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ABSTRACT

People fulfill a variety of needs through communication and effective
communication can provide considerable pleasure. A stimulating
conversation, participation in a group discussion that leads to solving a
problem, a persuasive speech that moves the audience to take action is
instances of successful communication. Communication is vital in all
areas of human lives, to persuade, to influence relationships, to inform,
to share, to discover and uncover information. To live isto communicate.
To communicate effectively is to enjoy life more fully. Communication is
any process in which people share information, ideas and feelings. That
process involves not only the spoken and written word but also body
language, personal mannerisms, and style, the surroundings — anything
that adds meaning to a message. Thisreview attemptsa critical appraisal
to effective speech delivery in terms of the communication process, skills
involved in speech preparation, quality of effective speech delivery, mode
of speech delivery and relevance of body language in speech
communication.
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INTRODUCTION

Communicatingissmply talking or exchanging sometypeof message. Whilemessage
exchangeispart of communication, thereismoreto that. People engagein one
form of communication or theother daily, yet itisincreasingly difficult for scholars
to agree on common definition of the concept. Communicationindeed, isacomplex
activity that hasmany definitionsasthereare scholarsinthefield. However, what is
not contestableisthefact that communicationiscrucial to human existence. The
term communication is derived from the Latin word communnis. This means
common or communicate (to share).

For communicationtoexist, at least two activitiesmust take place. Thefirgt
istheactud transmission of the messagefrom the sender to thereceiver. The sender
transmitshismessageto thetarget receiver. Thiscommunication doesnot end here
until thereceiver hassuccessfully interpreted the sender’ smessage. Communication
ischaracterized by themutua exchange of meaningsbetween thesender andreceiver.
Itisthemutual processthrough which messagesaretransmitted and interpreted
withinanindividual or between two or more people. Itistheact, processor means
through which information, people, ideas or concepts are exchanged within an
individud or from oneparty to another, in such amanner that both partiesunderstand
the message accurately. Speech communication refersto theability to convey verba
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messagesto peoplein acarefully organized and convincing manner. However, for
peech communicationto beeffective, it must possessthe quality of understanding.
According toAfinotan (2009), effective communicationisbasically the process of
passing information and understanding from one person to another. Effective speech
delivery isnot an exception here. Thisisalso called public speech making. One
may befaced with the challenge of presenting aspeech beforeagroup of peoplein
aface-to-facestuation, onany giventopic. Thelistenerswill assesshispersondity
and capability based on the confidence he exhibitsand ability to convincethemto
appreciatethelogic behind hisview or perception. Successful speech makingis
often the product of adequate research, planning and understanding of thetechniques
of influencing peopleeffectively. The ability to spesk or communicate effectively
determines, to agreat extent, one'sprofessional advancement. Thisisan exercise
where hisability and credibility isassessed purely from his comportment and
gpesking skills. Theability to communicate verbaly with colleaguesa so determines
his self-esteem and status among his peer group and within the organization.
Therefore, thisstudy isacritical review to effective speech ddivery inNigeria The
amsareto assess:

1. Theskillsinvolvedin speech ddlivery

2. Thequditiesof effectivespeech ddivery

3. Themodeof speech delivery

4, Thereevance of body languagein speech communication

THE COMMUNICATION PROCESS

Communication asaprocess meansan ongoing activity. It hasno clear beginning or
ending. When one opens hismouth to begin aspeech, that point isnot the speech
beginning point. All thethought, preparation and practicethat precedethe actual
performance are part of the communication process. When aspeech isended,
communication doesnot end. Theaudiencetalksabouit it, and onereflectson what
happened. A processisongoing and communication iSaprocess.

