
 0 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

Compiled by 

Melania Shinta Harendika, M.A. 
Fatimah, M.Appl.Ling. 

Isti Purwaningtyas, M.Pd. 
Ika Puspitasari, S.S. 

Widya Caterine Perdhani, M.Pd. 

 

 
Study Program of English 

Department of Language and Literature 
Faculty of Culture Studies 

University of Brawijaya 
Malang 

2011 



 1 



 2 

 

Public Speaking Overview 

 
 
 

 
I. Warming-up Activity 

Put checks in the boxes on the right on the form of public speaking. 
 
 
 

Job interview  

Presentation to a potential client  

Short speech on a friend‟s farewell party  

Speaking to a journalist  

Bussiness presentation  

 
 

 
 
 
See the last page of this unit for the answer 

 
 
 

II. Material Work-out 
 

The followings are the aspects to check whether or not your speaking in public is already 
on the track. 

 
The Essential Elements 
 

1. Review :  

- How have we been communicating in the past? How effective has that been? 
- How do our audiences perceive us? 

2. Objective :  

What do we want our communication to achieve? Are our objectives 
SMART? 

Specific 
Measurable 
Attainable 
Results-orientated and 
Time-limited. 

 

1 



 3 

 
 

3. Audience :  
- Who is our audience? 
- What information do they need? 

 
4. Message :  

What is our message? 
 

5. Resources :  
- What kind of budget do we have for this?  
- What communication skills and hardware do we have? 

 
6. Feedback :  

- How will we know when our communication strategy is 100% successful? 
- What will have changed? How can we assess whether we used the right tools, 

were on budget and on time, and had any influence? 
 
 
 
 
 
 
 
 
The Essential Elements illustrate some truths of communication: 
 

- We can only communicate what we know. 
- Communication is a two-way process.  
- Effective communicators know what an audience needs to know 
- We must develop messages that respect the cultural context of our audiences. 
- We must understand and respect our communication abilities, limits, time, and 

resources. 
- We must learn from our mistakes and our successes to improve our future 

communication. 
 

III. Try-out 
 

This section will be held in the practice hour. 

 After reviewing the components exist in public speaking, go back to the warming-up 
activity questions. Please analyze what public speaking components we can find in 
those forms of public speaking. 

 Please analize the video about public speaking presented in the classroom by using 
the following  questions or order to guide you. This in-the-classroom assignment is 
supposed to be done in groups of 3 or 4. 
 Please mention the elements of public speaking present in the video. Please 

show the part in which each of the elements is used. 
 Decide whether or not the presenter in the video has been a succesfull speaker? 

Whether the answer is no or yes, back your answer up with the appropiate 
reasons. 

 Find another video of a good or bad example of public speaking, and analyze it using 
the previous questions.   

However, when you intend to speak in public, the following things are to be 
considered to make you aware what it is to speak in public: 
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IV. Extended Practice 

 

This section will be done in the first half of the next meeting. 
 

In front of the class, present what you have discussed in the try-out session. The 
presentation of the assignment should be accompanied by apt supporting grounds (not 
all groups will have the opportunity to perform the discussion in the class; this will be 
done by lottery. Those who do not perform have to submit the hard copy of their work).  

 
 
 
 
 
 
 

 they are all indeed forms of public speaking 
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Selecting a Topic, Purpose, and 
Central Idea 
 
 

 
 
I. Warming-up Activity 
 
 
 
 
 
 
 
 

 

 
 

Read the quotations by two eminent people above. Can you predict what they meant by 
their statements? 
 
 

II. Material Work-out 
 

A great speech starts with a great topic. It is so important that you select a topic that 
interests you, and you believe will interest your audience. Once you have some potential 
topics you want to ask yourself some questions about each topic in order to find the best 
one for you and your audience.  
 
Once you have a topic (or list of topics) ask yourself the following questions.  

o Am I interested in the topic?  
o Will I enjoy researching this topic?  
o Will I enjoy talking about this topic and sharing my information with my 

audience?  
o Will my audience be interested in my topic?  
o Am I passionate about this topic?  

 
If you can answer yes to all of the above questions then you have selected a great topic 
for you and your audience.  
 
 
 
 

2 

A speech without a specific purpose is like a journey without a destination. 
RALPH C. SMEDLEY 
 
In order to speak short upon any subject, think long.  
H. H. BRACKENRIDGE 
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MAKE YOURSELF A MIND MAP 
 

As you‟re taking the audience on a journey through your topic, you need a map. If your 
subject is new to you, or requires a lot of thought, you might want to kick the creation of 
your Mind Map off with a brainstorming session. There‟s a trick to them. 

1. invite a maximum of eight people, Invite people who know the topic well and some 
who don‟t know it at all  

2. Run through the reason for calling the brainstorm. 
3. Don‟t stop until you‟ve exhausted all possibilities. Only when you‟ve got a long list 

should you start to decide on which ideas are the best. 
 

 
Whether you decide to make your Mind Map yourself, or you want to enlist other people 
to help you, there are just some simple stages:  
 
- IDENTIFY YOUR CENTRAL MESSAGE  

This will normally be your  objective, or a word or phrase closely associated with it. 
Write it in the middle of the page. 
 

- IDENTIFY SECONDARY POINTS  

These are the subheadings, which in turn suggest their own subheadings. 
 

- ALL AROUND THE CENTRAL MESSAGE 

draw arrows to your secondary points. Where the secondary points suggest further 
points, continue the arrows out like a ladder. When you‟ve exhausted the 
possibilities, 
 

- LEAVE THINGS OUT  
Return to your objective, audience profile, and consider which of your points are vital 
and which beyond the scope of your speech. Cross out anything that doesn‟t fit in.  
 
 

III. Try-out 

This section will be held in the practice hour. 
 
- Individually, make a speaking outline of the following events. Of the events provided 

for you to choose, you are to decide on what topic, purpose and central idea to 
develop and focus on. Below are the events to choose from: 

1. Birthday party 
2. Farewel party 
3. Wedding party 
4. Welcoming freshmen 
5. PTA (Parents and Teachers‟ Ascociation) meeting 
6. Others: if you have your own ideas of the events, you will be very much 

welcomed) 
 

- Having done with the outline, make a group of four to have peer-review on your 
outline and discuss the result with the class. 
 

IV. Extended Practice 

This section will be done in the first half of the next meeting. 
Its time to act out your outline in front of the class, individually!!!!! Break a leg!!! (not all 
students will have the opportunity to perform the discussion in the class; this will be done 
by lottery. Those who do not perform have to submit the hard copy of their work). 
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Language and Visual Aids 

 

 
I. Warming-up Activity 

 

1. Compare the slides for presentation presented below. 
2. Decide which one makes a good presentation slide and the bad one. Back up your 

answers with reasons. 
 
 
 
 
 
 
 
 
 
 
 
 
 

II. Material Work-out 
 
WHY VISUALS ARE IMPORTANT 

 
Pictures are certainly more memorable than words. You could simply say: „Sales figures 
were rising at a rate of about 2 per cent a year until the introduction of the new system in 
1998. Since then, sales have gone up by 25 per cent a year.‟ But if you show them a 
graph, the information is more likely to stick in their minds. 

 
THE RIGHT EQUIPMENT FOR THE RIGHT INFORMATION 
 

Different types of graphics and equipment are all suitable for different purposes. 
 

Key words to help the audience remember key points 

Photographs to emphasise easily illustrated specifics 

Cartoons to drive home key points and add humour 

a line graph to show something changing over time 

a bar graph to compare data 

a pie chart to show how percentages relate to each other as 
part of the whole picture 

Organisational chart to show how departments or events are use an 
related to each other 

a flow chart 
 

to show a process or step-by-step approach 

Slides to show key points for large audiences 

an overhead projector (ohp) or a 
computer presentation 

to show key points for a small audience 

a flip chart to show key points for very small audiences or when 
cash is tight 

3 
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Video to show an imagined scenario, or to illustrate a 
narrative point better 

GENERAL VISUAL AID TIPS 
 
There are few things that you should avoid doing with your visual aids: 
 
- Do not choose a single person to read the presentation 

you can read some information on your presentation but do not choose one person 
to read the presentation. 
 

- Avoid too many flying texts 
for computer aided presentation, avoid confusing your audience with too many 
effects on your text. Flying texts are hard to read and effects do not provide any 
significant message in your presentation. 
 

- Do not allow the aid to take over 
this can happen especially when you have too many data in your presentation. 
Instead of controlling the data through visual aids, your movements will be limited. 
 

- Avoid looking at the visual aid 
constantly facing your visual aid instead of your audience means that you are not 
familiar with the visual aid. 

 
COMPUTER GENERATED VS. FLIP CHARTS 
  

There are basically two types of visual aids: the computer generated and the flip charts 
or any presentation aid that‟s not computer generated. These mediums have advantage 
and disadvantages to the presented. To choose the right medium, consider the size of 
your audience. Flip charts are feasible when you don‟t have a large audience while 
computer aided presentation could be improved with a projector for larger audience. 
 
