practising
the techniques outlined in this self-learning material, you can improve your
clarity, tone, volume, and pace. Remember that developing your speaking skills
takes time and effort, but the rewards are significant. Clear communication can
help you build better relationships, convey your ideas more effectively, and
achieve success in your personal and professional life.

To continue improving your speaking skills, make it a habit to practise
regularly. Find opportunities to speak in front of an audience, such as
presenting in a meeting or giving a speech at an event.

Take note of your progress, and don't be afraid to ask for feedback from
others. Lastly, don't forget to be confident in your abilities. Effective
communication is not just about what you say, but also how you say it.

With the right mindset and consistent practice, you can become a confident
and compelling communicator. In the same spirit, we strongly recommend that
you speak in front of a mirror. Although this exercise may seem a little
redundant with the first one, it is nevertheless one of the most effective.
Pretend you are having a conversation or give a one-minute speech about
what you had for lunch. Focus on your facial expressions. Match your facial
expressions to the tone of your speech so that it helps to get your message
across and grab the attention of your audience. Also, speaking while looking in
the mirror will help you to become familiar with the presence of an audience.

Right now, you are facing the worst audience, the one who will probably judge
you the most severely: Be careful with yourself and accept that your
speech will not always be perfect.
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To do this, imagine how an ideal speaker would behave. You can draw
inspiration from people you know, watch different videos of TED talks, and
identify the elements you like most about their speaking. Once you have done
this, you can describe them before and during their talk: what do they give off?
Why does he or she manage to capture attention? What are their qualities?
Note the steps you will take to become as similar as possible to this
communicator. This exercise will allow you to identify the elements that are
important to you, and to understand what your identity is as a transmitter and
the elements that disturb you.

One of the most difficult things to correct in public speaking is linguistics.
Again, don't panic, we all have them! However, being aware of them helps to
control them and ensure that they don't interfere with the understanding of
your message. To do this, you can record yourself and identify and then count
your linguistic tics. This initial identification phase is fundamental to being able
to limit their presence. Once you have done this, each time you speak to
someone, try to remain aware of the frequency with which these verbal tics
manifest themselves. This will help you to pay attention to your choice of words
and the frequency of these ticks in your sentences.
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Learners will understand how to
leverage these skills to effectively connect with audiences, express ideas
clearly, and create a positive and engaging speaking environment.

Most valued soft skills

(s (6]
Ambition Focus
(4] (7]

Friendliness Common sense
and manners l[-J]

) o — | o

Self-management - Situational

skills awareness

(2] 9]
Time Enthusiasm

management and optimism
1] ®

Confidence Empathy

Here are the key soft skills relevant to communication and public speaking,
along with explanations of how they contribute to successful outcomes:

Verbal communication skills involve the ability to express oneself clearly,
concisely, and with appropriate language and tone. Effective speakers
articulate their ideas in a manner that is easy to understand, engaging, and
tailored to their audience's level of knowledge or expertise. Non-verbal
communication, including body language, facial expressions, and gestures,
complements verbal communication and enhances the speaker's message.
Maintaining eye contact, using open and welcoming body posture, and
utilising appropriate gestures can significantly improve the audience's
engagement and understanding of the speaker's message.
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Active listening is the skill of fully concentrating, understanding, and
responding to the speaker's message. It involves giving one's complete
attention, interpreting the speaker's verbal and non-verbal cues, and
demonstrating genuine interest in what is being said. Active listening enables
speakers to connect with their audience on a deeper level, show empathy, and
respond appropriately to their needs or concerns. It also allows speakers to
adapt their message based on the audience's reactions and feedback, making
the communication more effective and impactful.

Empathy and emotional intelligence are crucial soft skills for effective
communication and public speaking. Empathy involves understanding and
sharing the feelings, thoughts, and perspectives of others. It allows speakers to
connect emotionally with their audience, making them more receptive to the
speaker's message. Emotional intelligence encompasses self-awareness, self-
regulation, social awareness, and relationship management. Speakers who
possess emotional intelligence can navigate challenging situations, manage
their own emotions, and effectively respond to the emotions of their audience.
This skill helps create a supportive and inclusive speaking environment where
individuals feel valued and understood.

