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PREFACE

I have been involved in the study or teaching of speech for almost a half century.
So in career terms, this book is long overdue. Obviously, there are disadvantages
to coming so late into a fairly saturated market, populated by so many credible
academics. There are, however, also advantages. The first is lack of commitment to
the past—the opportunity to begin with a fresh perspective, rather than making
incremental changes over a number of years. As some well-publicized cases have
demonstrated, problems can arise if people undergo too many cosmetic surgeries.
The same is true for books!

A second advantage is the opportunity to synthesize knowledge gained over
the course of a career—to bring a lifetime of experiences to bear on the project.
This book will be very different from the one that I would have written in the early
1970s. And even as I have worked on the project, I have continued to question
prior assumptions about what works best in an undergraduate speech class.

When I engaged in early talks with Oxford representatives about this project,
they told me that—given the enormous resources that go into producing an intro-
ductory book and the number of well-established books on the market—they did
not want to add another book to the market unless I could offer a novel approach.
Since the teaching of public speaking relies on classical principles, that request
would seem to be a difficult one. But over the years, I have struggled with certain
dilemmas in teaching the introductory speech course—dilemmas that I know oth-
ers also confront. In this book, I have tried to overcome some of these problems.
The following discussion describes characteristics of the book that make it appeal-
ing to instructors of the undergraduate speech course. The approach is assign-
ment-based, additive, flexible, comprehensive, innovative, realistic, friendly, sub-
stantial, and current in its perspectives.

Assignment-Based

First, the approach is assignment-based. The large majority of instructors adopt as-
signment-based approaches to teaching the undergraduate speech course. This
book responds, as others do not respond, to the important need to recognize the
way in which most instructors actually teach the undergraduate speech course. Let
me explain.

With existing books on the market, instructors confront the difficult decision as
to which materials to cover first. The dilemma arises because the authors have
adopted a topic-focused rather than assignment-focused approach to the organization
of their books. For some 50 years or more, the typical introductory speech book
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has been organized around discrete subject areas such as knowing your audience,
conducting research, developing your outline, supporting your ideas, and pre-
senting the speech. In other words, each chapter addresses a different step in the
public speaking process. To cover all of the steps, you must read the entire book.
To make matters more confused, the discussions of different types of speeches (in-
formative, persuasive, social occasion, and other), which form the basis for the
speaking assignments, appear in yet another chapter—often positioned at the end
of the textbook.

Since every step in the speech process is relevant to the preparation of any
speech, theoretically students should have completed all of the readings before
they present the first speech. Of course, that is an impossible expectation. So how
does one time the order chapters of often equal importance such as communica-
tion apprehension, audience adaptation, research techniques, organizational for-
mats, attention-getting devices, language, delivery, ethics, and listening styles?
Everyone has a different idea of what should go first, including the authors of in-
troductory textbooks.

Whatever the final ordering of chapters, the same question eventually comes
into play for the instructor of speech. Where to begin when so much is relevant to
the first speaking assignments? Instructors respond to this dilemma in a variety of
ways. Some paste together their reading assignments, asking the students to read
bits and pieces of different chapters. Others delay assignments such as informative
speaking until late in the term, leaving little time for other major speaking assign-
ments. Many experienced instructors have generated their own materials hand-
outs or manuals, which they distribute or place on the web. Frustrated by the
shortcomings of books that fail to get their students quickly into the material, a
number avoid the use of textbooks altogether.

A large number of instructors spend more time than they would like to spend
on lectures, in order to give sufficient orientation to their students in their early as-
signments. Since they cannot expect their students to have read all of the chapters
until later in the term, they are confronted with the need to respond to ongoing
queries about assignments. The process of putting together an outline for courses
is time-consuming and frustrating for the beginning teacher of speech, and the
adoption of a new book requires that experienced instructors engage in yet an-
other patchwork exercise.

An assignment-based approach eliminates these kinds of problems. Each chap-
ter presents the information and orientation required to fulfill the assignment for
that chapter (contained in the Instructor’s Manual, available to adopting profes-
sors). The student does not need to read the entire book to prepare the speaking
assignments. In short, an assignment-based approach makes the work of instruc-
tors much easier. You are able to use class time to discuss ideas from the readings,
conduct exercises that illustrate points, view films and videos, and get students
quickly into presentations. You can lecture less often and listen and react more
often. Graduate assistants and new instructors of speech need only prepare one
chapter at a time. Ensuring uniformity across multiple sections of a course
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becomes much easier. Finally, the structure of this book is more appropriate for on-
line courses than any other speech text presently on the market. The assignment-
based modular nature of the approach works well with WebCT and blackboard
applications.

