CT101: Communication Skills

“There are only two types of speakers in the world: the nervous and the liars” – Mark Twain
“All the great speakers were bad at first” – Ralph Waldo Emerson
Instructor: Karl Wehmhoener

E-mail:

Meeting Time: TWTH 10-10:50, Columbia Campus
Availability:

I am available via email 9-5, M-F

Catalog description: This course is designed to help you develop public speaking,
research and presentation skills. You will select and organize ideas; identify and present
to a particular audience; support ideas clearly; and deliver an effective message with
understanding, confidence, and enthusiasm.
Course objectives: Public speaking is a skill that is essential for school, jobs, or everyday life.
In this course, you will have the opportunity to improve your competence as a public speaker
and effective listener. The specific objectives for the semester are:
1. Learn the concepts, principles, and theories necessary for public speaking.
2. Understand your ethical responsibilities as a public speaker and how speech can
promote the common good of those around you, and develop an ability to discern and
analyze ethical issues in public speaking.
3. Develop skills related to presenting an effective speech such as: audience analysis,
conducting research, organizing material, using language and delivery styles, and using
presentational aids.
4. Develop skills related to effective listening, such as critical evaluation of content,
responding appropriately to the speech, and giving constructive feedback.
5. Realize you can give an outstanding speech to any audience.
Textbook
Lucas, Stephen E. The Art of Public Speaking, McGraw Hill. Additional readings may be
included with this syllabus.
ADA Policy: Students with documented disabilities who may need academic adjustments or
auxiliary aids or services for this course should contact the course coordinator/registrar. If you
have any problems doing so, please let me know.
Course policies:
Attendance When you cannot attend class you must notify the instructor. Your final grade will
be reflect an excessive amount of absences.
Make-up exams/assignments You can make up a speech or test ONLY if you have an
excused absence before the date.

Academic conduct This policy is taken very seriously. Students caught breaking this policy will
receive a zero for the assignment and will be reported to your Principal and to the CMU Dean.
Students who are dishonest more than once will fail the class. As per the course catalog:
Academic Conduct requires that each person accept the obligation to uphold professional
standards in all academic endeavors. Any conduct that unprofessionally represents a student’s
academic performance violates CMU’s Academic Conduct Policy. Unprofessional practices
include but are not limited to the following:
a. CHEATING in any form (e.g., ghost-written papers; cheat sheets or notes; copying during
exams, quizzes, or other graded class work; allowing anyone access to your courseware
account to misrepresent their coursework as yours, or your coursework as theirs, etc.);
b. UNAUTHORIZED COLLABORATION with others on work to be presented in ways contrary
to the stated rules of the course or the specifications of a particular assignment;
c. STEALING or having unauthorized access to examination or course materials,
d. FALSIFYING INFORMATION (records, or laboratory or other data)
e. SUBMITTING WORK PREVIOUSLY PRESENTED IN ANOTHER COURSE without the
advance consent of the second instructor;
f. ASSISTING ACADEMIC MISCONDUCT (intentionally or unintentionally)—This includes
allowing any other student to use or submit your academic work or performance, or other
academic work supplied by you, under a name different from the author of the work; and
g. PLAGIARISM. Plagiarism includes but is not limited to (1) representing as your own work a
paper, speech, or report written in whole or in part by someone else (from the un-credited use of
significant phrases to the un-credited use of larger portions of material), including material found
on the internet, (2) failing to provide appropriate recognition of the sources of borrowed material
through the proper use of quotation marks, proper attribution of paraphrases, and proper
reference citations. Always provide appropriate recognition of all borrowed materials and
sources.
Classroom conduct Do not distract others from the pursuit of learning. Students may be
disciplined for any conduct, which constitutes a hazard to the health, safety, or well-being of
members of the school or which is deemed detrimental to the school’s interest.
Speech etiquette On the days of presentations, those individuals performing should not be
interrupted by latecomers. Additionally, there will be no in-class studying, preparation of notes,
texting, etc. during presentations. Students caught reading other materials, doing homework for
another class, sleeping, or any other behavior that is not related to this class will be counted as
absent for that day.
Cell phones and computers: It is rude to not pay attention to the person presenting their
speech. All electronic devices need to be silenced in class (mobile phones, pagers, and
alarms). You will get one warning (per semester), after the warning I will ask you to leave class
and you will be counted absent for that day. This includes texting in class. I should never see
your phone during class time.

