Module – Communication – Speaking

Module Name: 	Speaking 

Purpose:	The ability to communicate information, opinions, and ideas using the spoken word and body language (Example: non-verbal methods that use the body as a communication device). Speaking requires active efforts to communicate through the spoken word, paying attention to content, emphasis, and focus to convey meaning and nuances. Depending on the circumstances, the content may range from every day to specialized, and the purpose from well-defined to open-ended.

	Benefits to the participants:

· Increased self-awareness of speaking skills.
· Improved confidence.
· Improved relationships.
· Improved accuracy and efficiency.
· Improved oral communication for interviewing by increased knowledge on how to “read” body language. 

Logistics: 		2 – 3 hours

Facilitator: 		Member of the WEM Facilitation Team  

Special Instructions:  Not applicable at this time.

Essential Skills: 	Oral Communication 

Transferability to the Workplace 

Impact to the organization:

· Smoother working relationships.
· Increased productivity and quality.
· More efficient training.
· More effective leaders. 





Learning Objectives
 
By the end of the session the participants will be able to:

· Identify the purpose for speaking.
· Identify the needs of the listener.
· Discuss how to effectively use non-verbal communication alongside spoken communication?
· Discuss strategies to improve workplace success.
· Discuss strategies to improve interviewing success.
· Practice effective speaking skills. 
· Discuss how to adapt our communication to the context/situation. 

Assessment(s):

· MI Assessment completed prior to the program.
· Completion of activities during the module.
· Assessments at the beginning, middle and end of the program.


Program Overview 


Activity: Effective Speaker

Give flipchart paper out to each group.

Start by brainstorming the qualities of an effective speaker. Think of a family/friends, previous job, volunteer positions and groups you belonged to.

The facilitator will scribe the groups ideas onto one flip chart paper.

You may find that many or all of what they come up with fit under these categories.)

 1. Communicating with professionalism. 
 2. Using non-verbal communication.
 3. Speaking with clarity and effectively. 
 4. Checks for clarification. 
 5. Responding effectively in difficult situations.
 5. Contributing to group gatherings.



Learning objective: Identify the purpose for speaking.

Watch video: 
https://www.youtube.com/watch?v=ePVZvMjSMvE 

Speaking with clarity is challenging, and it is especially challenging when English is an additional language. 

So you’ve given some instructions. Do you say “Do you understand?” What are people likely to say? (The group will say “yes.”) What are some reasons why a listener would say yes. (See how many of these answers they can come up with and share the rest.)

· They understand.
· They think they do but they don’t.
· They don’t want to look stupid.
· They don’t want to make you look stupid.
· They see that you are in a rush.
· They are embarrassed. 

Ask: What questions might be more helpful? With a partner, write down some questions that may be helpful.   

(Give them time to do this. Challenge them also on any closed type questions they come up with, such as “Do you have any questions?”)

Learning objective: Identify the needs of the listener.

Ask: As the listener to a conversation, what is your role?

Ask: Is your role as the listener different when you are in the workplace? 

Ask: What makes your role as the listener different in the workplace?

Ask: What could your supervisor expect from you as an engaged worker as it relations to speaking and listening?







Learning objective: Discuss how to effectively use non-verbal communication alongside spoken communication?

Activity: Partner Talk, Appendix A

Split the participants up into 2 groups.  Hand out the slips of paper to members of one of the group and then share the 2 rules below.

There are two rules: 
1. You must do what your paper says and 
2. You can’t tell anyone what it says on your paper. 

The person with the slip of paper, needs to find someone from the other group to communicate with. 

Bring the group together and ask them to read out their slips of paper. 
Ask the partners about their experience and then the facilitator would debrief on the appropriate item below. 

“Avoid eye contact. Stare up at the ceiling when in a conversation.” What is considered professional eye contact around the world varies immensely. (You can suggest to those struggling with eye contact that staring at someone’s forehead is good.)
While eye contact is constantly emphasized in Canada, few people clarify that we do not mean staring. Instead we generally follow the “3 seconds rule.” (Three seconds, look away, then look back. Newcomers often heave a sigh of relief when they hear this.)

“Show no emotion or reaction to your partner when he/she is speaking” Professional displays of emotion during communicating varies greatly as well. In Canada we are comfortable with happiness, but not too much happiness. Negative displays of emotion are frowned upon. In some cultures negative emotions displayed in the workplace is acceptable.