Confidence and self-esteem are essential for public speaking success. They
enable speakers to project credibility, engage the audience, and effectively
deliver their message. Confidence can be developed through practice,
preparation, and positive self-talk. Building self-esteem involves recognizing
one's strengths, acknowledging past successes, and maintaining a positive
mindset. Confident speakers captivate their audience, convey authority, and
leave a lasting impression.
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Effective time management and organisation skills are critical for successful
public speaking. Speakers need to structure their speeches or presentations in
a clear and logical manner, ensuring that they cover all relevant points within
the allocated time. Time management skills help speakers avoid rushing or
exceeding their allotted time, allowing for a smooth and well-paced delivery.
Being organised also aids in managing presentation materials, visual aids, and
supporting documentation, ensuring a professional and seamless experience
for the audience.

Collaboration and teamwork skills come into play when speakers engage in
group presentations or panel discussions. Collaborative skills involve working
effectively with others, leveraging individual strengths, and fostering a
harmonious and coordinated delivery. Speakers who excel in collaboration and
teamwork create a cohesive presentation that showcases multiple perspectives
and engages the audience through diverse voices.

By developing and honing these soft skills, individuals can enhance their
communication and public speaking abilities. These skills contribute to the
overall effectiveness of a speaker, enabling them to connect with their
audience, convey messages clearly, and create a positive and engaging
speaking experience.
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Transversal Skills for Public Speaking and
Communication:

Transversal skills like critical thinking, creativity, leadership, and cultural
competence contribute to successful public speaking and communication.
Learners will learn how to apply critical thinking to structure speeches
effectively, incorporate creativity to engage audiences, exhibit leadership
qualities to inspire listeners and demonstrate cultural competence to adapt
messages to diverse audiences.
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Critical Thinking and Problem-solving:

Critical thinking skills enable speakers to analyse information, evaluate
arguments, and make sound judgments. By applying critical thinking, speakers
can structure their speeches effectively, identify key messages, and present
logical and coherent arguments. Problem-solving skills are essential for
addressing challenges that may arise during a presentation, such as technical
issues, audience questions, or unexpected situations. Speakers with strong
critical thinking and problem-solving abilities can navigate these obstacles and
maintain a composed and engaging speaking experience.
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Creativity and innovation skills enhance the
effectiveness and impact of public speaking. Creative speakers can engage
their audience through storytelling, unique examples, or novel approaches to
presenting information. By thinking outside the box, speakers can capture the
audience's attention, make their message memorable, and foster a sense of
excitement or inspiration. Innovation skills allow speakers to adapt their
communication style, incorporate new technologies or visual aids, and deliver
presentations that are relevant and captivating in today's dynamic and ever-
changing world.

Leadership and influence skills are valuable in public
speaking and communication, as they empower speakers to inspire, motivate,
and guide their audience. Effective leaders can set the tone, establish
credibility, and create a positive speaking environment. They have the ability to
connect with their audience, build rapport, and influence their perspectives or
actions. Leadership and influence skills also involve being able to adapt to
different audience needs, adjust the message accordingly, and inspire others
to take action or embrace new ideas.

In a diverse and multicultural
society, cultural competence is vital for effective communication and public
speaking. Cultural competence involves understanding and appreciating
different cultural backgrounds, beliefs, and values. Speakers with cultural
competence can tailor their message to resonate with diverse audiences,
demonstrate respect for different perspectives, and avoid cultural
misunderstandings or insensitivities. Being aware of diversity and embracing
inclusion in communication contributes to a more engaging and inclusive
speaking experience for all participants.

Resilience and stress management skills
are essential for handling the pressure and challenges that may arise in public
speaking situations. Speakers may experience stage fright, nervousness, or
unexpected disruptions during their presentations. Resilience skills enable
speakers to bounce back from setbacks, maintain composure, and adapt to
changing circumstances. Effective stress management techniques, such as
deep breathing exercises, visualisation, or positive self-talk, help speakers stay
focused, confident, and deliver their message effectively.



Co-funded by
the European Union

RAISE

voun|
OICE

Decision-making and Assertiveness:

Decision-making skills are crucial when speakers need to make choices about
content, structure, or delivery methods for their presentations. By utilising
decision-making skills, speakers can assess various options, weigh pros and
cons, and make informed decisions that align with their objectives and
audience needs. Assertiveness skills come into play when expressing ideas,
addressing conflicts, or managing challenging audience interactions. Assertive
speakers can communicate their thoughts and needs clearly, set boundaries,
and engage in constructive dialogue, leading to effective communication and
resolution of issues.