The communication processa so invol ves sending and recel ving messages.
When a speaker sends amessage during aspeech, at the sametimeisreceiving
information (by way of reaction) fromtheaudienceintheformof facia expressons,
nodsor applause. The audience sreactions should affect how the speaker ddlivers
therest of the speech. To give amessage between speaker and audience suggests
another important characteristic of aprocess: all the partsareinterrelated. One
part affectsthe othersandisaffected by theothers. For instance, inapublic spesking
situation, the people who make up the audience affect the speaker’s choiceand
treatment of thetopic. The speaker’ swordsthen have animpact on the audience.
Theway in which the audience reactsto the messagetriggersaresponsein the
speaker, who may or may not adjust the message, depending upon theaudience's
reSponses.
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SKILLSINVOLVED IN SPEECH PREPARATION

Many people do select atopic for aspeech —the topic developsfrom the work
they are doing, the hobbiesthey are pursuing or theintereststhat engage them.
People are often asked to speak on their areaof expertise but the specifictopicis
left up to them. If one wants to talk about a social issue such as crime, racial
equdity or educationd reform, hewill discover somuchrelevant materid that cannot
be covered in asingle speech. If onetriesto cover the entiretopic, histreatment
would haveto be so superficial that the speech would not be meaningful. If one
wantsto speak on the subject of education for example, thisshould bedividedinto
different sub-sections. Do you want to talk about primary, secondary or tertiary
education?If you choosetertiary education, thereare still many possibilities. Do
you want to talk about how studentslearn? About curriculum?About interactive
learning?About |earning viacomputers? Narrowing atopicisthe processof finding
the specific aspect of asubject that will best meet the time restraints and other
demands of the speaking situation, Hybelsand Weaver (1992). The process of
packaging agood speech could bedivided into four logical steps; identifying the
purpose, audience analysis, research and organizing the speech.

| dentifying the Purpose: Every speech hasitsaim, purpose or reason for which
itisddivered. Having this purposein mindisvery much like planning, knowing
whereyou aregoing. Theadvantageisthat it hel psthe communicator to ook for
materials, organize and outline his speech and adapt the speech to the needsand
interest of hisaudience. Thegenera purpose of aspeech should tell whether the
communicator intendsto inform or persuade. Informative speeches generally
concentrate on explaining—telling how something works, what something means
or who to do something. A good speaker givesthe audienceinformation without
taking sides. For example, if aspeaker isgiving aninformative speech about using
rabbitsfor research, hewill not statewhether heisfor or againgt doing so, hewill let
membersof the audience make up their own mindsafter laying barethefactsaong
with the advantages and disadvantages. The speaker has to keep close to the
listening span of theidentified audience of 15 minutesfor the adultsand seven
minutesfor children. Anecdotes, word pictures, proverbs, imageriesaretheoil that
words are eaten. In apersuasive speech, the speaker takesaparticular position
and triesto get the audience to accept and support that position. For example, a
speaker triesto persuade her audiencethat they should support 2020 of the present
adminigtration. The speaker now concentrates on looking for the best information
availableto support hispoint of view. The audience has certain expectationsfrom
the speaker. It expectsthat the speaker isknowl edgeabl e about histopic and present
itinaninteresting way. A speaker iscompetent not only because heknowshis
subject but a so because he knows hisaudience. Hybel sand Weaver (2001) explain
audienceanalysisasthe process of finding out what the membersof the audience
aready know about the subject they might beinterestedin, what their attitudeand
beliefsare, and what kind of people make up the audience.
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AudienceAnalysis. A communicator need consider the audience’ sattitudesand
belief about the subject under discourse. Sometimes one speaksbeforean audience
that shareone' sbdlief. For example, speaking beforeasocia club or church. The
marketing clubwill beinterested inlearning from local saesrepresentativewho has
surpassed dl previoussaesrecords. But sometimesthelistenersmay not have any
particular attitudes or beliefs about the subject nor have enough information to
make up their mindsor they may not careenough to havean opinion. Thelatter will
bedifficult to deal with and to appeal to an indifferent audience; one hastotry
especially hard to make the listeners feel that the speech has relevance and
importanceto them. Sometimesthe speaker’sbeliefsare contrary to those of the
audience and the speech may be met with hostility. If the audience opposesthe
ideas on a subject, the speaker hasto plan his speech carefully. Since people's
attitudeand beliefsaffect how speechisreceived, itisabsolutely essentia to consder
when aspeechisintheplanning stage. Peopl € sattitudeand beliefscan bediscovered
through audience demographics. Demographic analysisreveal s dataabout the
characteristicsof group of peopleincluding age, sex, education, occupation, race/
nationdity/ethnic origin, geographiclocation and group affiliation.