Out of class expectation You will have assignments which require you to read, prep for
speeches, and do research. If you think this can be left until the last minute, then this class is
not for you.
Class cancellation In the case of cancellation, I will call your school as soon as I have made
that decision. If class is cancelled, an alternative assignment may be provided, and you will be
responsible for the completion of that activity as an alternative to class. Likewise, I will pay close
attention to your schools’ cancellation of classes.
Creed The Central Methodist University Community believes in: Seeking knowledge, truth, and
wisdom; Valuing freedom, honesty, civility, and diversity; Living a life of service and leadership;
Taking responsibility for ourselves and the communities in which we live.
Grade Points:
Informative Speech

100 pts.

Persuasive Speech

100 pts.

Entertainment Speech

50 pts.

Demonstrative Speech

50 pts.

Final Exam & Reviews

100 pts.

Participation

100 pts. (Each unexcused absence = 10 points deducted.)

Total:

500 pts.

1. Informative speech: Minimum 8 minutes. Choose a topic that you would like to tell us
about. An outline and bibliography (references) are required.
2. Persuasive speech: Minimum 8 minutes. A persuasive speech of your choice. An
outline and bibliography are required.
3. Demonstrative speech: Minimum 5 minutes. You will research a topic and tell us how
to do it (cook a pie, kick a football, put on make up) An outline and bibliography are
required.
4. Entertainment speech: Minimum 5 minutes.
All selections/topics must be approved by the instructor prior to the day you present the
speech.
Letter Grade Conversion:
500-450 =
449-375 =
374-300 =
299-225 =
224-0 =

A
B
C
D
F

Grading: Perfection is not the goal. Do your best. You are graded against your own work, not
against your classmates’ work. Caring about your work and showing enthusiasm will add to your
grade. Not everyone is comfortable with public speaking, but if you do your best, it will show.
F: Represents performance that fails to meet the course requirements and is unworthy of credit.
This work shows serious deficiencies in regard to the expectations for the assignment. If you
plagiarize work, you will receive an automatic F.
C: Represents achievement that meets the course requirements. This score does not indicate
any shortcomings. All the work was done adequately, and the work showed basic
understanding of the course material.
B: Represents achievement that is above the level necessary to meet course requirements. Not
only were all the basic expectations met, it exceeded minimum expected quality levels.
A: Represents achievement that is outstanding. This work shows preparation, research,
thoughtfulness and represents the highest level of achievement.

SPEECHES
Four graded speeches will be given during the semester: one informative speech, one
persuasive speech, one demonstrative speech, and one entertainment speech. The
instructor will have final say on topic selection.
All speeches must include:
1. Immediately after your speech, speakers will email their outline/bibliography to
me. The outline that includes a list of all sources used (references, also called a
bibliography). Points will be deducted for spelling and grammatical errors. ALL
work will be in WORD. Do NOT send in GoogleDocs. Email only.

Speech Requirements:

1. Informative speech, min. 8 minutes. In this speech you may report an event, explain
a concept, tell the history of something, etc. as long as the goal is to convey knowledge
and understanding. Grading will be based on the following criteria:
2.
3.
4.
5.
6.
7.
8.

The introduction will include a creative attention-grabber.
Clearly identify the topic in the introduction.
Emphasize why the topic is important to the audience.
Build your credibility in the speech introduction.
Preview the body of the speech.
Develop 3-5 identifiable main points.
Include at least 5 credible sources of supporting material and identify them for
the audience.
9. Summarize the main points of the speech in the conclusion.
10. Do not read your speech from a script; only key words and phrases should be
written out.
11. Movement, posture, eye contact, and appearance should be appropriate.
2. Persuasive speech, min. 8 minutes. You will attempt to persuade members of the
audience to change a belief or to perform some action. Grading criteria for this speech
includes: choice of subject, audience adaptation, use of language, physical and vocal
delivery, eye contact, credibility of sources (a minimum of 5), and use of emotional and
logical appeal.
1.
2.
3.
4.
5.

Clearly identify the topic in the introduction.
Emphasize why the topic is important to the audience.
Build their credibility in the speech introduction.
Give a preview of the speech.
Organize speech using Monroe's Motivated Sequence (i.e. Attention, Need,
Satisfaction, Visualization, Action). Do this in outline format.
6. Include at least 5 credible sources of supporting material.