By developing and incorporating these transversal skills, speakers can elevate
their public speaking and communication abilities. These skills contribute to
the overall effectiveness, adaptability, and impact of their presentations,
enabling them to connect with diverse audiences, inspire action, and deliver
messages that resonate across various contexts.

Exercises to Practice Soft and Transversal Skills

This section focuses on practical competencies necessary for successful public
speaking. Learners will gain insights into speech preparation, delivery
techniques, managing stage fright, using visual aids effectively, audience
connection, and handling questions and feedback. They will learn how to apply
these competencies to captivate listeners, convey messages clearly, and
confidently handle speaking challenges.
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a. Active Listening: Practise active listening during conversations,
presentations, and public speaking engagements. Pay attention to the
speaker’'s message, ask clarifying questions, and respond thoughtfully. This skill
will help you understand your audience's perspectives and tailor your message
accordingly.

b. Empathy: Cultivate empathy by putting yourself in the shoes of your
audience. Consider their needs, interests, and concerns. This will enable you to
connect emotionally with your listeners and deliver a more impactful speech
that resonates with them.

¢. Collaboration and Teamwork: Engage in group activities or join public
speaking clubs to enhance your collaboration and teamwork skills. Participate
in team presentations, provide constructive feedback to peers, and learn from
others' perspectives. Collaborative experiences will improve your ability to
work with others and deliver powerful joint presentations.

a. Critical Thinking and Problem-Solving: Develop critical thinking skills by
analysing different viewpoints, evaluating evidence, and forming well-reasoned
arguments. Apply these skills to structure your speeches effectively, anticipate
potential questions or counterarguments, and present logical and persuasive
arguments.

b. Cultural Competence: Increase your cultural competence by learning about
different cultures, customs, and communication styles. Adapt your speech
content, language, and delivery to suit diverse audiences. Respect cultural
differences, avoid stereotypes, and create an inclusive environment where
everyone feels valued and understood.

¢. Creativity and Innovation: Incorporate creative elements into your
presentations to captivate your audience. Use storytelling techniques, visual
aids, and interactive activities to engage listeners and make your message
memorable. Experiment with innovative presentation formats or incorporate
multimedia elements to add a unique touch to your speeches.
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a. Speech Preparation Techniques: Use effective speech preparation
techniques, such as outlining the main points, organising supporting evidence,
and creating a clear structure for your presentation. Practice and refine your
speech to ensure a smooth and coherent delivery.

b. Delivery Techniques: Work on your body language, facial expressions, and
voice modulation to enhance your delivery. Maintain an upright posture, make
eye contact with the audience, and use gestures to emphasise key points.
Practice speaking with clarity, appropriate pace, and varying vocal tones to
keep your audience engaged.

¢. Handling Questions and Feedback: Develop strategies to handle questions
and feedback confidently. Practise active listening when responding to
questions, clarify any uncertainties, and provide concise and well-thought-out
answers. Accept feedback gracefully, view it as an opportunity for growth, and
incorporate constructive suggestions into your future speeches.

To sum up, continuous practice and self-reflection are crucial for skill
development in public speaking. Record and review your speeches, seek
feedback from mentors or peers, and identify areas for improvement. By
consistently applying these skills and competencies, you will develop the
confidence, effectiveness, and impact necessary to become a skilled public
speaker.
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“Talk Like TED: The 9 Public-Speaking Secrets of the World's Top Minds" by
Carmine Gallo.

“The Charisma Myth: How Anyone Can Master the Art and Science of Personal
Magnetism” by Olivia Fox Cabane.

Coursera: “Introduction to Public Speaking”
https://www.coursera.org/learn/public-speaking

Recommended reading: "Crucial Conversations: Tools for Talking When Stakes
Are High" by Kerry Patterson, Joseph Grenny, Ron McMillan, and Al Switzler
Ted Talks. The 110 Techniques of Communication & Public Speaking: David JP
Phillips
https://courses.lumenlearning.com/wm-publicspeaking/chapter/breath
https://www.unicusano.it/blog/didattica/master/storytelling-che-cose/ To learn
about storytelling, how it works, where it can be used.

Carnegie, D. (2006). The Art of Public Speaking. Cosimo Classics.

Gallo, C. (2014). Talk Like TED: The 9 Public-Speaking Secrets of the World's
Top Minds. St. Martin's Press.