Asaspeaker, one needsto have asense of the agerange of the audience
becauseinterestsdiffer with age. Studentsare usually interested in school, future
jobs, music and interpersonal relationships. Young parentsare ofteninterested in
subject that might affect their children such as school bus safety and parent-teacher
association policy. Middle-aged peopletend to focusontheir jobswhileadultsare
interested inissuesrelated toleisure activitiesand health. However, not al subjects
areage-related. Computers, €l ections, world and national newshaveinterest for
most age groups because they affect everyone. Sometimesthe same subject can
be of interest to various age groupsif it is adapted to each group’s particular
concerns, for exampl e the subject on nutrition. To pregnant women the speech
could be adapted to the needs of thefetusassuming that every mother-to-behasa
highinterestin having ahed thy baby. To older adults, it could beabout their particular
nutritional needs such astheimportance of calcium to avoid bone deterioration.

A speech that isopento the public hasboth men and womenin theaudience
and gender audience member isimportant. A speaker hasto avoid a“ command
language” and also be sensitive and responsiveto the gender issue. If aspeechis
delivered to amixed audience but does not acknowledge the presence and appeal
to the needs of both genders, not only will he missthe mark but his speech may
even seem sexist and inappropriate. Theaudience sleve of educationisimportant
to aspeaker becauseit givessomeideaof the group’sknowledge and experience.
It isassumed that the more education people have, the specidized their knowledge
arelawyers, medica doctorsand doctorate degreeholder (Ph.D) dl have specidized
knowledge; however might havelittleinformation about subjectsother than their
own. The main cons deration when preparing aspeech iswhether the audiencehas
the same knowledge the spesker hasto start with the basics. For exampleif biology
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maj or wantsto talk on homeostasisand morphol ogy, he should not assumethat the
speech class should know the terms. Although people might have general ideaof
what these words mean, they might not know their precise scientific definitions.
Theoccupation of audience may influencetheapproach to sometopics. Occupation
may indicate an areaof speciaized knowledge; paramedicsand nursesknow about
the human body; lawyersknow about thelegal rights, social workersknow about
socia problems. Occupation candsoindicateinterest inasubject. Most professond
groupswould probably beinterested in aspeech about ethicsintheir profession. A
speaker to an occupationa group should try and adapt hisspeech tothat audience's
jobinterest. Politicians speak to wholeaudience made up of asingleor many ethnic
group. A speaker to agroup with membersfrom diverse backgrounds should be
partialy careful intheuseof language. If theaudienceincludesforeigners, they may
have problems understanding slang and colloquia expressions. A speaker cannot
reduceall culturesor even onecultureto asingletype. Heneedsto be sensitiveand
responsiveto diverseaudience. The moreinformation and knowledge he hasabout
hislistenersthebetter he specifically adapt hisspeech to the needs of thoseaudience
members.,

Theaudience' sgeographic location may affect the content and approach
of the speech. If thefedera government isgiving money toimprove healthtothe
local hospital, find out if some of thismoney iscoming totheloca hospital. If the
nation has been hit with acrimewave (or heat wave), hasthisbeen aproblemin
your local area? If aspeaker hasachanceto speak inatown or city other than his
own, theaudiencewill be pleased if he knows something about itsarea. Knowing
the clubs, organizationsthat audience members bel ong to can be useful because
peopleusudly identify with thegoa sand aspirationsof their organizations. A spesker
to thegroup should be aware of what it standsfor and adapt hisspeech accordingly.
TheNigerian Union of Journdist (NUJ) will beinterested inthespeech dedingwith
thetheory (freedom of the press) or practice. Some groupshave particular issueor
themesfor the year and they look for speakerswho can tie their speechesinto
thesethemes.