Using Flip Charts  

 

Flip charts are highly recommended for small business presentations. The advantage of 
flip charts is that you can write on top of the data written for additional information. Flip 
charts will require you to be clear in your writing. Since this presentation could be 
manually written, write in bold letters in black for everyone to see. 
 
Computer Generated Presentation  

 

Visual presentation has also greatly improved through technology. Computer 
applications now allow everyone to create stunning visual presentations. But just like any 
tools in public speech, computer aided presentation will only work if you are able to use 
the technology to your advantage. Before you decide to use your computer for 
presentation, make sure that you have the right equipment. 
 
For a better presentation, consider the following tips: 
 
- Use bullet points :  they are easier to understand compared to full sentences. 
- Readable text : bold, large letters is a must especially when you are talking to 

a large crowd.  
- Use readable colors : if you really want to use additional colors in some text, use 

dark colors so they could be read even from a distance.  
- Be conservative on graphs: if you want to use graphs and charts in your 

presentation, limit the variables for improved visibility.  



 11 

- The right number of slides:  avoid using too much slides because it can easily bore 
the audience. Just have the right number of slides so that it 
could be educational and even entertaining 

 
The Advantages of Visual Aids  

 

Visual aids help a speaker gain and then keep an audience‟s attention. Moreover, they 
work together with the speaker‟s words to reinforce his or her message; and when 
people both hear and see key points, since most people are both auditory and visual 

learners, they are far less likely to misinterpret what is being said and, thus, far more 
likely to gain a clear understanding of the information being presented. 
 
 
Types of Visual Aids 

 

Objects Things that are tangible, for example, animals, people, 
books, model replicas, globes, and even people 

Photographs For presentation purposes, photographs work best if 
enlarged or presented via a Microsoft PowerPoint 
slideshow 

Flip Charts, Whiteboards, 
and Chalkboards 

Most often used in classroom settings or board 
meetings 

Drawings Includes not only sketches but also maps, diagrams, 
and graphs 

Charts Best used to summarize large amounts of information in 
list form 

Videotapes, Slides, and 
DVDs 

Especially effective when demonstrating a process or 
explaining a place or event 

Computer Generated 
Graphics 

Useful for presenting anything from the most basic 
diagrams to highly complex charts and graphs 

Multimedia Presentations 
 

Combinations of charts, slideshows, photographs, video 
and audio clips 

 
 
Improving PowerPoint Skills for Presentations 

 

- Do not use a white background (it‟s too glaring). 
- Do not use fonts that are either too small or too large. 
- Do not allow misspelled words and typos to slip by uncorrected. 
- Do not use all caps. 
- Do not use a wide variety of fonts; instead, limit the number to two at most. 
- Do choose colors carefully; dark lettering on a light (but not white) background 

usually works best. 
- Do present information in bulleted points, not complete sentences. 
- Do limit bulleted points to a maximum of six per slide. 
- Do use graphics but only if they are relevant to what is being said. 
- Do organize slides based upon the order in which information will be presented. 

 
 
Tips for Effectively Using Visual Aids 

 

 Talk to the audience, not to the PowerPoint slideshow, or the flipchart. 
 Avoid passing objects, photographs, handouts, etc. around among audience 

members (It takes their attention off what is being said). 
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 When displaying an object, place it where everyone can see it; and display it only 
when discussing it. 

 Clearly explain the information contained on any visual aid. 
 Practice using visual aids in advance of the actual presentation.  

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

III. Try-out 
This section will be held in the practice hour. 
 

1. In pairs, plan a presentation in which visual aids is necessary.  
2. Besides, make sure that you include the aspects of a good public speaking 

presented in the previous units. 
 

IV. Extended Practice 
 

This section will be done in the first half of the next meeting. 
Its show time!!!!! Its time for you to practice what you have prepared in the 
previous activity. Not all students will have the opportunity to perform the 
discussion in the class; this will be done by lottery. Those who do not perform 
have to submit their work. 
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Strategies to Take Account of Group Dynamic and 

Monitoring Group Discussions 

 
 

I. Warming-up Activity 

Discuss the following questions before reading the passage below and 
share it with your class. 
 
1. Have you ever been involved in a group discussion?  
2. What is the topic of the discussion? 
3. Who is the tutor? 
4. In your opinion, what strategies are important for an effective group 

discussion? 
5. What should a tutor do when the participants are unwilling to speak? 
6. What strategies can the tutor do when the participants speak too much? 
7. How can a tutor monitor a group discussion? 

 
II. Material Work-out 

Read the following passage carefully. 
 
Strategies to Take Account of Group Dynamics  
 
a. Getting the Group Started  

Introductions  

The following techniques can be used for introductions. 
- individuals introduce themselves to the whole group; 
- people pair off and talk to each other and report back;  
- small groups discuss what they have in common and report back.  

 
Ground Rules  
 

Tutors should make clear to the group what are the rules of the group‟s 
activities, methods of participation, rules for speaking in the group, seating, 
and so on.  
Each meeting needs a format as follows:  

- Introduction;  
- Review;  
- Outline the task;  
- Review progress;  
- Project forward to next session;  
- Conclusion  

Restarting After a Break  
 
If there has been a break, you need some procedures for bringing the group 
together again like the following:  
• One thing I liked about our group sessions last term was . . . 
• This term I would like to achieve . . .  
• During the break the most interesting things I did were . . .  
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b. Encouraging Participation  
 
Getting Students to Speak  

Some individuals find speaking out in groups difficult. Tutors should ask 
themselves: Have you clearly established the rules for speaking in the group, 
for taking turns, for limiting contributions etc?  

 
 
Problems of Participation From the Participants’ View  

Some participants are not sure of the conventions for speaking, for example, 
how to take turns, when it is permissible to interrupt, and so on. Furthermore 
they may think that they do not know enough to make a contribution and fear 
being assessed negatively. 

  
In her study of how students view participation, Ruddock in Kelly and Stafford 
(1993) made the following comments.  
• Participants are difficult to talk in groups when they have had little previous 

experience of discussion  
• the tutor needs to adopt a strategy for every member to say something 

early on in the class.  
 

Getting Students Not to Speak  

Some active participants can present as many problems as those who refuse 
to speak at all. If the student cannot make room for others to participate, the 
overall effect on the group is a negative one. Other participants may be 
discouraged.  

 
This situation can be handled in several ways:  
• distribute the speaking time;  
• set up sub-groups;  
• establish a time when students may not speak until everyone else has 

spoken. 
 

Closing the Session  

This will involve:  
1. Summing up/reviewing the work;  
2. Answering any questions;  
3. Previewing the work of the next session;  
4. Giving guidance on what background will be required of students.  

 
 

c. Monitoring the Group’s Progress: Checklist  

A tutor may ask the following question to monitor the group‟s progress 
(Adapted from Ruddock in Kelly and Stafford 1993):  
• Are eyes fixed on the leader?  
• Do the participants take notes?  
• Do the participants contribute less that half of the total talk?  
• Does the tutor also present himself as assessor of the work in the group?  
• Does the tutor interrupt participants and is generally not interrupted by the 

participants?  
• Does the tutor exert power through language, for example, by pouncing on 

students and demanding an answer?  
• Does body language, spoken language and gesture communicate 

boredom and low expectations?  
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Conclusion  
Small groups can be an effective learning situation in which participants learn both 
through instruction from their tutors and from interaction with each other. The group 
also provides opportunities for individuals to speak in front of others and to receive 
feedback from tutors and peers.  

 
 

III. Try-out 
 

This section will be held in the practice hour. 
1. This is important for a tutor of a 

group discussion to take control of 
others. Watch the following video 
about that.  

2. What have you learnt from the 
video? Is the tips applicable for a 
tutor in s group discussion? Why 
do you think so? Discuss it with 
your group and present it in front 
of class. 

3. Prepare a group discussion, choose one of the following topics: 
- Do aliens really exist? 
- Is infotainment important? 
- Why do some people like horror movies? 

Choose one member of your group to be the group leader.  
 
 

IV. Extended Practice 
 

This section will be done in the first half of the next meeting. 
1. Perform your group discussion as what you have prepared in the try out 

session in front of the class (not all groups will have the opportunity to perform 
the discussion in the class; this will be done by lottery. Those who do not 
perform have to submit the topic they have chosen).  

2. Practice the strategies to take account of your group dynamic. 
3. While one group performs in the class, the other groups analyze whether the 

performing group has applied the strategies. 
4. Analyze also the group‟s progress using the following checklist: 

a. Are eyes fixed on the leader?  
b. Do the participants take notes?  
c. Do the participants contribute less that half of the total talk?  
d. Does the tutor also present himself as assessor of the work in the 

group?  
e. Does the tutor interrupt participants and is generally not interrupted by 

the participants?  
f. Does the tutor exert power through language, for example, by 

pouncing on students and demanding an answer?  
g. Does body language, spoken language and gesture communicate 

boredom and low expectations?  
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Discussion Group Formats 

 
 

 
I. Warming-up Activity 

 

From the previous meeting, you have learned to establish a group dynamic. 
Answer the following questions comprehensively and share it with your 
class. 
 