Practice Exercises

HBR Staff. (2018, May 22). To Get Better at Public Speaking, Do This. Harvard
Business Review.

Funded by the European Union. Views and opinions expressed are however those of the author(s)
only and do not necessarily reflect those of the European Union or the European Education and
Culture Executive Agency (EACEA). Neither the European Union nor EACEA can be held
responsible for them.
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In this comprehensive unit, participants will hone their public speaking abilities,
with a specific focus on job interviews and crafting compelling resumes.
Through a combination of practical exercises and feedback sessions,
individuals will enhance their confidence and techniques, positioning
themselves for success in future interviews. Moreover, the unit empowers
participants to create standout resumes, emphasising skill highlighting and
memorable communication to leave a lasting impression on potential
employers.

This educational unit centres on the crucial aspects of time management and
assessment in the development of public speaking skills. Participants will gain
insights into how adept time management enhances learning and skill
development in the realm of public speaking. The unit equips individuals with
strategies and techniques for optimising time management and effectively
assessing progress in their public speaking journey.

We will also focus on the significance of visual support, particularly pitch decks,
in the context of business pitching. Pitch decks serve as potent tools to elevate
presentations, engage audiences, and effectively convey messages. Through
this unit, participants will acquire the skills to create and harness pitch decks to
enhance their business pitches and elevate their overall public speaking
proficiency. Furthermore, the unit delves into the pivotal roles of content
structure and enriched vocabulary in facilitating effective communication.
Whether delivering speeches, presentations, or engaging in conversations,
participants will learn how to organise thoughts and employ appropriate
vocabulary to articulate their objectives with clarity and persuasiveness.
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This unit aims to:

« Equip participants with job interview communication skills using public
speaking techniques, emphasising practice and feedback.

« Provide tools and techniques for confident self-expression in various public
speaking scenarios.

- Offer skills to craft compelling resumes and handle common interview
questions strategically.

- Enable effective self-assessment of public speaking skills and continuous
improvement through practice.

« Instil adaptability to excel across diverse speaking formats with clarity and
authenticity.

« Demonstrate improved confidence and composure during job interviews.

- Employ effective body language and non-verbal cues.

« Enhance public speaking skills through self-expression exercises and
connecting with the audience effectively.

« Craft a compelling resume to become “visible” to hiring managers.

« Develop time management techniques and self-assessment abilities.

« Learn to design impactful pitch decks, and enhance storytelling abilities
with visual elements.

Master content structure in communication, organising ideas logically and
expanding vocabulary for precision and persuasiveness in various contexts.
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Good communication skills are a fundamental aspect of the interview process,
as they allow you to showcase your qualifications, abilities, and personality to
potential employers. However, for many individuals, the thought of speaking in
front of others can be intimidating and nerve-wracking. This module aims to
alleviate those anxieties and provide you with the tools and techniques
necessary to excel in your interviews.

Throughout this module, you will engage in individual practice sessions that
simulate real-world interview scenarios. These structured exercises will provide
you with valuable opportunities to refine your speaking skills and receive
constructive feedback from experienced professionals. By practising in a
controlled environment, you will gain confidence, develop a compelling
speaking style, and fine-tune your ability to convey your qualifications
effectively.

In addition, you will learn to handle difficult questions that commonly arise
during interviews. You will learn strategic approaches to structure your
responses, showcase your skills, and navigate challenging situations with poise.
Additionally, we will explore techniques to help you express your unique
personality and authenticity while maintaining a professional manner.

Public speaking is not only about conveying information but also about
creating a memorable and impactful impression on your interviewers. Through
this module, you will discover the power of effective body language, non-
verbal cues, and vocal delivery to enhance your overall communication and
leave a lasting positive impression.

During the individual practice sessions, you will engage in structured exercises
that are specifically designed to enhance your speaking skills in a controlled
environment. These sessions will simulate real-world interview scenarios,
allowing you to experience the pressure and dynamics of an actual interview.
You will have the opportunity to deliver prepared and impromptu responses to
common interview questions.
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This practice will help you refine your ability to articulate your thoughts clearly
and concisely, while also allowing you to practise effective communication
strategies such as active listening and responding with relevance.

1. Prepare a list of common interview questions relevant to your desired job
position.

2. Set up a practice interview scenario with a friend or family member acting
as the interviewer.

3. Conduct a mock interview, aiming to answer the questions as if it were a
real interview.

4, Focus on maintaining a confident posture, clear articulation, and concise
yet informative responses.