Research: Onceatopic hasbeen decided and the specific purpose of the speech,
itistimeto beginlooking for useful information. Thefour most common sources
onecan draw relevant materia sare personal experience and observation, printed
materiadsfromthelibrary, journas, computer databasesandinterviews. If agpeaker
choosesatopicinwhich hehasstronginterest, thefirst thing to ask iswhether he
hasany direct experience with the subject. One' sexperience can provideinteresting
and valuable material. For exampleif aspeaker speakson the danger of drunken
driversand givesfactsand figures: how many innocent victimsarekilled each year
by drunks on theroad. Hemay stun hisaudience by telling them that hisbrother
may beoneof thosevictims. Becausethe speaker drawshisexamplefrom persona
experience, it becomes much morevivid than it would have beenif he had used
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only statisticsfrom abook or an article. Theinfluence computershavein our lives
ishardto missand they have greatly changed themethodsof researchaswell. The
internet isagroup of networks connected to each other. Theinternet providesits
userswith thousands of online databases— collections of information that can be
read on acomputer screen—and librariesof images, sounds, computer programs,
booksand animation. Thefreeinformation availableover theinternet isstaggering.
That asmall sampling of theserviceavailableincludemedicd libraries, legd libraries,
public domain softwarelibraries, world weather information and the database that
might be useful to the speaker. Theinternetisagiant library of resources.

Thereisgtill amaor gapintheinformation oneneedsto know and bridging
the gap involvesthe use of computer databases. A computer databaseissimply a
collection of itemsof information organized for easy accessviacomputer. Because
of thepopularity of computers, most peoplethink of databasesin referenceto the
computer alone; however, therearemany different types. Library card catal ogues,
dictionaries, encyclopediasand tel ephone books are forms of databases. On the
computer, thetwo common typesof databases are citation databases and full-text
databases. One advantage of theinternet isthat it provides contact with authorities
and othersaround theworld on 24 hour basis. Usinginterest groupssuch asmailing
lists, newsgroups, live chat groupsand web forums, one can ask peoplequestions,
shareideas, sound off and just plain converse with others on almost any topic
imaginable. Sincetheinternet isnot limited by geography or time constraints, one
can post aquestion and receiveand answer from anywhereintheworldinlesstime
thanitwill taketo get theanswer from abook, from afaceto facewith an authority
of another source. When accessing information from theinternet, one needsto be
awareof the precautionsthat somethingison theinternet doesnot makeit credible,
vaidor worthwhile.

Just asinany library thereisplenty of bad information aswell. In order to
gather high quality material, one must pursue answersto thefollowing questions:
What isthe source of theinformation? Did theinformation comefroman academic,
government or commercia site? Who sponsorsthe site, who managesit and what
aretheir credential s?How up to dateisthe site?Hasit been updated recently? The
most recent date must beclearly listed somewhere onthe site. What isthe purpose
of the organization sponsoring the document or information?Istheinformation
presented objectively or doesit represent the biases of itsauthor?1stheinformation
and the site confirmed by information at other sites? Oneway of confirming that
informationissoundistofind it repeated at anumber of different web sitesor in
other sources. Think clearly about theweb site one has chosen and theinformation
found there. Interviews can be an excellent source of speech and materia because
one can talk directly to decision makers. Interviews are also agood means of
getting up-to-dateinformation from experts, for example, if ardigiouscrisisbresks
out in Plateau State, one can interview aperson who isknowledgesbleinthisarea.
Inaddition, if the subject iscomplicated one can ask questions about pointshe
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doesnot understand. Thelibrary can bearich source of material and any library
whether largeor small hasmillionsof piecesof informationin essentially thesame
way sowhen onelearnshow to useonelibrary, onecanusethisskill inany library.
Today however most library resources can befound on theinternet. Articlesfrom
periodical sinclude magazines, journal s and newspapers have some of thelatest
information on asubject and are often use as source material for speeches. Since
hundreds of thousands of magazinesand journa articlesare published every year,
anindex isneeded tofind particular articles. Some databases al so have abstracts
which aresummariesof thearticles. An abstract providesenoughinformation about
an articleto decidewhether it isworthwhileto | ocate the entirething.