7. Summarize the main points of the speech in the conclusion.
8. Do not read the speech; only key words and phrases should be written out.
9. Movement, posture, eye contact, and appearance should be appropriate.
3. Demonstrative Speech – min. 5 minutes.
1. You will research a topic and tell us how to do it (cook a pie, kick a football, put on
make up)
o Show the activities or moves you have to make in a logical chronological
order.
o Describe the details.
o Be clear. Don't think the audience will understand your demonstration speech
topics immediately.
o Conclude each step.
o Do the demonstration process topic checks on the main points before you
jump to the next step of this demonstrational speech topics tutorial.
2. You must have at least 5 references in your bibliography (citation list.)
3. Entertainment Speech – min. 5 minutes. The primary purpose of a speech to
entertain is to have the audience relax, smile and enjoy the occasion.
o Carefully select an interesting, timely, and appropriate topic. Having
something familiar in the talk that the audience can relate to will enhance
listener interest.
o Build your speech around a central theme, moral, or idea.
o Support your main point or central theme with colorful stories, narrative and
examples.
o Be imaginative and creative when delivering your talk. Few speeches demand
more imagination and creativity than the speech to entertain.
o Be positive and good-natured when delivering your talk—irony and sarcasm
are acceptable but not bitterness.
o Be optimistic and modest when speaking and create an appropriate mood for
your listeners.
o Humor is a key ingredient in speeches to entertain, but can take many
different forms. It can be accomplished through satire, irony, banter, sarcasm,
and wit. A speech does not have to have the audience rolling on the floor
laughing in order to evoke humor or entertainment.
4. Final
Your final will be an essay. 100 pts. You will email it to me no later than May 7, noon.

General Class Schedule
(Changes will occur, and readings will be assigned as we progress.)
January
Introduction.







Share your name, what you plan to do after high school, and what you think is
the worst thing that could happen to you in this class.
Review of the syllabus.
Public Speaking and Anxiety.
Audience Analysis: Who are they? What does it matter?
Entertainment speech

February
Informative Speech.








Selecting your topics.
Researching your speech.
Outlining the presentation.
Introductions and Conclusions.
Citing and bibliography.
Last week speeches.

March





Review: What went right? Wrong? What would you change? What did you learn?
Persuasion and Ethics
Monroe’s Motivated Sequence
Last week: Demonstrative Speeches

April





Persuasion and Ethics
Monroe’s Motivated Sequence
Last week: Persuasive Speech
Final

Speech Evaluation Form

Karl Wehmhoener, Instructor, CMU

This is how you are evaluated on your speech. We will review this after each speech, and
your grade will be posted after all speeches are completed.

Name:

Class:

Total Points Possible: 100 pts.

Guidelines
Attention Getting
Device
Credibility

Central Idea

Transitions

Transition to
Conclusion

Body

Comments
Creative/Effective Okay, not
so creative
but worked.
You let us know
Do a bit
why you are the
more work
expert on this
to tell us
topic.
why you
should be
the
presenter.
Clearly noted.
Noted, but
needs a bit
more
emphasis.
Easy to follow
We could
changes from
follow your
one idea to the
ideas, but
next.
you need
more
guides.
You guided us
You jumped
every step of the to the
way and were
conclusion
clear when the
and needed
ending was
to alert us
coming.
earlier.

Poorly
executed.
Why
should we
listen to
you?

No attempt
to gain our
attention.
No attempt
made to
establish
yourself as
the expert.

Not noted.

No central
idea.

You had
logical
ideas, but
no
transitions.

No
transitions,
and no
logic.

You had no I had no
transition to idea you
conclusion. were
coming to
the end of
your
speech.

Oral Citations
Conclusion

You cited at least
three sources for
your information.
You summed up
your speech and
reminded us of
the main topics.

Delivery
Vocality/Physicality You were alert
and lively and
cared about your
speech
Eye Contact

You engaged the
audience.

Visual Aid

You made an
engaging visual
aid that
advanced the
story.

Outline/Citations

Organized in an
easy to follow
fashion.

Total 100

You cited
three
sources.
You
summed up
your
speech, but
a reminder
would have
been
useful.

You cited
1-2
sources.
You had no
summation,
but you
had a
conclusion.

You didn’t
cite any
sources.
You had no
summation
or
conclusion.

You were
alert, but a
bit more
“color” in
your voice
would help.
You looked
at a few
people, but
not
everyone.
Your visual
aid was
nice to look
at, but
didn’t add
information
to your
speech.
Contains
enough
detail to
reconstruct
the speech.

You
delivered a
level
speech.

You
conveyed
no interest
in your
speech.

You looked You looked
at one or
at your
two people. notes, and
not at the
audience.
You used
You had no
your visual visual aid.
aid as your
speech.