5. After the interview, self-reflect on your performance and identify areas for
improvement.

6. Seek feedback from your practice interviewer or record the session to
review it later.

7. Consider the feedback and make adjustments to enhance your interview
skills.

Following each individual practice session, you should strive for dedicated
feedback and improvement sessions. During these sessions, you need to
receive comprehensive feedback from trainers, facilitators or friends to gain
valuable insights into your performance. The feedback should focus on specific
aspects of your communication, such as your ability to engage the interviewer,
convey your qualifications effectively, and maintain a confident and
professional demeanour. You should also receive guidance on non-verbal
cues, body language, and vocal tone to enhance your overall presence during
interviews. This self-awareness will empower you to implement targeted
strategies for improvement, ensuring that you continually progress and refine
your interview skKills.
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An elevator pitch is a brief, persuasive speech that summarises who you are,
what you do, and what you can offer in the time it takes to ride an elevator. It's
an essential tool for job interviews and networking events. In this exercise, we
will provide you with a ready-prepared elevator pitch and guide you through
the process of refining it to make it more compelling and impactful.

"Hi, my name is Jane, and | have five years of experience in digital marketing. |
have worked with various clients, helping them increase their online visibility
and drive more traffic to their websites. | am skilled in SEO, social media
marketing, and content creation. | am a highly motivated and results-driven
individual, and | believe my expertise can contribute to the success of your
marketing team.”

Review the content of the elevator pitch and identify the key elements: your
name, years of experience, area of expertise, and your value proposition.
Consider how well the pitch conveys your unique strengths and what you can
offer to potential employers.

Identify your unique selling points and achievements that differentiate you
from other candidates. Think about specific accomplishments, projects, or skills
that demonstrate your value to employers.

Shift the focus from solely listing your skills to emphasising the benefits you
can bring to the company. Think about how your expertise can solve their
challenges or contribute to their goals.
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Condense the elevator pitch to its most essential components. Aim for brevity
and clarity, ensuring that the pitch can be delivered within 30 to 60 seconds.
Avoid using jargon or technical terms that may not be easily understood by a
non-specialist audience.

“Hello, I'm Jane. I've spent five years driving digital marketing strategies for
various clients, achieving a 30% increase in online visibility and boosting
website traffic by 40%. My expertise lies in SEO, social media, and content
creation. I'm passionate about delivering measurable results and believe my
skills can contribute to your marketing team's success."

Practice delivering your refined elevator pitch in front of a mirror or with a
trusted friend or mentor. Seek feedback on your delivery, clarity, and overall
impact. Make adjustments based on the feedback received to further enhance
the pitch.

In conclusion, an effective elevator pitch should be tailored to the specific job
or opportunity you are pursuing. Customise it to highlight the skills and
experiences most relevant to the position. With practice and refinement, your
elevator pitch will become a powerful tool to impress potential employers and
make a memorable first impression in job interviews.

Developing an authentic speaking style involves finding the balance between
professionalism and showcasing your unique personality during job interviews.
You will explore techniques and exercises that encourage self-expression and
help you present your true self in an interview setting. These exercises will
guide you in identifying the key strengths, values, and experiences that set you
apart from other candidates. You will learn how to effectively communicate
your personal story and achievements, creating a genuine connection with the
interviewers. Through practice and guidance, you will develop the skills to
convey your authentic self confidently and consistently. Emphasising your
unique qualities and passions will leave a memorable impression on the
interviewers and differentiate you from other applicants.
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Reflect on significant experiences, challenges, or achievements that have
shaped your professional journey.

Select a personal story that highlights your strengths, values, or lessons
learned.

Practice sharing this story in a compelling and authentic manner, focusing on
engaging storytelling techniques.

Pay attention to your tone, gestures, and facial expressions to convey
authenticity and emotional connection.

Share your story with a supportive audience, such as friends, family, or a small
group.

Request feedback on the impact and authenticity of your storytelling.
Incorporate the feedback and refine your storytelling skills, ensuring that your
authentic self shines through in your narrative.

Job interviews often include challenging and unexpected questions that can
catch you off guard. In this part, you will learn effective strategies to handle
difficult questions with confidence and composure. These strategies will help
you address complex questions, showcase your problem-solving abilities, and
provide thoughtful and relevant answers.