Most librarieshaveloca newspapers, papersfrom around the stateand a
few of theimportant national newspapers. Most areavailable online. Thenational
newspapersdeal comprehensively with internationa and nationa issuewhileloca
paperscover information of importanceto the particular area. With computersand
theavailability of onlined ectronic newspapers, most people haveaccesstoavariety
of large scal e newspapers. Encyclopedias are animportant part of any library’s
reference collection and most librarieshave severa different sets. Encyclopedias
contain short articleswritten by expertsand they areavery good way to get basic
information on a subject one does not know much about. They work best asa
starting point. Once the basi c knowledge isgotten, one can do further researchin
order sources.

Organizing the Speech: When organizing aspeechisdistinguished betweenmain
pointsand minor points. Thismakesthe speech flow morenaturally andlogical to
thelisteners. Themain pointsareall the broad, general ideasand information that
supportsthe central idea; the minor pointsarethe specificideasandinformation
that support themain points. Themain pointscould be arranged according to: time
order, spatial order, cause-and-effect order, problem solution, motivated sequence
andtopical order. Timeorder or chronological order isused to show devel opment
over time. This pattern workswell in ahistorical approach. For example, ina
gpeech about what to doif oneisavictim of crime, the spesker arranges her points
inchronological order. Timeorder isused to explain aprocess. Spatial order refers
toaphysical or geographical layout to hel p the audience see how the parts make
up thewhole. To help the audience visualize the subject, explanation should be
fromeft to right or from top to bottom or inany direction that best suit the subject.

Spatial order makes particularly when the speech to useison achart or
diagram. When using avernal support, the speaker naturally movesfromtop to
bottom or from left to right. A speaker who uses cause-and-effect method divides
aspeechinto two major parts cause (why something ishappening). Examplethe
issuesof childlabour inthesociety. A speaker doesnot haveto start with the cause
and end with the effect. On the above speech, the speaker could start with the
positive and negative effect of child labour and ends by showing how all these

Journal of Communication and Culture, Volume 5, Number 3; December 2014 39
ISSN: 2141-2758



Stuationscameabout. If oneisusing acause-and-effect order, beginwith the aspect
most likely to capturethe audience sattention.

QUALITIESOFEFFECTIVE SPEECH DELIVERY

Therearetwo bas cfunctionsof speechintroduction: to arousetheinterest of your
listenersand to establish your credibility (Osborn M. and Osborn S., 1991). There
areanumber of waysto attract, build and hold theinterest of the audience. These
include asking therhetorical questions, beginning with aquotation, telling astory,
involving theaudience, building suspense, rdating your subject to persona experience
and shocking and startling theaudience.

Rhetorical Question: A rhetorical question which needsnoimmediate answer
attemptsto arouse curiosity. A speaker may open her speech on the use of safety
belts by asking the audience: how would you liketo haveyour nameintheradio?
Don’'t wear your seat belt while you areriding in your car. One has a greater
chanceof being killed if one does not wear safety belt. Thisrhetorical question
providesaprovocative opening. Thelistener’sfirst reactionisto think that they
wouldliketo havetheir namesintheradio—weall enjoy recognition. However,
their positiveresponsewill quickly change asthey redlizethe circumstancesunder
whichtheir nameswill appear.

Beginning with quotation: Starting a speech with a striking quotation or
paraphrasefrom awell known person or respected authority both arousesinterest
and gives one some borrowed ethos:

Cowards die many times before their death

The valiant never tastes of death but once (Julius Ceasar).

Sory Telling: Telling astory helps capture alistener’s attention and depictsa
probleminvivid terms. A speaker may introducetheissue of polygamy with the
following story: “Onceupon atime, therelived aman that married seven wivesand
had hundred children. The problem washow to satisfy thesewomen and feed the
family...”

I nvolving theaudience: Oneof themost frequently used of involvement techniques
iscomplementing the audience. Peopleliketo hear good thingsabout themselves
and the community. In 2008, Barrack Obamadelivered his acceptance speech at
[llinois, Chicago, hisremarksincluded this statement:

“...and to you Mitchell Obama who has been my friend for

sixteen years, the rock of my family and the love of my life...