Typed

Minimum of
4 citations
including at
least one
book

Websites for Research, Writing and Speeches

www.citationmachine.com
No more worrying about your references (bibliography.) Type in the information, choose the
style and then cut and paste into a Word document.

www.snopes.com
Ever wonder about that rumor or news story? Check out if it’s real or not at this website.

https://owl.english.purdue.edu
Online Writing Lab (OWL) with tips for grammar, writing, and formatting papers.

http://web.mit.edu/urop/resources/speaking.html#vis
From MIT, suggestions for developing and delivering your speech and visuals.

http://web.stanford.edu/dept/CTL/Oralcomm/Microsoft%20Word%20%20OvercomingSpeechAnxiety.pdf
Tips for overcoming your fear of public speaking. Even if you don’t mind talking in front of a
roomful of strangers, this website has some excellent suggestions for reducing tension.

10 Keys to Writing a Speech

From
http://www.forbes.com/sites/jeffschmitt/2013/07/16/10-keys-to-writing-aspeech/#5cf830f069ca
accessed 12/28/2019

1) Be Memorable:
Sounds easy in theory. Of course, it takes discipline and imagination to pull it off. Many times,
an audience may only remember a single line. For example, John F. Kennedy is best known for
this declaration in his 1961 inaugural address: “And so, my fellow Americans, ask not what your
country can do for you; ask what can do for your country.” Technically, the line itself uses
contrast to grab attention. More important, it encapsulated the main point of Kennedy’s speech:
We must sublimate ourselves and serve to achieve the greater good. So follow Kennedy’s
example: Condense your theme into a 15-20 word epigram and build everything around it topto-bottom.

There are other rhetorical devices that leave an impression. For example, Ronald Reagan
referred to America as “a shining city on the hill” in speeches. The image evoked religious
heritage, freedom, and promise. And listeners associated those sentiments with Reagan’s
message. Conversely, speakers can defy their audience’s expectations to get notice. In the
movie Say Anything, the valedictorian undercut the canned optimism of high school graduation
speeches with two words: “Go back.” In doing so, she left her audience speechless…for a
moment, at least.
Metaphors…Analogies…Surprise…Axioms. They all work. You just need to build up to
them…and place them in the best spot (preferably near the end).

2) Have a Structure:
Think back on a terrible speech. What caused you to lose interest? Chances are, the speaker
veered off a logical path. Years ago, our CEO spoke at our national meeting. He started,
promisingly enough, by outlining the roots of the 2008 financial collapse. Halfway through those
bullet points, he jumped to emerging markets in Vietnam and Brazil. Then, he drifted off to 19th
century economic theory. By the time he closed, our CEO had made two points: He needed
ADD medication – and a professional speechwriter!

Audiences expect two things from a speaker: A path and a destination. They want to know
where you’re going and why. So set the expectation near your opening on what you’ll be
covering. As you write and revise, focus on structuring and simplifying. Remove anything that’s
extraneous, contradictory, or confusing. Remember: If it doesn’t help you get your core
message across, drop it.

3) Don’t Waste the Opening:
Too often, speakers squander the time when their audience is most receptive: The opening.
Sure, speakers have people to thank. Some probably need time to get comfortable on stage. In
the meantime, the audience silently suffers.

When you write, come out swinging. Share a shocking fact or statistic. Tell a humorous
anecdote related to your big idea. Open with a question – and have your audience raise their
hands. Get your listeners engaged early. And keep the preliminaries short. You’re already losing
audience members every minute you talk. Capitalize on the goodwill and momentum you’ll
enjoy in your earliest moments on stage.

4) Strike the Right Tone:
Who is my audience? Why are they here? And what do they want? … Writing a speech involves
meeting the expectations of others, whether it’s to inform, motivate, entertain, or even
challenge. To do this, you must adopt the right tone.

Look at your message. Does it fit with the spirit of the event? Will it draw out the best in
people? Here’s a bit of advice: If you’re speaking in a professional setting, focus on being
upbeat and uplifting. There’s less risk. Poet Maya Angelou once noted, “I’ve learned that people
will forget what you said, people will forget what you did, but people will never forget how you
made them feel.” Even if your audience forgets everything you said, consider your speech a
success if they leave with a smile and a greater sense of hope and purpose. That’s a message
in itself. And it’s one they’ll share.

5) Humanize Yourself:
You and your message are one-and-the-same. If your audience doesn’t buy into you, they’ll
resist your message too. It’s that simple. No doubt, your body language and delivery will leave
the biggest impression. Still, there are ways you can use words to connect.

Crack a one liner about your butterflies; everyone can relate to being nervous about public
speaking. Share a story about yourself, provided it relates to (or transitions to) your points.