1. What do you think the duties of a tutor are? 
2. What have to be prepared before creating a group discussion? 
3. What do you think is the significance of a group discussion? 

 
 

II. Material Work-out 

Read the following passage. 
 
Why is a group discussion important? 

- to provide opportunities to speak and interact for each participant 
- to encourage active learning  
- to help participants to achieve a sense of independence and responsibility for 

their own learning  
 

Preparing for Group Discussions 

There are certain things that tutors need to do to prepare a group discussion as 
follows.  
1. Review the assigned material and highlight the main points  
2. Decide an outline for the discussion  
3. Develop a series of group activities or questions 
4. Decide on the order and timing of the activities  
5. Have a clear idea about strategies will be used to promote active participation   
6. Tell the participants what they need to do to prepare themselves  
7. Find out where the class will be held  

 
How many discussion group formats are there?  

There are a variety of discussion groups as follows: 
 

a. Controlled Discussion  

This technique is often used to check whether a topic is understood. It can be 
used in large and small group situations. Discussion is under the control of the 
tutor while participants ask questions or make comments or respond to 
questions from the tutor. It is a limited form of discussion and does not allow 
for full participation.  

 
b. Step-by-Step Discussion  

This format is appropriate for large and small groups. A topic is broken down 
into several segments and the tutor alternates between presentation and 
discussion in which participants can respond to questions. The focus of 
discussion may be notes, a text passage, videotape and so on.  

 
 
 

5 
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c. Buzz Groups  

During the discussion, participants are asked to turn to their neighbours for a 
few minutes to discuss the problems. Buzz groups enable students to test 
their understanding and discuss difficulties that they might have. Such groups 
also provide the opportunity to stimulate the group by changing the focus of 
attention away from the tutor. However, breaks are not necessary to be 
provided in these groups for they may cause participants to lose 
concentration. 

 
d. Snowball Groups  

These groups are the extended version of buzz groups. Pairs join up to form 
fours, then fours to form eights. These larger groups finally report back to the 
whole group in a plenary session. This technique allows ideas to unfold 
gradually and allows students to think for themselves before bringing their 
ideas back to the whole group. However as the groups increase in size the 
nature of the discussion task may need to be changed to prevent boredom.  

 
e. Horseshoe Groups  

Participants sit around tables arranged in a horseshoe formation with the open 
end facing the front. The tutor can talk from the front before changing to a 
group task such as discussion, problem solving, or practical work. In addition, 
the tutor can circulate easily to clear up any problems that may arise.  

 
Adapted from Kelly and Stafford (1993) 

 
III. Try-out 

This section will be held in the practice hour. 
 
1. Watch the video of group discussion taken from 

http://www.youtube.com/watch?v=9yFkMQO0eyM and answer the following 
questions analytically.   
 

 
 
 

 
 
 

a. What is the 
purpose of the group discussion in the video? 

b. Decide and explain whether the discussion is informal or formal. 
c. Decide and explain whether the discussion is a good or a bad example. 
d. What is the format of the discussion? Why do you think so? 

2. Create a group discussion of five participants from one of the following topics: 
a. Is an „alay‟ language effective to communicate? 
b. Is your tuition fee appropriate with what you have got from this university? 
c. What should we do to fight against global warming? 

3. Prepare and choose an appropriate format for it.  
 
 

IV. Extended Practice 
This section will be done in the first half of the next meeting. 
 
a. Perform your group discussion as what you have prepared in the try out 

session in front of the class (not all groups will have the opportunity to perform 
the discussion in the class; this will be done by lottery. Those who do not 

http://www.youtube.com/watch?v=9yFkMQO0eyM
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perform have to submit the hard copy of topic they have chosen and the 
format they will apply).  

b. While a group performs its discussion in front, the other groups analyze the 
format of group discussion being performed and explain whether the groups 
apply an effective format. 
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Arranging the Physical Environment  
for Small Group Work 
 
 

 
I. Warming-up Activity 

Discuss the following questions with your group and share it to your class. 
 
1. What are the effects of seating arrangements in a group discussion?  
2. In your opinion, how many possible seating arrangements in a group 

discussion?  
3. What is the most effective seating arrangement in a group discussion? Why 

do you think so? 
 

II. Material Work-out 

Please read the following passage carefully. 
 
The group discussion formats stated in the previous unit imply a certain type of 
seating arrangement in a class situation. The arrangement of furniture in the 
classroom is probably the most important factor in determining the success of the 
discussion. (Habeshaw, Gibbs and Habeshaw in Kelly and Stafford, 1993). A tutor 
must have a clear idea of what kind of group he or she is trying to conduct.  

 
Effect of Seating Arrangements  
Figure 1 

 
In figure 1, the tutor sits or stands in front of rows of 
participants. Direct communication between 
participants is far less likely to occur. A tutor-to-group 
arrangement is desired but not participant-to-
participant discussion.   
 
 
 
 

 
Figure 2 

  
Participants are arranged in a semi-circle (as shown 
in figure 2) which is more likely to promote talk 
among participants. It is possible for the tutor to place 
him- or herself in a position which attention is focused 
by sitting or standing, or behind a long table or large 
desk, or in a position, which is isolated from the 
group as a whole.  
 

 

 
Figure 3  

 
To encourage participation and talk between 
participants, sit in a circle if possible, so that 

6 
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everyone can see and communicate with everyone else, with no seats having special 
status.  

 
Figure 4  

 
 
Another way in which tutors can raise their status 
and authority in the group is to sit in front of the 
white board or whatever is being used to display 
information.  

 
 
 
 

Figure 5  

 
 
To allow participants the freedom to approach the 
board and the front of the class, position yourself 
some distance away from the board or beside it, 
leaving a gap so that any participant will feel free to 
use it.   
 
 

 
 

 
Figure 6 and 7 

 

Figure 6 and 7 show that the positions of the participants have an impact on the functions 
of the group. If there is a large distance between the participants, it will be much more 
difficult for them to communicate with each other.   

 
Figure 8  

 
If you wish the group to function in small 
sub-groups some of the time, give the sub-
groups a physical identity by seating them 
together and apart from other sub-groups. 
The furniture needs to be rearranged when 
the group activity changes.  
 
Adapted from Kelly and Stafford (1993). 
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III. Try-out 

This section will be held in the practice hour. 
1. Watch a video about group discussion. 
2. Analyze the seating arrangement applied 

in the group discussion and explain 
whether it is effective. 

3. Prepare a group discussion from one of 
the following topics: 
a. Is „sinetron‟ good for the development 

of teenagers‟ psychology? 
b. Is it good to have a part-time job 

when you are still a college students? 
c. What is your opinion on facial 

surgery? 
4. Choose the appropriate seating 

arrangement for your group discussion 
 
IV. Extended Practice  

This section will be done in the first half of the next meeting. 
1. Perform your group discussion in your class (not all groups will have the 

opportunity to perform the discussion in the class; this will be done by lottery. 
Those who do not perform have to submit the hard copy of topic they have 
chosen and the format they will apply). 

2. While a group performs in front of the class, the other groups analyze which 
seating arrangement applied by the group being performed. Does the seating 
arrangement meet the needs of the participants or does it bother the group 
discussion? Why do you think so? 
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Communication Strategies and  
Managing Group Discussions 

 
 

I. Warming-up Activity 
Answer the following questions individually. After finishing it, compare it 
with your friends in your group. 
 
1. What are the components in communication process? 
2. What is an effective sentence? 
3. What is the definition of a group discussion? 
4. Explain one of the seating arrangements in a group discussion and its 

function. 
5. What are the strategies to take account of a group dynamic? 
6. What are your difficulties when you have to discuss in a group? 
7. What improvement in your academic speaking skill have you achieved from 

the first six meetings in this course? 
 

II. Try-out 
Different from the previous units, this section will be held on the regular 
class, not in the practice hour. 
 
Watch the video of group discussion taken from 
http://www.youtube.com/watch?v=9yFkMQO0eyM and answer the following 
questions analytically.   
 
 
 
 

 
 
 
 
 

1. What is the non-verbal communication components used in the group 
discussion? 

2. What is the communication techniques used in the group discussion? 
3. Do the participants use effective sentences? 
4. Is there any visual equipment used in the group discussion? 
5. What kinds of seating arrangement used in the group discussion and 

explain whether it is effective. 
6. What are the strategies used to take account of group dynamic? 
7. Use the following checklist to check the group‟s progress: 

a. Are eyes fixed on the leader?  
b. Do the participants take notes?  
c. Do the participants contribute less that half of the total talk?  
d. Does the tutor also present himself as assessor of the work in the 

group?  
e. Does the tutor interrupt participants and is generally not 

interrupted by the participants?  
f. Does the tutor exert power through language, for example, by 

pouncing on students and demanding an answer?  