Practice exercises will be tailored to simulate challenging interview scenarios,
allowing you to apply these strategies in a supportive environment. By
mastering the art of handling difficult questions, you will approach interviews
with a sense of preparedness and assurance.

You will be able to maintain a calm and confident demeanour, impressing
interviewers with your ability to think on your feet and respond effectively to
any situation that arises. These sections of the module aim to equip you with
the necessary skills and strategies to excel in job interviews. By honing your
individual practice, receiving targeted feedback, developing an authentic
speaking style, and mastering the art of handling difficult questions, you will be
well-prepared to communicate effectively, leave a lasting impression, and
increase your chances of securing your desired job.
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Compile a list of challenging interview questions commonly asked in your field
or industry.

Example questions:

1. Why did you apply for that job?

2. Tell me about a time when you faced a significant setback at work and how
you handled it."

3. Describe a situation where you had to deal with a difficult colleague or
team member.”

4, How do you handle high-pressure situations and tight deadlines?”

5. What is your greatest weakness, and how do you address it?"

« Write down your initial response to each question, considering how to
address it effectively.

- Engage in a mock interview with a trusted friend or mentor acting as the
interviewer.

- Have the interviewer ask challenging questions, simulating a high-pressure
interview situation.

. Practice responding to each question with composure and confidence,
using the strategies you have learned.

. After the mock interview, debrief with your interviewer and discuss the
strengths and areas for improvement in handling the difficult questions.

. Take note of the feedback and use it to refine your responses and
techniques for addressing challenging questions effectively.
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This unit is designed to help you develop and enhance your public speaking
skills in a progressively committed manner. Through a series of self-expression
modules, you will engage in various speaking exercises, ranging from
discussing assigned projects to presenting self-created projects and sharing
personal insights. You will also explore the art of delivering speeches without
reading directly from a script, using written text as a guide. By gradually
building your skills, you will gain confidence and become a more effective and
authentic communicator.

In this section, you will focus on developing your ability to discuss assigned
projects effectively. By practising how to articulate key details, insights, and the
impact of a given project, you will refine your communication skills and learn to
engage your audience with a structured and informative presentation. Through
these exercises, you will gain proficiency in conveying complex information,
emphasising important points, and showcasing your understanding of the
project’s significance.

« Form a small group with fellow participants.

- Each group member takes turns presenting and discussing an assigned
project.

« The presenter should focus on conveying key details, insights, and the
impact of the project.

» The rest of the group actively listens and engages in a discussion about the
project, asking relevant questions and providing constructive feedback.
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- Rotate the roles until each participant has had an opportunity to present
and discuss their assigned project.

. Reflect on the feedback received and identify areas for improvement in
effectively communicating the project's significance.

In this segment, you will have the opportunity to present projects that you have
created. By developing and delivering presentations on your own projects, you
will cultivate your creativity, innovation, and problem-solving abilities. These
exercises will enable you to showcase your unique perspective, highlight your
achievements, and demonstrate your ability to captivate an audience. Through
constructive feedback sessions with your peers, you will also refine your
presentation style, improve content delivery, and gain valuable insights into
enhancing your overall effectiveness as a speaker.

« Develop a concise and compelling elevator pitch for a project you have
created.

- Deliver your elevator pitch to a small group or individual.

« Focus on capturing the attention of your audience, clearly conveying the
project’s purpose, value, and unique selling points.

. After the pitch, engage in a feedback session where participants provide
constructive feedback on the content, delivery, and overall impact of the
pitch.

« Revise your elevator pitch based on the feedback received and practice
delivering it again, aiming for improvement in clarity, persuasiveness, and
engaging storytelling.
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In this section, the focus shifts to sharing personal insights or experiences on
chosen topics. Through engaging storytelling techniques, relatable anecdotes,
and meaningful reflections, you will connect with your audience on a deeper
level. These exercises will help you develop a sense of authenticity and
establish a connection based on shared experiences or emotions. By sharing
your personal insights, you will engage listeners, inspire them, and create a
memorable and impactful speaking experience.

1. Select a topic of personal interest or expertise.

2. Prepare a TED-style talk where you share personal insights or experiences
related to the chosen topic.

3. Craft a narrative that engages the audience, includes relatable anecdotes,
and offers meaningful reflections or lessons learned.

4, Practice delivering your talk in front of a small audience, such as friends,
family, or fellow participants.