“Stand 6” closer to your partner than usual.” Professional space varies greatly. In some cultures, if you cannot smell the other person’s breath, then they are lying to you.

“Use gestures often when you are speaking.” The amount of gestures considered professional will also vary greatly. 

“Speak louder than normal and interrupt frequently.” AND “Speak more softly than normal and don’t interrupt.”

What is considered professional volume levels varies. To a Canadian ear, some cultures might sound like they are fighting, when in fact they may not be. Philippine employees are expected to speak quieter to show respect to a boss. Canadian bosses may assume that the employee lacks confidence and are shy.

Interruptions vary greatly also. In some cultures, there is a pause to indicate that you are thinking about what the other person said. On the other extreme, it is normal in some cultures to have people talking at the exact same time. In Canadian meetings, it is important to jump in right when someone is wrapping up their last sentence.
                  
Learning objective: Discuss strategies to improve workplace success.

Activity: Grocery store conversation

You are standing in line at the grocery store and 2 people are talking in-depth about the details of their friends labour (giving birth). You can hear the conversation as you are in line behind them. How would you feel?

Ask: Is it best to share information or ask questions in the workplace? 

Note: Initiate conversation by asking a lot of personal questions. ”What is considered to be appropriate workplace chit chat can vary. Some people run into problems by not sharing or asking about anything personal.

Learning objective: Discuss strategies to improve interviewing success.

Ask: Based on the handout we looked over, how could you ensure you do not do these things during an interview?

In small groups.

Ask: 
A) What are listening and speaking behaviours we want to distribute during an interview?
B) How can we demonstrate these behaviours? Please provide examples.







Learning objective: Practice effective speaking skills. 

Activity: Triangle

Move the participants into groups of 3. One person will be the speaker, the second the receiver of the message and the 3rd person the observer. Explain the roles of each person.

Assign each group a topic. The speaker will ask questions and the receiver will respond with answers. Repeat 2 times. Each time present the speaker with a new topic. During each round ask the observers what they saw while the speaker and receiver were talking. 

Learning objective: Discuss how to adapt our communication to the context/situation.

Activity: Everyday Situations 

Hand out 3 everyday examples to the table groups. Have the participants come up with 5 topics which would be appropriate to discuss in that space. Examples:
· Grocery Store
· Funeral
· Bank
· Doctors office
· Friend backyard
· Grandma birthday party
· Kids birthday party
· Bowling alley

Have each group share their ideas. Facilitator to ask questions to bridge the conversation regarding ideas which require greater exploring.













Activity: Workplace Situation
Hand out 3 workplace examples to the table groups. Have the participants come up with 3-5 topics which would be appropriate to discuss in that space and 3 -5 topics which would not be appropriate to the workplace.
Examples:

Ask: What impact does talking about the things in the not acceptable list have on building relationships with your team and supervisor?
Examples:
· Locker room
· Walking to the lunch room
· Supply room
· Lunch room
· Driving to work
· Work stations
· Smoking area
· Huddle
· Team meeting
· Interview

Ask: You have started talking about something and you get the feeling you should stop. What can you do?

Ask: How can we tell when someone is uncomfortable with a conversation taking place?

Ask: If you are not sure if the topic is appropriate, what can you do?

Ask: What are topics you prefer not to talk about in public?

Ask: 
A) What have you taken away from this conversation?
B) How can you apply these ideas in your daily life?


Wrap-Up Activity – Review all or a section of the questions with the participants.

1. What are different types of qualities of an effective speaker/communicator? 
2. Do you consider yourself an effective speaker/communicator?
3. How do you check for clarification when you are having a conversation?
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APPENDIX

Appendix A – Partner Talk
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Activity - Partner Talk

Before the activity: Cut up the following strips to hand out fo the participants.

Avoid eye contact. Stare up at the ceiling when in a conversation.

Make eye contact 100% of the time. Stare them down.

Show no emotion or reaction fo your partner when he/she is speaking.

Stand 6" closer to your partner than usual.

Use gestures often when you are speaking.

Speak louder than normal and interrupt frequently.

Initiate conversation by asking a lot of personal questions.

Speak more softly than normal and don't interrupt.
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