7 

http://www.youtube.com/watch?v=9yFkMQO0eyM
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g. Does body language, spoken language and gesture 
communicate boredom and low expectations?  

8. Present what you have discussed in front of class.  
 
 

III. Extended Practice 
This section will be held in the practice hour to prepare your midterm 
evaluation. 
 
1. Prepare a group discussion in a group of five, choose your own topic. 
2. Choose a group leader to lead the discussion.  
3. Plan what communication strategies will be applied and how you manage 

your discussion. 
4. Practice it in the scheduled mid-term test. 
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Speech Overview 

 
 

 
I. Warming-up Activity 

Answer the following questions individually. 
 
1. Have you got any experience to deliver a speech?  
2. In what occasions?  
3. What was your purpose?  
4. To inform, to persuade, or to do a special tasks?  
 
 In this unit, you are about to learn different types of speeches. You will read and also 
discuss the materials with your friends. On the following units, you have to deliver 
informative, persuasive, and specialized speech in the classroom. 

 
II. Material Work-out 

 
 

 
 
 
 
 
 
 
 
 
 
Public speaking is when you stand before an audience and deliver a speech in a 
formal or an informal situation. It is very natural for a person to become nervous to 
speak in front of a large audience. There are basically three types of public speaking, 
namely, informative, persuasive, and specialized speeches. 
 
 
Informative 

When a person gives a speech before an audience to give information on a particular 
issue, it said to be an informative speech. Business presentations, seminars in 
colleges, class presentations in schools are some examples of informative speeches. 
Informative speech should be short and precise. Your speech should include all the 
facts. The success of an informative speech will depend on how much the audience 
could understand from the speech. 
 
Some examples of an informative speech: 

- A teacher telling students about earthquakes  
- A tour guide telling people about the Tower of London  
- A computer programmer telling people about new software  
- Someone telling the audience about his hometown 

 
Persuasive 

Persuasive speeches are those where one tries to persuade a group of people. 
These speeches aim to influence and change the opinions of the audience. Sales and 

8 
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marketing people most commonly use this kind of speech. They are also used to 
influence political and religious views. 
 
Some examples of a persuasive speech: 

- A lawyer trying to convince a jury  
- A salesclerk trying to persuade customers to buy a new product  
- A politician asking people to vote for her  

 
Specialized Speeches 

Specialized speeches are usually given on occasions like weddings, funerals, 
graduation parties, retirement parties etc. The most important factor to make these 
speeches effective, is to add a personal touch to it. One gives these speeches for 
people one knows and it would be great if one can bring in stories and incidents 
about the respective person. The speech can be humorous, touching or emotional.  

 
III. Try-out 

This section will be held in the practice hour. 
 

1. Give some examples of conditions for the following speeches. 

NO Type of speech Conditions 

1 Informative speech  

2 Persuasive speech  

3 Specialized speech  

2. Mention briefly in your surroundings the examples of informative, persuasive, 
and specialized speeches? What about speeches made by presidents, sales 
person, competition winners, or on weddings? Explain your reasons. 

3. Discuss some purposes of the following speeches. Are there any purposes 
that can be achieved through different types of speeches? 

NO Type of Speech Purposes 

1 Informative speech  

2 Persuasive speech  

3 Specialized speech  

 
4. What things are needed to consider when you are preparing each type of 

speech? 
5. Find a speech in a form of video, analyze what kind of speech it is, and 

explain why you think so. 
 

IV. Extended Practice 

This section will be done in the first half of the next meeting. 
Present what you have done in the try-out section in front of class. Not all 
students will have the opportunity to perform the discussion in the class; this will 
be done by lottery. Those who do not perform have to submit the hard copy of 
their work. 

http://www.buzzle.com/articles/wedding-speeches/
http://www.buzzle.com/articles/retirement-party-retirement-speech-ideas.html
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Informative Speech 

 
 

 
I. Warming-up Activity 

Answer the following questions individually and then discuss it with your 
friends. 
 

1. Have you been in a situation where you have to inform something for the 
audience? 

2. Have you been in a situation where you were given information through a 
speech? Was it successful?  

 
In this unit, you will study about informative speech, where you will be able to see 
why it is needed, and how to prepare an outline to make you easier to deliver the 
speech. Good luck. 

 
 
II. Material Work-out 

 
Value of Informative Speaking Skills  

If someone has learned how to deliver an informative speech 
effectively, he or she is prepared to impart information to 
others, for example, product demonstrations, board meetings, 
sales presentations, etc. 
 
 
 
 
 

Definition of an Informative Speech 

When someone delivers an informative speech, he or she is acting in the role of 
teacher; and the objective is to share knowledge and information. Informative 
speeches are usually evaluated based upon four criteria:  
 How clearly the information is presented to the audience 
 How accurately the information is presented to the audience 
 How relevant the information is for the audience 
 How interesting the information is for the audience 

 
 
 

Types of Informative Speeches  
1. Informative Speech About an Object 

An object is anything tangible or concrete (visible to the human eye); for example, 
people, animals, national parks, art objects, buildings, etc. 
 

2. Informative Speech About a Process 
A speech about a process demonstrates how something is done, made, or works. 
Of course, the speaker‟s goal may either be to show the audience how to perform 
the process themselves, for example, how to create a Web page, or simply to 
explain the process so the audience will understand what is involved, for 
example, how hurricanes form. 
 

9 
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3. Informative speech About an Event 
An event, according to Webster, is “a happening or occurrence, especially when 

important,” so when someone delivers a speech about an event, he or she may 
discuss an historical event or a recent newsworthy event, for example, the Great 
Depression of 1929 or the World Economic Recession of 2008-09. 

 
4. Informative Speech About a Concept 

Concepts are ideas, so a speech about a concept discusses and explains 
principles, philosophies, ideologies, etc. Some examples include topics like 
Darwin‟s Theory of Evolution, ethnocentrism, or the five theories of creativity. 

 
Organizing the Informative Speech 

For informative speeches, the best method of organization is as follows: 
 Provide an introduction that lets the audience know why the information is 

important  
 Briefly preview main points (the key word is “briefly”). 
 If demonstrating a process, start with step one and move systematically through 

progressive steps. 
 If demonstrating a process, explain what is involved in each step. 
 If discussing an event, object, or concept, move from the most important facts and 

details to the least important. 
 Summarize by briefly reviewing the main points. 
 Open the floor for audience questions. 

 
Tips on delivering informative speech: 
1. Consider the Audience When Choosing a Topic 

Information within the context of an informative speech should be rather high-level 
and based on the assumed experience level of a speech audience. For example, 
an audience of medical professionals will have a higher assumed understanding 
of a topic on patient care. 

 
2. Informative Speeches Focus on Facts, Not Opinion 

When delivering an informative speech, the presenter should always structure the 
presentation around proven, thoroughly-researched facts. The presenter should 
never allow his or her opinion to impact the information being shared. 
 

3.  Clearly Define the Speech Focus From the Start 

When delivering an informative speech, the presenter should always define the 
focus of the presentation from the very beginning. This is important to establish 
immediately as to not confuse the audience due to an unclear speech agenda. 

 
4. Summarize Main Points in the Conclusion 

An informative speech is essentially a spoken-word research paper; the structure 
should consist of an introduction, main body, and a conclusion. In this conclusion, 
the presenter should summarize all main points discussed throughout the 
speech.. 

 
III. Try-out 

This section will be held in the practice hour. 
 

1. Below are several topics for informative speech. Choose one based on your 
preference and knowledge. Next, you need to make an outline based on the topic. 
Develop the outline on your Extended Practice time (Praktikum), and then you 
have to deliver the informative speech in the classroom. 
 

http://trainingpd.suite101.com/article.cfm/how_to_begin_and_end_a_speech
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Topic 1: The Place Speech.  
Give a speech about your summer trip to Iceland, or talk about a nearby 
tourist destination that your fellow students might enjoy. A speech about your 
hometown might be interesting as well. When you give a place speech, be 
sure to discuss activities and details you think your fellow students will enjoy.  

 
Topic 2: The Local Current Event Speech.  

Inform your fellow students about what's going on in your community or what's 
going on around campus. If there's a local election, provide some information 
about the candidates. If there's some local legislation that affects students, 
your speech on the issue will be very relevant. 

 
Topic 3: The Celebrity Speech.  

Who doesn't secretly love to dish about celebrities? Give an informative 
speech about a celebrity you find particularly interesting. Just be sure to 
provide some information everyone doesn't already know. 

 
Topic 4: The Food Speech.  
An especially good idea if your speech class is right before lunch! Talk about a 
type of cuisine, or about ways to make healthy food. 

