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The Study of Public Speaking Focusing on Listening
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» “Nature has given to man one tongue, but two
ears, that we may hear from others twice as
much as we speak.” —Epictetus
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Reading, writing, and speaking are taught in
— the skill that takes

about 45 percent of our communication time —

schools. Yet listening

isn’t. Listening is a skill you must master.

[ & [HES &L TFET &) BFK
THAOLGNTWVS, UL, Z3a=r—vav
D45%EHEDdTVS [HS &) BEASNT
WISV, MK TEDRF VI, FHCEHE T B0
Wb,

* Most people are poor listeners. Even when we

think we are listening carefully, we usually
grasp only half of what we hear.
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Regardless of your profession or walk of life,
you never escape the need for a well-trained
ear.
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The art of listening can be helpful in almost
every part of your life.

This is not surprising when you realize that
people spend more time listening than any
other communicative activity — more than
reading, more than writing, more even than
speaking.
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An excellent way to improve your own
speeches 1is to listen attentively to the speeches
of other people. Over and over, instructors
find that the best spakers are usually the best
listener.
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* summarizing information

(FE975)
* recalling facts
(HFEABMT 5)

 distinguishing main points from minor

points
(FERzEHS T 2)

* separating fact from opinion
(FFELEREZXRIT 5)

* spotting weaknesses in reasoning
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* judging the soundness of evidence
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® One of the ways listening can serve you
is by enhancing your skills as a critical
thinker. Critical thinking helps you organize
your ideas, spot weaknesses in other people's
reasoning, and avoid them in your own.
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@ Public speaking is more highly structured.
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@ Tt usually imposes strict time limitations on
the speakers.
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® Public speaking demands much more
detailed planning and preparation than
ordinary conversation.
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@ Public speaking requires more formal
language.
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® Public speaking requires an different meth-
od of delivery. When conversing informally,
most people talk quietly, interject stock phras-
es such as “like” and “you know” , adopt a ca-
sual posture, and use what are called vocalized
pauses ( “uh,” “er,” “um” ). Effective public
speakers, however, adjust their voices to be
heard clearly throughout the audience. They
assume a more erect posture. They avoid dis-
tracting mannerisms and verbal habits.
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@ Send the right body language.
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* Remain at the speaker’s eye level or lower, if
Possible.
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bHENATICHEAES1CLE S,

« If you’re sitting, sit up straight or lean for-
ward slightly to show your attentiveness.
E->TWa & E, HEFREENERT 2D
12, F-o9KRERITR, bR EIC
HiFsL51c L&D,

» Maintain eye contact to the degree that both
you and the speaker are comfortable.
PSRRI T A a v 8 7 N EHEFR L LD,

@ Listen with empathy. That means listening
with your ears, your eyes, and your heart.
BIEBALBEOHMI 9, BRHK T TRHL,
N—bTHI 2,

® Show you’re listening and understanding
the message.
Ayt—VEEHOTHWE L, HELTOLEC
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* Face the speaker squarely.
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* Nod your head up and down to signal agree-
ment; nod it sideways to signal disagree-
ment.

AETELEXICEHIBTE, AnLEAR
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* Smile to signal agreement.
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» Raise your eyebrows to say Really? or That's
Interesting.
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» Utter the word I see, mmmm, right.
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@ Offer positive encouragement.

f LRI L CHIESEIE LE L& 9,

» Give speakers the space they need with
attentive silence. Sit quietly and patiently
through pauses or uneasiness.

GLFNEEICSF D, B H-TH, H
KGR BE > TV K 9,

» Resist the urge to give advice unless asked.
RKOONBOERY, FELFICT KNS 2K
WwWkHicl ko,

® Don’t interrupt.
2 E—=F O ICEHIcH D AT EVWE S IT L&
Do

» Even if the speaker is launching a negative
attack against you, wait until he’s finished
to defend yourself. Listen carefully so you
can plan your rebuttal.

R EZAFELFPHERTH - T, HICEID
AETI, RE-FPKRDLLE TIGREE A
THEI I,

® Ask questions and paraphrase.
BHillZLXS, VA TAHL D,

» Active listening means asking questions to

clarify salient points.

AR XD ESEALHICENAELL S,

* Question from a position of goodwill and
mutual goals.

SRS T — v RAEA CEME L L D,

(@ Take Notes. Simply ask: would you mind if I
take notes?
J—=bEEAS, FHEN, GELFIC [/ — %
LoThbhibirunh] HuTak,

Copy the body language of the person
yvou’re speaking with. If he’s sitting back
with his legs crossed, do the same. When you
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mirror the body language of the speaker, he
will subconsciously understand that you’re
listening.