To you my children, | love you morethan ever, and you deserve

a new puppy to the White House...”
With thiselegant recognition, Obamawasableto pay homageto hisfamily without
embarrassing them or going overboard with praise.
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Building suspense: Anything truly unusual drawsattention toitself and arouses
curiosity. Consider the headlinesfrom the sensationa newspaper: “ AidsHasNo
Cure!”,“ A Mother of Six HasJust Delivered Octuplets!”, “ Plateau Crisis
Rendered ThousandsHomeless!”

When using thistechnique, onemust be surenat to go beyond the boundsof propriety.
The speaker wantsto startlethelisteners and not offend them.

Relating your subject to personal experience
A good conclusion should tie aspeech together and givethe audience thefeeling
that the speech iscomplete. A condition should signal the end of the speech and
onecould say “thelast thing | would liketosay....” Or “finally”. A quotation that
fitsthesubject isagood placeto useit. It givesadded authority to everything on
has said and often helps sum up the mainideas. In his speech to persuade the
audienceto take action against the plotters of Caesar’ sassassination:
| came to bury Caesar and not to praise him
The evil that men do live after them
The good is oft interred with their bones
Solet it bewith Caesar ... (Julius Caesar)
Shocking and startling the audience: When a speech isapersuasive one, the
god isoftentoinspirethe audienceto some course of action. In President Obama's
gpeech to congressat the White House aweek after signing into law the Economic
StimulusPlan (Bailout) of $785b, thefollowing was stated;
“...The economic meltdown is global and real. But we shall
recover, rebuild and come out stronger than ever before.”
Obamawasgiven astanding and thunderous ovation by hisaudienceby instilling
confidenceinthepeople.

MODESOF SPEECH DELIVERY

Good speakers present speechesthat have fluency, that flow without unnecessary
interruption asobserved by Carlin and Payne (1995). Thefina part of the speech
processissaecting delivery format that best suitesthe needsof the audience; the
situation and the speaker. There arefour modes of speech delivery, memorized,
scripted or manuscri pt, impromptu and extemporaneous.

Memorized speech: Thisrequires preparing amanuscript and presenting it from
memory. Two situationsthat call for thisdelivery are contest and professional
speaking. Thelater often preparesageneral speech on atopic with broad appeal
such hasmotivation or how to be successful. He givesthe speech to the audience
with littleor no adaptation. Theadvantageisthat one can concentrate on movemernt,
gesturesand appedling voca delivery. If the purposeisto entertain, awell recorded,
memorized speech producesthe best comic timing. A speaker has problemswith
physical delivery; inexperienced speaker doesnot know what to dowith the hands.
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The problem can besolved by planning gesturesand movements, but the movements
often look planned. Another problem isforgetting part of the speech. Thiscan
create awkward pauses and can be upsetting to beginning speakers. Here the
audiencesare not following a ong with acopy. Unless one says something ashe
wroteit, no onewill know. The biggest disadvantageisthat itisinflexible. If the
audience looks confused, it is not easy to add another example. If they react
negatively toanides, itisdifficult if not impossibleto adapt without moving away
fromthememorized script. Onemay findit difficult to return smoothly to the prepared
meaterid.

Manuscript speech: Thismode of speech requiresaspeaker to write out every
word of aspeech. Publicfigures, busnessleadersand politicians use manuscripts
for several reasons. They need arecord of what they said, they need to make
consistent public statements; they supply copiesof their commentsto the news
media; they sdlect |language carefully and must fill agpecificamount of time. However,
itisdifficult towriteaspeech that soundsnatura. The spoken vocabulary ismuch
smaller than thewritten one. Asaresult, somewritten words do not sound natural
to the ear even though they look natural to theeye. Thismay also affect delivery.
Often, oneloseseye contact and hasto ook at the pages of every word. Gestures
may belimited because one hasto ook at the pagesall thetime. If onelosesthe
place during the speech, awkward pauseswill mar the presentation.