 
Topic 5: The Sports Speech.  

Discuss the history of a local team or a popular sport. If the Olympics are 
coming up, give an informative preview of some of the events. Just remember: 
not everyone is as knowledgeable as sports as you might be, so be sure to 
explain unfamiliar terms so you don't lose part of your audience. 

 

2. Make an outline as shown in the following example.. The result will be shown 
when you deliver your informative speech in the classroom. 

 
OUTLINE OF INFORMATIVE SPEECH 
Topic: Health Benefits of Swimming 

 
Thesis Statement: Swimming is a healthy life long sport. 
Specific Purposes: 

To describe competitive swimming 
To inform classmates of the health benefits of swimming 
To describe to classmates how to do a swimming workout 

 
Introduction: 

1. Playing in the pool in the summer 
2. Watching Olympians 
3. Middle ground for anyone any level any age 

THESIS: Swimming is a healthy life long sport 
 

Body: 

1. Competitive Swimming 
a. different governing bodies 
b. rules and regulations 

 
2. Health Benefits 

a. total body workout 
b. injury free 
c. statistics 
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3. Swimming workout 
a. easy to develop on your on own 
b. you determine the difficulty 
c. example 

 
Conclusion: 

1. Motivate classmates to take up swimming as daily exercise 
 
IV. Extended Practice 

This section will be done in the first half of the next meeting. 
1. Deliver your speech as what you have prepared in the try-out section in front of 

the class (not all students will have the opportunity to perform the discussion in 
the class; this will be done by lottery. Those who do not perform have to submit 
the hard copy of topic they have chosen and the format they will apply).  

2. While a student delivers his or her speech in front, the other students analyze 
whether the speech is appropriate, effective, and informative. 
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Rhetorical Devices for  
Informative Speech 
 

 
I. Warming-up Activity 

Pay attention on this excerpt: 
 
"Ask not what your country can do for you--ask what you can do for your country”  
 
(John F. Kennedy, Inaugural Address: January 20, 1961) 
 
Kennedy uses language masterfully in this famous speech, including the use of antithesis, 
or the artistic pairing of phrases that are opposites. What do you think? Do you agree that 
the language choice is powerful in a speech? 
 
In this unit you are about to read and practice on how to use rhetorical devices for your 
formative speech. 

 
II. Material Work-Out 

 
 
 

Martin Luther King Jr - Effective Speech-maker - e-
strategyblog.com 

 

 
 
 
 

Rhetorical devices are an effective way of conveying ideas to the audience. In 
both speech and writing, rhetorical devices can be used to highlight certain ideas, 
improve the flow of words, or direct attention to a specific idea. Commonly used 
rhetorical devices include alliteration, allusion, parallelism, simile, metaphor, and 
personification.  
 
- Alliteration  : words beginning with the same sound (e.g., “Be smart: Seatbelts save 

lives.”) 
- Antithesis :   opposite ideas (e.g., John F. Kennedy: “Ask not what your country can 

do for you: Ask what you can do for your country.”) 
- Colorful vocabulary :  words that paint a picture in one‟s mind (e.g., “The ice-cold 

lemonade transformed the boyscouts from drowsy sloths to a 
herd of springboks in a matter of seconds.”) 

- Hyperbole :  exaggeration for effect:  (e.g., “If we don‟t start preparing for retirement 
immediately, we will all be poor and miserable in old age.”) 

- Metaphor :  comparison without the word like or as (e.g., “Youth is like a budding 

rose.”) 
- Parallel construction :  sentences beginning or ending with the same words 

(e.g., “Our children need love. Our children need security. Our 
children need education.”) 

- Personification:  human characteristics used in nonhuman settings (e.g., “The sky 
wept tears of joy.”) 

10 
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- Repetition :  words or phrases repeated throughout the speech (e.g., Martin Luther 

King, Jr. repeated the sentence “I have a dream” many times during his 
famous speech.) 

- Rhyme words:  ending in the same sound combination (e.g., “He‟s a lean and mean 

selling machine.”) 
- Simile :  comparison with the word like or as (e.g., “It was as humid as in a 

steam room.”) 
 
 
ORGANIZING INFORMATIVE SPEECH  
 
The most common pattern is the division into introduction, body, and conclusion.  
Body  : You may be tempted to plan the introduction first. The easiest way to 

organize a speech, however, is to start with the body. Look at your 
material and divide it into major points. In general, the fewer main 
points you have, the better. A relatively small number of main points 
makes your speech more translucent and memorable for the audience. 
The next step is to arrange your main points within the body. For this 
purpose, you need to consider the general content of your main points. 
Depending on this content, your speech will probably lend itself to one 
of the following traditional organization patterns. 

 
1. Spatial : places or locations  
 Example: Tour of Manhattan 
 A. Downtown 

B. Midtown 
C. Uptown 
 

2. Chronological:  sequence of events or procedures 
 Example: The Vietnam War 

A. 1941–1956: Early Conflicts 
B. 1956–1961: Vietcong Guerrilla Campaigns 
C. 1961–1975: U.S. Involvement 
 

3. Topical: series of loosely connected topics 
 Example: Online Communication 

A. E-mail 
B. Chat 
C. Discussion List 

 
After you have determined the general organizational pattern of your speech, you can create 
a more detailed outline. In most cases, you will have to select subpoints to elaborate on each 
major point. You will also have to decide in which order the main points and subpoints should 
appear (e.g., from least important to most important, from simplest to most complex, etc.).  
 
A detailed body outline with main points and subpoints for the Spatial Organization speech 
above might look like this. 
 
Sample Body Outline 
 
Title : Tour of Manhattan 

A. Downtown 
1. Lower Manhattan 

a. Battery Park and the Statue of Liberty 
b. Wall Street 

2. Chinatown 
3. Greenwich Village 
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B. Midtown 
1. Empire State Building 
2. Central Park 

C. Uptown 
1. Museums 

a. Museum of Natural History 
b. Metropolitan Museum 
c. Guggenheim Museum 

2. Harlem 
3. Columbia University 

 

Try-out 

This section will be held in the practice hour. 
1. Give examples of figurative language to be placed in your informative speech. 
2. Find examples of figurative language in any informative speech you can find around 

you. The source can be from the internet or other mass media. 
3. Get back to your outline of informative speech. Choose the organization pattern you 

can find in this unit, and apply it for your outline. 
4. Remember to use some figurative language in the sentences of your informative 

speech. 
 

III. Extended Practice 
This section will be done in the first half of the next meeting. 
1. Deliver your speech as what you have prepared in the try-out section in front of the 

class (not all students will have the opportunity to perform the discussion in the class; 
this will be done by lottery. Those who do not perform have to submit the hard copy of 
topic they have chosen and the format they will apply).  

2. While a student delivers his or her speech in front, the other students analyze 
whether the speech uses figurative language. 
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Delivery and Communication 

Anxiety 

 
 

I. Warming –up Activity 

Look at the picture below. What is going on with him? Please predict what makes the 
person acts like that? 
 

What is going on with him?   

What aspects make him behaving that way? 
  
  
  

Etc 

 

 
 

II. Material work-out 
 

Fear of Public Speaking 
 

Definition: 
 
Speech anxiety (communication apprehension) “refers to those situations when an individual 
reports he or she is afraid to deliver a speech”. Speech anxiety is also referred to as public 
speaking anxiety, stage fright, and fear of public speaking, communication anxiety, and 
communication apprehension in a public speaking context. (wikipedia) 

 
 
What does the general public think about the causes of speech anxiety?  
 

1) Fear of humiliation  
2) Poor preparation  
3) Insecurities about physical appearance  
4) Fear that audience will be critical of them if they do not deliver a flawless performance  
5) Low self-esteem 
6) Audience is not interested  
7) Inexperienced in public speaking  
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8) Fear of making a mistake  
9) Fear of failure  

 
Speech Apprehension can be Reduced and Managed! 
 

How to manage your anxiety: 
o Prepare ahead. 
o Realize it exists.  What are your fears?  Make a list of your fears.   Now look to 

see what is realistic, what is not?  Would the entire audience REALLY begin 
pointing, laughing, and mocking you?  Probably not.  Could you drop your 
cards, yes.  What would you do?  How about pick them up?  See…you can 
plan how to respond to realistic fears. 

o Practice breathing and relaxing.  Most fear can be reduced by deliberate slow 
breathing. Breath with the diaphragm.  One way to remember how is: Breath 
in Big Baby Belly…Breath out Belly In. Plan and practice your breathing.  Try 
visualization exercises. 

o Don‟t clench your fists or lock your knees… that will bottle the stress right in! 
o  

Check this one out to help you perform better public and reduced / managed your fear 
of public speaking 
  
 

BODY LANGUAGE 
Tasks 

To support what is verbally represented. 
To act as representation of meaning. 
To maintain bonding. 
 