5. Encourage feedback on the clarity of your message, storytelling
techniques, and overall impact.

6. Incorporate the feedback received to refine and enhance the delivery of
your talk, aiming for a captivating and inspiring presentation.

In this final section, you will learn the art of delivering speeches without relying
heavily on reading from a script. By using written text as a guide, you will
practise delivering speeches with confidence, maintaining eye contact, and
connecting with your audience. Through exercises that focus on memorization
techniques and utilising written text as a reference rather than a crutch, you will
enhance your ability to deliver speeches naturally and authentically. These
exercises will help you develop a strong presence, improve your delivery skills,
and deliver speeches that flow seamlessly, engaging listeners and leaving a
lasting impression.



Co-funded by
the European Union

RAISE
YOUR |
OICE

» Prepare a speech on a chosen topic.

+ Instead of reading from a script, create a set of bullet points that serve as a
guide for your speech.

+ Practice delivering the speech, focusing on maintaining eye contact with
the audience and utilising the bullet points to stay on track.

+ Record your speech or seek feedback from a trusted individual who can
provide constructive critique on your delivery style, engagement with the
audience, and coherence of ideas.

» Take note of the feedback and make adjustments to your speech delivery,
aiming for a confident and natural presentation that demonstrates your
mastery of the subject matter.
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This module is designed to help you develop and refine your public speaking
skills specifically in the context of crafting an impactful resume. By focusing on
highlighting your skills and making a memorable impression, you will learn how
to effectively communicate your qualifications and leave a lasting impact on
potential employers. Through a series of exercises and practical guidance, this
module will empower you to create a compelling resume that sets you apart
from the competition

In today's competitive job market, having a well-crafted resume that effectively
communicates your skills and experiences is crucial. This module is designed
to guide you through the process of creating an impactful resume that
captures the attention of potential employers and leaves a lasting impression.

Throughout this module, you will learn the essential components of a
successful resume, from formatting and structure to content and language.
You will discover techniques for highlighting your skills and qualifications
strategically, ensuring that your resume stands out from the rest. Additionally,
you will explore how to address common interview questions through your
resume, demonstrating your abilities and suitability for the position.

By the end of this module, you will be equipped with the knowledge and skills
to create a compelling resume that effectively showcases your strengths and
leaves a positive and memorable impression on hiring managers. Get ready to
embark on a transformative journey that will enhance your public speaking
skills and increase your chances of securing your desired job.
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An effective resume holds significant power in the job application process. It
serves as your initial introduction to potential employers and plays a crucial
role in capturing their attention and interest. In this section, we will explore the
importance of crafting a compelling resume and how it can impact your job
search journey. Here's a deeper look at the power of an effective resume:

A well-crafted resume showcases your
professionalism and attention to detail. It demonstrates that you take your job
search seriously and are committed to presenting yourself in the best possible
light.

Employers often receive numerous
resumes for each job opening, so it's essential to make a positive first
impression. An effective resume captures attention quickly, stands out from the
competition, and entices the employer to read further.

Your resume is a platform to highlight your
qualifications, skills, experiences, and achievements relevant to the job you're
applying for. It allows you to showcase your unique strengths and demonstrate
why you're the ideal candidate for the position.

Crafting an effective resume requires
effective communication skills. It involves concisely conveying your
experiences, qualifications, and accomplishments in a clear and compelling
manner.

Ultimately, the goal of an effective
resume is to secure job interviews. By presenting your qualifications in a
compelling way, an effective resume increases your chances of being selected
for an interview, where you can further showcase your skills and suitability for
the role.
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Strategic skills highlighting is a key aspect of crafting an effective resume. This
section will guide you through the process of strategically showcasing your
skills and qualifications to maximise the impact of your resume. Here's a closer
look at strategic skills highlighting:

Start by identifying your key strengths and core competencies that are relevant
to the job you're applying for. These may include technical skills, soft skills,
industry-specific knowledge, or certifications. By understanding your strengths,
you can strategically position yourself as a strong candidate.

Each job application is unique, and tailoring your resume to match the
requirements of the specific position is essential. Customise your resume by
emphasising the skills and experiences that directly align with the job
description and demonstrate your fit for the role.

Simply listing your skills is not enough. To stand out, highlight specific
achievements and the impact you made in previous roles. Quantify your
accomplishments wherever possible to provide tangible evidence of your
capabilities. This helps employers understand the value you can bring to their
organisation.