Additive

This book assumes that an additive approach works best. Each new assignment allows
the student to apply principles learned earlier in the course, but also to acquire
new knowledge and skills. The chapter overview, which follows, demonstrates the
way in which this book encourages the student to build competency in stages.

Chapters One through Three suggest introductory exercises that allow students
to consider their ethical obligations as speakers, confront their public speaking
fears, and come to a better understanding of how listeners process information
and share responsibility for the success of a speech event. The Critical Communi-
cation Model (CCM), introduced in Chapter One, provides a framework for look-
ing at speech events. This model includes a strong focus on both the audience-cen-
tered nature of public speaking and its ethical dimensions. Likewise, Chapter
Three focuses on the way in which audiences perceive and process information.

By Chapter Four, the students have the opportunity to become involved in their
first speaking assignment—the speech of introduction. This chapter suggests steps
to follow in creating a speech of introduction. The assignment introduces students
to the basics—writing an introduction, thesis and preview statements, transitions,
and conclusions. The chapter also discusses common organizational schemes that
apply to a speech of introduction. The focus in terms of theory is on strategies for
gaining and holding audience attention.

Chapter Five provides the opportunity for students to apply principles of audi-
ence research, analysis, and adaptation in a speech of welcome. After conducting
research on their classmates, the students prepare welcoming comments for a ficti-
tious event. While every chapter in the book recognizes the importance of an audi-
ence-centered approach to speaking, this chapter details the most common strate-
gies for meeting the basic needs of audiences, recognizing their belief and value
orientations, and adapting to speaking situations. The chapter includes a stress on
immediacy strategies.

Chapter Six enables the students to put aside content issues long enough to
focus on principles of delivery. The chapter discusses both delivery options (extem-
poraneous, impromptu, memorized, manuscript speaking, and speaking from a
teleprompter) and ways to build credibility through delivery of a one-point speech.

Chapter Seven looks at purposes and types of visual aids, as well as principles
governing the delivery of speeches with visual supports. Extensive coverage is
given to the preparation and delivery of PowerPoint and other computer-
generated presentations. While the content of this chapter is relevant to a number
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of speaking assignments covered in this book, this chapter suggests the possibility
for a speech that debriefs an organization on the results of a project or undertak-
ing. Students of business will find this assignment particularly relevant to their ca-
reer paths.

An informative speaking assignment, discussed in Chapter Eight, asks the stu-
dents to engage in research, choose appropriate organizational schemes, make ef-
fective use of visual aids, and speak extemporaneously from note cards. One op-
tion for the informative speaking assignment is a speech of demonstration.

Chapter Nine examines the building blocks of persuasive discourse: ethos,
pathos, and logos. The chapter exposes the reader to strategies for achieving and
maintaining credibility, using emotional appeals, and employing logic and reason-
ing in arguing points of view. Fallacies in logic and reasoning are also described.

Chapter Ten introduces the student to purposes of persuasive speaking and or-
ganizational schemes that apply to this genre of speaking. The chapter leads the
student through the process of writing and delivering a persuasive speech. Like
earlier assignments, the persuasive speech assignment requires the students to en-
gage in research, adapt ideas to their audiences, select the best organizational for-
mats, and use sound logic and reasoning. However, the assignment also asks the
students to employ various linguistic devices in appealing to the emotions of their
audiences. The students are expected to use repetition, metaphors, analogies, an-
tithesis, and other linguistic devices. The nature of the assignment requires that
the students memorize large segments of their speeches, even if they use note
cards in delivering them.

Although every chapter of the book asks the students to look at ethical ques-
tions related to speechmaking, Chapter Eleven suggests the importance of engag-
ing in an in-depth “coffee-shop” discussion of such questions. More specifically,
the chapter looks at the boundaries of ethical communication, along with in-
stances where speakers have crossed these boundaries. Individual and modern
concepts of propaganda provide a framework for understanding these transgres-
sions. Issues raised in ethics boxes, which appear throughout the book, can be re-
visited in this chapter. The students can also refer to speeches included in the Ap-
pendix.

Chapter Twelve describes the special occasion speech (wedding toast, roast,
tribute, or other social occasion speech). As noted in this chapter, a number of
these genres present the opportunity for speakers to incorporate humor. The dis-
cussion of the use of humor emphasizes the importance of following ethical guide-
lines.

Large increases in college and university enrollments have created the neces-
sity for instructors to require team (rather than individual) presentations. Chap-
ter Thirteen prepares students for those assignments by discussing the creation
and delivery of a team presentation using PowerPoint. This kind of presentation
engages the audience in a variety of learning activities, reflecting educational the-
ories addressed in the chapter. Various topics addressed in the chapter include
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