Description 

Body language can be used alone or in partnership with verbal language to represent 
meaning. So, a shrug can mean uncertainty on its own, or with a verbal expression like „Who 
knows?‟   
 
If the body language and verbal expression conflict in meaning, someone will be confused by 
the difference in signals. Problems of this kind can arise particularly in cross-cultural 
communication. Body language includes eye contact, facial expressions, bodily distance, 
body stance, and gesture, etc.  
 
 
Persuasive value 
 

1. Eye contact :  

it is very important to look into the other‟s eyes at some time while interacting. 
However, a fixed, staring, gaze will be interpreted as intimidating. At the other 
extreme, a near-complete absence of eye contact is an equally bad tactic since it will 
be interpreted as avoidance (e.g. lying, submission, boredom, or personal dislike). 
The most neutral eye contact is one which varies from gaze to non-gaze and back 
again.   

 
2. Bodily distance:  

in Western cultures the most-accepted bodily distance between participants in an 
interaction varies from one yard for informal gatherings to a maximum of three yards 
for formal meetings. Any variation (particularly excessive closeness) can cause 
discomfort. Currently bodily distance can be the cause of trouble between the sexes 
within Western culture, since close proximity, and particularly touching, could be 
perceived as sexual harassment by women who find it disturbing. 
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3. Gesture :  
using the head, arms, hands, and shoulders to signal meanings can be used to add 
subtleties to verbal representations. For example, a vigorous nod adds positive 
strength to the word „yes,‟ while a hand-waving from side to side could add a 
provisional quality to the words „fine, yeah,‟ making them less absolute and the total 
meaning more like „so-so‟.  
Obviously, cross-cultural communication will prove difficult unless each participant 
understands not only the words but also the bodily language of the other. As a 
general guide, anyone dealing with another cultural group should note carefully its 
body language preferences and seek to match them. It would be useful to consult a 
text on the body language of any cultural group a person might have frequent 
dealings with. 
 

 
III. Try-out 

This section will be held in the practice hour. 
 
1. In groups, find videos of public speaking performances in which the speakers develop 

fear and some  don‟t. Make analysis on why they do and don‟t. Have the discussion 
in the classroom concerning with the result of your investigation. 

2. Present the result of your discussion in front of class. 
 

IV. Extended Practice 

This section will be done in the first half of the next meeting. 
 

1. Some of you, decided by lottery, will have to speak in front of class about anything 
(class may assist to provide some interesting topics). Each presentation will last 
about three minutes only. 

2. The others who do not present in front will observe some of the students performing 
their public speaking ability in the classroom. 

3. Have some analysis on whether or not the speakers develop symptoms of fear of 
speaking in public and also the aspects of public speaking they are lacking and 
investigate what cause them to have the fear. 

4. Propose some solutions as the problem solving. 
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Persuasive Speech 

 

 
I. Warming-up Activity 

 

Look at your surroundings, can you find phenomena of persuasions in the society? Give 
your opinions about provocations on demonstrations and advertisements on social 
services like the use of LPG and the use of KB Andalan to persuade the society to follow 

the government messages. 
 
In this unit, you are going to find ways to convey your opinions through persuasive 
messages and later on to prepare for an outline to deliver your persuasive speeches.   

 
 
II. Material Work-out  

 
A persuasive speech contains information to help people make a decision. The purpose of 
a persuasive speech is to persuade people to change in some way. There are steps, 
however, that students can take to help them prepare an effective persuasive speech. 
 
1. Choose a Speech Topic 

The first step is to select a topic in which they are truly interested and about which 
they would like to know more. Ideally, they should select a topic that deals with an 
issue about which they genuinely care, for if they care, their passion will be evident 
and passion often helps sway an audience to accept a speaker‟s opinion or 
argument. 
 
Sample Persuasive Speech Topics 

Although there are countless possibilities when it comes to topics for persuasive 
speeches, a few that students might consider include the following:  
 Should capital punishment be abolished? 
 Does intelligent life exist on other planets? 
 Since obesity has become a leading contributor to illness and death, should the 

government enact anti-fast-food legislation? 
 
Here are some common mistake:. 
 Choosing a Topic that Bores You 

When giving a persuasive speech, you absolutely must feel strongly about your 
topic. Otherwise, how will you ever persuade the audience to agree with you? 
 

 Choosing a Topic You Feel Too Strongly About 

On the other hand, avoid your "hot button" topics. There's nothing wrong with 
feeling this way about an issue, but it's also not a good idea to give a persuasive 
speech on these topics. In order to write a good persuasive speech, you need to 
be able to respectfully address opposing views within your speech, and it's difficult 
to do this with a hot button issue. 
 

 Choosing a Topic That Isn't Persuasive 
In order for a speech to be persuasive, it has to clearly ask the audience to 

change their attitudes or behaviors in relation to your topic. If it doesn't do this, 
your speech is informative, but not persuasive-- and therefore doesn't meet the 
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criteria for the assignment. Remember, an informative speech consists of 
information. A persuasive speech consists of evidence. For example, a speech 
called "Why You Should Go to Belgium" that includes lots of information about the 
great cities and attractions in Belgium has some persuasive elements, and might 
convince someone to consider Brussels as a future tourist destination. However, 
what this speech does primarily is to provide the audience information about 
Belgium. 
 

 Choosing a Topic With No Controversy 

Another mistake that students make is to choose a topic that everyone already 
agrees with. "Smoking is bad for you" is not an effective persuasive topic because 
you're not going to persuade the audience that this is true-- they already agree! 
Instead, choose a topic such as, "Our city should implement a smoking ban in all 
bars and restaurants." 
 

 Choosing a Tired Topic  

Avoid topics that are done all the time. Your instructor has heard these topics 
before and knows the mistakes students make when they speak on these topics-- 
so he or she will instantly be able to grade you down if you make the same 
mistakes. In addition, the audience is probably sick of these topics and may tune 
you out.  

 
2. Determine the Speech Category 

There are three categories of persuasive speeches, each dealing with a different type 
of question as follows: 
- Questions of Fact:  Questions about events, people, objects, and ideas; however, 

there are two types of questions of fact: 
 Questions that have definite answers since the questions can be answered 

through research, for example: Is a high-protein diet safe or unsafe? 
 Questions that do not have definite answers; for example: Does intelligent life 

exist on other planets? 
- Questions of Value: Questions that involve fact but require value judgments 

based upon what one believes is right or wrong, moral or 
immoral, ethical or unethical, for example: Should capital 
punishment be abolished? 

- Questions of Policy:  Questions that involve fact but deal with specific courses of 
action and ask whether or not those courses should be 
followed; for example: Should the United States provide 
national healthcare for all citizens? (Questions of policy often 
involve questions of value as well since policies can affect 
many lives.) 
 

3. Determine the Goal of the Speech 

Determine the objective one hopes to attain in delivering the speech. For example, for 
questions of fact, the goal might be to convince an audience to accept one‟s 
viewpoint as being the correct viewpoint.  
 

4. Identify the Central Idea 

Decide upon the central idea that will serve as the foundation for all other ideas within 
the speech. Like the thesis statement in an essay, the central idea of a speech is the 
controlling thought. 
 

5. Decide Upon the Main Points 

Decide upon the main points that will be made throughout the entirety of the speech. 
These points should serve to support the central idea by providing details and 
examples. 
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6. Begin Preparation of the Speech 
The first step, of course, is to conduct any necessary research and compile 
information, details, and examples to support one‟s argument. Following this, create 
an outline that establishes the organization of the speech. 

 
 
SAMPLES OF OUTLINE FOR PERSUASIVE SPEECH 
 
Persuasive speech outline purpose : To persuade my audience to donate blood 
 
Introduction: 
1. Did you know that blood donated to saves XXX lives per year? 
2. People should give blood because it is easy and though there might be a little pain 
 
Body: 
I. Giving blood is easy 

a. It only takes about an hour 
b. You just lay back and let the nurses do the work 
c. It generally doesn't hurt much at all 
 
II. The blood you give saves lives 
a. People in accidents, people with cancer, people having surgery and women having babies 
are saved 
b. Tell story of Linda K. whose life was saved when she started hemorrhaging after the birth 
of her twins. 
 
III. If that isn't enough reason, you get great snacks 

a. You are not allowed to leave until you have had something to eat and drink like crackers, 
cookies and juice 
b. At some blood drives restaurants donate food 
 
Conclusion: 

 
1. Please start your habit of blood donation right away. 
2. I urge you to donate blood because it is easy, you will get great snacks and, most 
importantly, you will save lives! 
 
 
III. Try-out 

This section will be held in the practice hour. 
 

1. Write two persuasive messages for the following topics. Be sure to insert your 
opinions, not facts. 

a. Is a high-protein diet safe or unsafe? 
b. Is global warming a myth or reality? 
 