Throw in references to your family, to reflect you’re trustworthy. And write like you’re having a
casual conversation with a friend. You’re not preaching or selling. You’re just being you. On
stage, you can be you at your best.

6) Repeat Yourself:
We’ve all been there. When someone is speaking, we’ll drift off to a Caribbean beach or the
Autobahn. Or, we’ll find ourselves lost and flustered when we can’t grasp a concept. Once
you’ve fallen behind, it’s nearly impossible to pay attention. What’s the point?

In writing a speech, repetition is the key to leaving an impression. Hammer home key words,
phrases, and themes. Always be looking for places to tie back and reinforce earlier points. And
repeat critical points as if they were a musical refrain.

As a teenager, my coach continuously reminded us that “nothing good happens after midnight.”
He’d lecture us on the dangers of partying, fighting, peer pressure, and quitting. After a while,
my teammates and I just rolled our eyes. Eventually, we encountered those temptations. When
I’d consider giving in, coach would growl [my name] disapprovingly in my head. Despite my
resistance, coach had found a way to get me to college unscathed. He simply repeated his
message over-and-over until it stuck.

Some audience members may get annoyed when you repeat yourself. But don’t worry how they
feel today. Concern yourself with this question: What will they remember six months from now?

7) Use Transitions:
Sometimes, audiences won’t recognize what’s important. That’s why you use transitional
phrases to signal intent. For example, take a rhetorical question like “What does this mean” –
and follow it with a pause. Silence gets attention – and this tactic creates anticipation (along with
awakening those who’ve drifted off). Similarly, a phrase like “So here’s the lesson” also captures
an audience’s interest. It alerts them that something important is about to be shared. Even if
they weren’t paying attention before, they can tune in now and catch up.

8) Include Theatrics:
During his workshops, Dr. Stephen Covey would fill a glass bowl nearly full with sand. From
there, he’d ask a volunteer to place rocks into the bowl. In the exercise, rocks represented
essentials like family, job, worship, and exercise, while the bowl signified the volunteer’s time
and energy. It never failed: The volunteer couldn’t fit every rock in the bowl. The sand – which
embodied day-to-day activities like transporting children, shopping, or reading – took up too
much space. Something had to be cut. Usually, it was something essential.

Covey would then encourage his volunteer to consider another option: Start with placing a rock
in the bowl, adding some sand, and then alternating rocks and sand until the bowl was full. Like
magic, there was suddenly enough space for both, as the sand gradually filled any gaps
between the rocks. The message: Maintain balance. Never lose sight of the essentials as you
tend to the day-to-day (and vice versa).

Of course, Covey could’ve made his point verbally and moved on. Instead, he illustrated it with
household items in a way his audience wouldn’t soon forget. If you have a smaller audience (or
a video screen), consider incorporating visuals. Keep the props, storyline, and lesson simple.
When you’re done, leave everything out to symbolize your point to your audience. Whatever you
do, don’t play it safe. If you do, your speech will be forgotten in no time.

9) End Strong:
In 2004, I attended a Direct Marketing Association (DMA) conference. I don’t recall much about
our keynote speaker, except that he was tall and southern. I can’t even remember what his
address was about. But I’ll never forget the story he used to close his speech.

The speaker was a friend of Jerry Richardson, owner of the NFL’s Carolina Panthers. A few
years earlier, the Panthers had drafted a fiery wide receiver named Steve Smith. While Smith
excelled on the field, he was a nightmare in the locker room. Eventually, Smith was arrested for
assaulting a teammate during film study.

Already reeling from bad publicity from other player incidents, Richardson was pressured to cut
Smith. But he chose a different path. Richardson vowed to spend more time with Smith. He
decided that Smith would be better served with guidance and caring than further punishment.
Eventually, Richardson’s patience paid off. Smith became the Panthers’ all-time leading receiver
– and scored a touchdown in their only Super Bowl appearance. In fact, Smith still plays for the
Panthers to this day.
If the speaker intended to remind me how powerful that personal attention and forgiveness
could be, he succeeded in spades. Fact is, your close is what your audience will remember. So
recap your biggest takeaway. Tie everything together. Share a success story. Make a call to
action. Don’t hold anything back. Your ending is what audience will ultimately talk about when
they head out the door.

10) Keep it Short:
What is the worst sin of public speaking? It’s trying to do too much! Your audience’s attention
will naturally wane after a few minutes. They have other places to be – and don’t want to be

held hostage. And the longer you stay on stage, the more likely you are to stray and make
mistakes. So make your points and sit down. Never forget: This is their time, not yours.