HF2AEEFE < BT, Body language ® F 12
ZLTHEI, i LFMREMATOHIS, BE
TFoHlATAHL I BEOX D IfTBIT R EC L
T, 6 LFREBIEERIC B L TEICEEE- VT

HE5-TVWBEEHITEL b,

%72, [The Art of Public Speaking 12eJ° 1213, /¥
7 w7 e ZE—F v 7 TOD Listening Self-Evalua-
tion (fH & FOREJIFHEZD) BFANM SN TV 5, Habit(fi
STFoHME) 2M>NAETHI, [HCTE] oxF
wELTIGATRETH 5 EE A, 10IHHOhA» S TIH
Hzaf L 7o

(D Giving in to mental distractions.
—FEIANICKSE S VL D ITED LS,

@ Giving in to physical distractions.
—>EHKINTEDEL D & D 15 iTAEZRT XD,

® Rejecting a topic as uninteresting before
hearing the speaker.
=2 E-FZHEANS, mHL RV ERDDT,
e 2oLkl i,

@ Faking paying attention.
—SHTEARL [RELFOEEES | BSLE
WO BABMOET S,

® Jumping to conclusions about a speaker’s
meaning.
—EEOBRPT, fEmAANT VLS IT L L,

® Deciding a speaker is wrong before hearing
everything she or he has to say.
=B LT [HE-TWE ] DO TR0
Sl Lo,

(@ Judging a speaker on personal appearance.
=i LFERcETHMLTvwE St L &9,

LFEE2ZUANEIENLER Y — LT, M T —
Wi B A o THRHIIEE T ke ShTwv 3 SRR
TE5712A95,

[EB LT, Ay - YEZFN-TWEC
ERFE LFEE T oD RFVERPNT A ET, E
BO—HELTOMEFTH->THT V7 1 I FB
TEXBIEEEHB ST TVWBEEZLD, £/, ELTIC
IEB AL, ~— b THIC 9 &89 2468, METH
BoHOEKBEPHRERE SN L LS THTE B,

7 TAULEGREHEPMELY [FEIL]
P E I

[Public speaking—A Student Guide—J " T &, ~¥
TV s e AE=F v ITBY S (G &) 2RI
20D THODRT v TREENITHAN STV B,
IRt U 7c i 2R d

HATH, ToXkH5BEMEKNE <& o2+
ZRL, TORFNVICH->THCRHMITE 2% T [H<
TE] DL EGHRINVERORVWEEZ D,

LEIAT, INHT AN AGRE 2 HOERPE @
TEHRFE, Pl [HZ] & [RI) clbs b0
Th b,

MEZ ] B LT, EABTHIT 2 &9, W
MR EZ % TS EEBEHELTVWEEEZON S, &

@ Choose your topic. First, choose a topic
that interests you. Know what you are trying
to accomplish with your presentation. Are
you trying to educate, convince, entertain, or
demonstrate?

BRI UcEhEA®EIT S, 9, 5L TFHES
MEBHLAVEES bDOEEITH, FLEY T —
VavDI—WEEZILS, AE—FEHERICE
o, MRS, EBLEE, HEHTIOTH B,

@ A great opening line will grab the attention
of your audience.

FEROLEDDUIBDHEEZL L D,

® Good endings help your classmates remember

what you said.

LEICR AR DD HEEAL LD,

@ Show off with visual aids.
WEERZPRLL I,

® Pull your audience in!
AE—FIRERESNESE LD,
Ask questions.
FRICER L TA LD,
Make eye contact.
HRETAa v 0 E2ESD,

® Speak like a pro.
FaDXHEELTA LI,
* You should use a note card to remind you of

what to say.
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» Practice by yourself in front of a mirror.
Practice for your family at home or ask a
friend to listen to you.

FEOHT, FKEOHI, KIEDOHITHE L X5,

* Add gestures and movements.
VaRF v —%RA, HEEMATEEL S,

» Practice speaking loudly and clearly. Look
at your listeners and smile.
REL, BoZxD & LR —F %7 B4E
LT, @ficEERT &5, BRAEREL
K RE X5,

Dress for success.

YD fdic, B 22 X5,

@ Build your confidence.
HEAST L9,
If you have prepared for your talk with lots

of practice, good note cards, and exciting

visualaids, you will do a super job.

2 E—F ORI sz L& 985 L
71— FPHEEROREFEEZITAR, TS LV
AE—FITEBBEAI,

* Before you begin, look your audience in the
eyve and smile at them. Taking a second to
look at them will relax you and put you in
charge of the situation.
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