2. Prepare for your outline of persuasive speech. Choose a topic of your preference. 
Develop the outline as shown in the example above. After the outline is ready, be 
sure that it is a powerful persuasive speech to be delivered in the classroom. 
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IV. Extended Practice 
This section will be done in the first half of the next meeting. 
 
1. Deliver your speech as what you have prepared in the try-out section in front of the 

class (not all students will have the opportunity to perform the discussion in the class; 
this will be done by lottery. Those who do not perform have to submit the hard copy of 
topic they have chosen and the format they will apply).  

2. While a student delivers his or her speech in front, the other students analyze 
whether the speech uses effective persuasive messages.  



 49 

 

 



 50 

 

Using Supporting Materials for 
Persuasive Speech 

 
 
 

I. Warming-up Activity 
Answer the following questions. 
 

1. Can you believe on claims without facts? Claims without facts usually appear on 
gossip.  

2. Do you think that people can easily believe on gossip? 
 

For academic reasons, including in making persuasive speech, we need to collect 
proves and facts to make our opinions more convincing. Below you can try several ways 
to make more powerful persuasive speech. 

 
 
II. Material Work-out 

 
Research furnishes you with information about your topic 
and can lead you to suitable support materials. These 
materials are essential for effective speech-making 
because they arouse interest, provide substance, and 
emphasize important ideas. Here is a list of typical kinds of 
support material. 
 
 

1. Definition 

Example :  A black hole is a celestial object with a gravitational field so strong 
that light cannot escape from it. 

2. Facts 

Example : Description In Europe, temperature is measured in degrees Celsius 
(centigrade). 

3. Enumeration 
Example : Our college has 3,000 full-time and 5,000 part time students. 

4. Means 

Example : The average family income in this town is $55,000 per year. 
5. Percentages  

Example : Water covers about 74% of the earth‟s surface. 
6. Statistics 

Example : Ratios In the gym, women were outnumbered 3:1. 
 

7. Expert 

Example : Prof. Jones gave the following Testimony explanation: “... “ 
8. Lay  

Example : As one of my friends explained: “ ...” 
9. Factual 

Example : Different nesting behaviors of birds. 
10. Hypothetical  

Example : Imagining life in the next century. 
11. Quotations  

Example : Charlie Chaplin once said: “The saddest thing I can imagine is to 
get used to luxury.” (Daintith, et al., 1989, p. 342) 

13 
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Support materials not only make your speech colorful, they also give your listeners a reason 
to accept your conclusions. 
 
 
THINGS TO REMEMBER 

- Be selective. Don‟t overwhelm your audience. 
- Use only reliable facts and statistics. 
- Don‟t confuse your audience with too many numbers.  
- Use visuals to make statistics more understandable. 
- Humor should be relevant to the speech topic and sensitive to the audience. 

 
III. Try-out 

This section will be held in the practice hour. 
 

1. Find the examples of supporting materials you can use for a persuasive speech 

2. Discuss different types of supporting materials for persuasive speech in different 
purposes. Do you think you can use any supporting materials for any situations? 

3. Refer back to your outline. Consider using different types of supporting materials for 
the outline of persuasive speech 

 
IV. Extended Practice 

This section will be done in the first half of the next meeting. 

1. Deliver your speech as what you have prepared in the try-out section in front of the 
class (not all students will have the opportunity to perform the discussion in the class; 
this will be done by lottery. Those who do not perform have to submit the hard copy of 
topic they have chosen and the format they will apply).  

2. While a student delivers his or her speech in front, the other students analyze 
whether the speech uses any supporting materials 
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Specialized Speech and Master 
of Ceremony 
 

 
I. Warming-Up Activity 

http://www.google.co.id/images?hl=id&biw=1280&bih=649&q 
What do you think about the picture?  Explain it briefly! 
 

 
 
 
 
 
 
 
 

 
 

II. Material Work-Out 
 
A. SPECIALIZED SPEECH 

General Reminders  
1. Don't rush to speak. It's difficult to do anything well when you rush.  
2. Breathe naturally and easily so that you don't run out of air when you talk. 
Sometimes people try to help and suggest you 'take a deep breath' - don't 
overdo it! 

  
Definition of Specialized Speeches 
They‟re speeches given in response to situations that occur frequently. 

 
Characteristics of Specialized Speeches 
As you already know, there are two basic speech purposes: to inform, and to 
persuade. Some types of speeches, however, are given so often that they 
stand apart from these categories. These specialized speeches are still meant 
to inform, and persuade. If you understand what makes these speeches 
special, YOU can more easily prepare an effective speech. 

 
Generally speaking, specialized speeches fall into three categories: courtesy 
speeches, ceremonial speeches, and contest speeches. Several kinds of 
speeches fit into each category: 
 

Courtesy Speeches 
 

- Accepting awards and recognition 
- Presenting awards and 

recognition 

Ceremonial Speeches 
 

- Initiations 
- Dedications  

Contest Speech 
 

Original orations (Original oratory) 

 
 
 

14 
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Conventions 
Characteristics that are similar in a given kind of specialized speech are called 
conventions. 
 

Topic Choose a topic that‟s appropriate to the situation.   
Tone 
 

Display an attitude toward the subject and audience that‟s 
consistent with the audience‟s expectations. 

Language 
 

Select a level of usage that‟s typical of speeches given in the 
situation. Most of the situations calling for specialized speeches 
are formal. 

Form 
 

There will be an introduction, a body, and a conclusion. 

Length 
 

You should keep your speech within accepted time limits. 

 
 

Breaking Conventions 
Conventions are traditions, they may be broken. If you decide to break a 
convention, however, there should be a reason. Breaking a convention could 
be a way of getting an audience‟s attention. Breaking a convention could 
make a speech memorable. But you also run a risk. You must consider 
whether the effect of breaking a convention is positive or negative.  

 
COURTESY SPEECHES 

Courtesy speeches are speeches that fulfill social custom. For example, it‟s 
customary to say “thank you” for a favor. One kind of courtesy speech is the 
thank you, or acceptance speech.  

 
a. Acceptance Speech 

If you receive an award or recognition of some kind, the audience often 
expects you to give a speech expressing your appreciation. Are their 
expectations reasonable? Yes. If you accept the award or recognition, you 
admit it‟s worth. The type of speech you choose to give depends on you. 
Here are some conventions to pay attention to: 

 
 Topic : The choice of topic depends on the nature of the award. 
 Tone : Let your audience know you are sincerely appreciative.  
 Language : Formal language is usually called for.  

 Form : In most acceptance speeches, there usually isn‟t time 

for a fully developed introduction, body, and conclusion. 
Usually, the speaker follows this order: 

1. Thank the group for the award; 
2. Make a personal remark about the award‟s importance; 
3. Thank others who helped you win the award; 
4. Close by restating your appreciation 

 Length :  An acceptance speech is usually very short.  
 

b. Presentation an Award Speech 

Here are conventions for presenting an award, too. 
 Topic:  The award and its recipient are the topics of the 

presentation speech. You must explain the award and 
what it means.  

 Tone:  Match the award with the tone. A very important, 

prestigious award deserves a more dignified, 
impressive presentation speech than a small award.  
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 Language:  This convention may vary with the award and the 

audience. A speech giving the award for outstanding 
football player of the year will probably be far more 
formal than a speech giving the award for outstanding 
player in an individual game. 

 Form:  You should usually follow the customary introduction- 
body-conclusion form. Many presentations are made in 
this order: 

1. Declare the recipient of the award; 
2. Explain the meaning of the award; 
3. Express the appreciation of the group making the award; 
4. Give the award to the recipient. 

 Length: Like the acceptance speech, the presentation speech is 
usually short.  

 
B. MASTER OF CEREMONIES 

An MC is the host of a staged event or similar performance. "M.C." is an 
abbreviation of "Master of Ceremonies". The MC usually presents performers, 
speaks to the audience, and generally keeps the event moving. An MC may also 
tell jokes or anecdotes.   

 
 
Being a Master of Ceremonies 
The Master of Ceremonies is the "conductor" of an event or meeting. An 
ideal MC is a person who can command the attention of an audience. 
 

 
 
 
 
 

Before the Event 

1. A successful Master of Ceremonies is thoroughly prepared. Meet with organizers well 
in advance of the event to confirm the purpose of the event and the planned agenda 
in detail. 

2. If possible contact all speakers or others who will have a role in the  program and 
confirm their responsibilities, time allotted to them and anything they might require at 
the event. In preparation for introducing key speakers contact them to find out the 
title/topic of their presentation and some background information on them.  

3. Find out if there will be any special guests in attendance who should be 
acknowledged at the event. 

 
At the Event 

1. Arrive early. Check with speakers and other meeting participants to make sure all 
their requirements are in place and in case there are any last minute changes. 

2. Confirm whether expected special guests are indeed in attendance. 
3. Have an agenda and plan to stick to it.  
4. Start on time and plan to end on time. 
5. Be prepared. 