Many employers use applicant tracking systems (ATS) to screen resumes. To
increase the chances of your resume passing through the initial screening,
incorporate relevant keywords from the job description into your resume. This
optimization helps ensure your resume aligns with the employer's
requirements.

Presenting your resume with confidence is crucial during job interviews,
networking events, or any situation where you discuss your qualifications.
Here's a deeper look at presenting your resume with confidence:
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An elevator pitch is a concise summary of your
qualifications, experiences, and career goals. Craft a compelling elevator pitch
that effectively communicates your unique value proposition and captures the
listener's attention. Practice delivering it with confidence, adapting it to
different situations and audiences.

During interviews or networking events, you
may have the opportunity to discuss your resume in more detail. Be prepared
to engage in meaningful conversations about your qualifications, experiences,
and achievements. Listen actively, respond thoughtfully, and provide
additional insights that align with the employer's needs and expectations.

Presenting your resume with confidence requires
professionalism. Maintain a poised and professional demeanour throughout
the conversation. Make eye contact, speak clearly and articulately, and
demonstrate your enthusiasm for the role and organisation.

Be prepared to address questions or
objections related to your resume. Anticipate potential areas of concern, such
as employment gaps or career transitions, and develop concise and confident
responses. Show your ability to handle challenges and present them in a
positive light.

Practise presenting your resume and
engaging in resume discussions with trusted friends, mentors, or career
coaches. Seek feedback on your delivery, clarity, and overall impression.
Continuously refine your presentation skills based on the feedback received.

By focusing on the power of an effective resume, strategic skills highlighting,
and presenting your resume with confidence, you'll be equipped to create a
compelling resume that sets you apart from other candidates. Additionally,
you'll develop the skills necessary to confidently discuss your qualifications and
make a positive impression during interviews and networking opportunities.
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This section is designed to help you enhance your public speaking skills by
effectively managing your time and assessing your progress. Effective time
management is crucial for optimising your practice, learning, and overall
growth in public speaking. By allocating dedicated time for practice,
preparation, and learning, you can make the most of your efforts and progress
more efficiently. This section will provide you with valuable strategies and
techniques to help you manage your time effectively.

Assessment plays a vital role in understanding your strengths and areas for
improvement in public speaking. Through self-assessment and reflection, you
can gain valuable insights into your progress and identify specific areas where
you can enhance your skills. This module will guide you in developing self-
assessment abilities to continually improve your public speaking abilities.

By actively engaging in the exercises and techniques provided, you will be able
to optimise your learning and track your progress in public speaking. We
encourage you to approach this module with an open mind and a willingness
to learn.

Effective time management is a fundamental aspect of developing your public
speaking skills. By managing your time wisely, you can make the most of your
practice sessions and accelerate your progress. Time management allows you
to allocate dedicated time for practising speeches, preparing for
presentations, and learning new techniques.

When you prioritise your public speaking activities and create a structured
practice routine, you create a focused environment that promotes growth. By
setting clear goals and allocating specific time slots for different aspects of
public speaking, such as speech writing, rehearsing, and refining your delivery,
you maximise the efficiency and effectiveness of your practice.
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Additionally, effective time management helps minimise distractions and
allows you to maintain your focus on developing your public speaking abilities.
By organising your schedule, managing interruptions, and creating a conducive
environment for practice, you create a dedicated space for growth and
improvement.

1. Take a moment to reflect on how you currently allocate your time for public
speaking practice and development.

2. Conduct a time audit by tracking your activities related to public speaking
over the course of a week.

3. Analyse the data and identify areas where time could be better managed
or allocated more effectively.

4, Based on your analysis, create a list of specific actions you can take to
improve your time management in public speaking.

To help you manage your time effectively during public speaking practice, we
will explore several practical techniques that you can implement. These
techniques have proven to be valuable for individuals seeking to optimise their
practice sessions and make the most of their available time.

One technique is time blocking, where you allocate specific blocks of time for
different practice activities. This helps you stay disciplined and ensures that
you allocate adequate time for various aspects of public speaking, such as
speech preparation, rehearsal, and feedback analysis.

Another technique is the Pomodoro Technique, which involves breaking your
practice sessions into smaller, focused intervals followed by short breaks. This
method helps maintain your concentration and prevents burnout, ensuring that
you stay energised