I mpromptu speech: Thisrequirestheleast preparation. Itisnot rehearsed and
doesnotinvolvenotesor prior planning. When ateacher cdlsastudent in class, the
responseisimpromptu. A speaker may giveaspeech without audiencewarning or
preparation. Thishappenson specia occas onssuch aswhen aperson receivesan
unexpected award. Impromptu speechisdifficult toddiver Snceit must beorganized
and must have aclear message. To achievethis, onehasto takeafew secondsto
formathessstatement asfor aprepared speech and devel op thiswithafew smple
ideas supported by facts or examples. This speech should belively and maintain
interest. Itisusually brief sincethe speaker hasnotimeto prepare.

Extemporaneous speech: Thismode of speech relieson outline or notes. Notes
contain key words and phrasesthat remind the spesker of theideasheor sheisto
elaborate on. Themgjor advantage of outlineisflexibility. The speaker can adjust
the speech’slength, the number and types of examples, the languageto fit the
situation and audience. It enablesthe speaker to make changesright beforeheis
schedul ed to speak. It saves preparation time and provides better organization
thanispossibleinimpromptu delivery. Intermsof both verba and non-verbal
delivery in extemporaneous speech, eye contact may suffer whilelooking at notes
and the handling of notesmay interferewith gesturesand movement. Thekey to
effectivedeivery ispracticeto becomefamiliar with notesand reduce the number
of timesonerefersto notesduring aspeech.
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RELEVANCE OF BODY LANGUAGE IN SPEECH COMMUNICATION

Farrdl T. and Farrell M. (1997) define nonverba communication to includetone of
voice, facial expression, eye contact, body posture, gestures, body movement,
physical appearanceincluding dressand use of space. Therearetwo major benefits
to begained through knowledge of nonverba communication. First, asreceiversof
communication (listeners) we can look for evidencethat will help usunderstand
morefully the message of the speaker. Second, as communicators (Speakers) we
can take stepsto be surethat our nonverbal behaviour issupportive of thewords
we chooseto say. Eye contact isimportant in speech communication because it
conveysmessage of approval, love, interest, credibility, enthusiasm, excitement as
well asof negative emotions. Eye contact projectsconfidenceand trust; conversdly,
thelack of it suggests negative self-image, fedlingsof inferiority and even neurotic
personality people are not comfortable when others stare at them; if oneisona
sdewak and daresat astranger ashe approaches, thestranger fed suncomfortable
and suspects somethingiswrong.

The audience expects aspeaker to offer an expressive not deadpan face.
Facid expression signalsexpression of interest and enthusiasm aswell asboredom
and weariness. The face should come aliveto show that one enjoyswhat heis
doing. Smile and show acceptance and interest when appropriate. Enthusiasmis
contagious but people need to know one hasit before they can catch it. Some
people seem to have more presence than others. They makeimmediate impact
when they walk into aroom. Thisliesin the physical appearance and manner of
dressing of anindividual. Theimpact can also be explained by body movements
that accompany the spoken message. A speaker needsenergy to maintain afairly
erect posture, leaning forward and using natural hands gestures that add to or
compliment thewords heis speaking. One should avoid ad umping, sagging body
posture and hand motionsthat distract the attention of thelistener.

CONCLUSION

The study of speech communication dates back to the time of the Greeks and
Romanswithimportant peoplelikeAristotle, Cicero and Socrates. Communication
asastudy includesdisciplineasinterpersona and group communicationaswell as
verbal and nonverbal messages. Wedl need good communication skills. Effective
communication hel psbring success and pleasure, changetheway othersact and
behaveandin maintaining andimproving relationships. It isan ongoing processin
which people shareideasand fedings. These e ementsinclude sender —receivers,
messages, channels, feedback, noise and setting. Every communication is a
transaction. Thisfocuses on the peoplewho are communi cating and the changes
that take placeinthemasthey arecommunicating. It dsoimpliesthat dl participants
areinvolved continuoudy and s multaneoudly; that communi cation eventshavea
past, present and future and that the roles the participants play will affect the
communication.
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