While you can plan well, be aware that this can happen and have a possible strategy 
to address problems that might occur. The ideal MC is resourceful, creative, flexible 
and able to respond to problems "on the fly". 
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Opening Comments 

1. Welcome all present. 
If there are any special guests, officials, politicians or others of note they should be 
acknowledged in the welcome. 
For example, "Good evening, Your Worship, Mayor Brown, Ladies and Gentlemen..." 

2. Introduce yourself, even if you think everyone should know who you are. 
3. Remind the audience of why they have come -- the reason for the event and what 

you hope to achieve or accomplish at the event.  
4. Outline the upcoming program briefly. 

 
During the Program 

 
Introductions 

1. As the Master of Ceremonies you are responsible for introducing every speaker and 
others who are playing a role in the program at the event.  

2. Lead the applause for the speaker and continue applauding until they reach the 
lectern/podium. 

3. The MC serves as the informal "timekeeper" for the speaker. If a speaker is 
exceeding their allotted time, you can slip them a note asking them to please finish 
quickly. 

4. When the speaker has finished this/her presentation lead the applause until the 
speaker is seated. 

5. Before you proceed on to the next portion of the program it is appropriate to thank the 
speaker for their presentation. 

 
Bridging 

An essential skill of an  MC is the ability to make comments which "bridge" between 
segments of the meeting. If the event is several hours in duration, and there are breaks 
during it, it could be useful to make a few comments summarizing what has happened so far 
in the event, and what is yet to come. 
If there is a gift or honorarium for the speaker(s) it can be presented at the conclusion of their 
speech.   
 
Closing the Meeting 
Close the event with as much enthusiasm as you opened with.  At the end of the session it is 
customary to thank the speakers and thank all who attended for their participation.  It is a 
good idea to include comments which summarize what was experienced or achieved in the 
event, what you have learned or what you felt were the highlights of the event. 
 
Your closing comments as MC should mirror your opening comments.  You can also 
consider commenting on whether, in your opinion, the goal of the event has been achieved. If 
not, you could comment on what further action can or should be taken 
 
After the Event 
Following an event it is appropriate to send a note of thanks to all who contributed to the 
success of the event in a major way.  In particular speakers should be thanked for their 
contribution.  This correspondence should be sent within two weeks of the event.  If you do 
not carry out this task someone key in the organization that sponsored the event should 
perform this very important courtesy. 

http://www.ecn.ab.ca/toast/intro.html
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III. Try-out 

This section will be held in the practice hour. 
1. In your group, answer the following questions analytically. You may not open your 

book. 
 What is a specialized speech?  
 Define Conventions. Explain the value of knowing 

speech conventions! 
 Give three conventions for acceptance and 

presentation speech. 
 Please define the roles being an MC! 

2. Work in a group to create an event which involves Master of Ceremonies and 
Speech Presenters. The materials to consider are from Unit 9 - 15. This will be 
presented on your scheduled final test. 
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RENCANA PROSES KEGIATAN PEMBELAJARAN SEMESTER (RPKPS) 
 
 
Mata kuliah  : Academic Speaking    
Semester  : 3 (tiga)  
Kode  : SBI 4204 
Jurusan  : Bahasa dan Sastra  
Program Studi  : Sastra Inggris 
Deskripsi Singkat : 

Mata kuliah ini memfokuskan diri pada kemampuan mahasiswa dalam memahami bahasa lisan akademik sekaligus agar mahasiswa mampu berbicara 
dalam konteks akademik pula. Selain itu, mahasiswa juga dibekali dengan ketrampilan berpidato dalam situasi formal maupun informal.  

Pada akhir perkuliahan, mahasiswa diharapkan mampu: menggunakan berbagai strategi dalam percakapan mengenai tema – tema akademik, terlibat 
secara aktif dalam diskusi kelompok kecil, menyampaikan gagasan dalam bentuk pidato formal maupun informal. 
 
Bahan Kajian: Communication Strategies, Managing Group Discussions, Pidato dalam konteks formal dan informal.  

 

(1) 
MINGGU KE 

(2) 
KEMAMPUAN AKHIR YANG 

DIHARAPKAN 

(3) 
MATERI PEMBELAJARAN 

(4) 
BENTUK PEMBELAJARAN 

(5) 
KRITERIA (INDIKATOR) 

PENILAIAN 

(6) 
BOBOT 
NILAI 

1 a. Mahasiswa mampu: 
1. mengidentifikasi dan 

menganalisa komponen 
- komponen dalam 
proses komunikasi 

2. mengenali nilai etis 
academic speaking 

Academic Speaking Overview 
1. komponen - komponen 

dalam proses komunikasi 
2. situasi audiens 

Kegiatan belajar dilakukan 
sebagai berikut: 

1. brainstorming 
2. pemahaman teori 
3. penjelasan oleh dosen 

Mahasiswa mampu: 
1. mengidentifikasi dan 

menganalisa komponen 
- komponen dalam 
proses komunikasi 

2. mengenali nilai etis 
academic speaking  

 

1b. Praktikum 
Mahasiswa mampu 
mengidentifikasi dan 
menganalisa komponen - 
komponen dalam proses 
komunikasi 

Academic Speaking Overview 
komponen - komponen dalam 
proses komunikasi 

Kegiatan belajar dilakukan 
sebagai berikut: 

1. menganalisa video 
mengenai public speaking 

2. analisa video  
3. mencari contoh video lain 

mengenai public speaking 

Mahasiswa mampu 
mengidentifikasi dan 
menganalisa komponen - 
komponen dalam proses 
komunikasi 

 



 

2a. Mahasiswa mampu memilih 
topik yang tepat untuk 
berkomuniksi pada situasi 
tertentu 

Selecting a Topic, Purpose, and 
Central Idea 
pemilihan topik dalam 
berkomunikasi 

Kegiatan belajar di dalam kelas 
dilakukan sebagai berikut: 

1. presentasi hasil diskusi 
dari praktikum 
pertemuan sebelumnya 

2. brainstorming 
3. pemahaman teori 
4. penjelasan oleh dosen 

Mahasiswa mampu memilih 
topik yang tepat untuk 
berkomuniksi pada situasi 
tertentu 

 

2b. Praktikum 
Mahasiswa mampu :  

1. menuangkan gagasan 

berdasarkan 

kesesuaian topik 

dengan situasi yang 

sudah ditentukan ke 

dalam outline 

2. menganalisa 

kesesuaian topik 

dengan situasi yang 

ditentukan  

Selecting a Topic, Purpose, and 
Central Idea 
pemilihan topik dalam 
berkomunikasi 

Kegiatan belajar mengajar 
sebagai berikut: 

1. membuat speaking 
outline 

2. diskusi kelompok 
 

Praktikum 
Mahasiswa mampu :  

1. menuangkan gagasan 

berdasarkan 

kesesuaian topik 

dengan situasi yang 

sudah ditentukan ke 

dalam outline 

2. menganalisa 

kesesuaian topik 

dengan situasi yang 

ditentukan  

 

3a. Mahasiswa mampu: 
1. mengetahui pentingnya 

alat bantu visual untuk 
mendukung kejelasan 
penyampaian gagasan 
dan keterlibatan 
audiens 

2. memilih alat bantu 
visual yang tepat untuk 
mendukung kejelasan 
penyampaian gagasan 
dan keterlibatan 
audiens 

Language and Visual Aids 
pemilihan alat bantu visual untuk 
mendukung kejelasan 
penyampaian gagasan 

Kegiatan belajar mengajar 
sebagai berikut: 

1. praktek berbicara di 
depan umum 
berdasarkan outline yang 
telah dipersiapkan pada 
praktikum sebelumnya 

2. brainstorming 
3. pemahaman teori 
4. penjelasan oleh dosen  

Mahasiswa mampu mengetahui 
pentingnya alat bantu visual 
untuk mendukung kejelasan 
penyampaian gagasan dan 
keterlibatan audiens 

 



 

3b. Praktikum 
Mahasiswa mampu memilih dan 
menggunakan alat bantu visual 
untuk mendukung kejelasan 
penyampaian gagasan 

Language and Visual Aids 
pemilihan alat bantu visual untuk 
mendukung kejelasan 
penyampaian gagasan 

Kegiatan belajar mengajar 
sebagai berikut merencanakan 
sebuah psesentasi beserta alat 
bantu visual yang diperlukan  

Mahasiswa mampu memilih dan 
menggunakan alat bantu visual 
untuk mendukung kejelasan 
penyampaian gagasan 

 

4a.  Mahasiswa mampu:  

1. mengenali strategi 

yang diperlukan 

dalam membangun 

dinamika kelompok 

2. mengetahui hal - hal 

yang diperlukan untuk 

mengetahui kemajuan 

diskusi kelompok 

Strategies to Take Account of 

Group Dynamic and 

Monitoring Group 

Discussions 

1. strategi membangun 

dinamika kelompok 

2. monitoring the group’s 

progress: check list 

Kegiatan belajar dilakukan 
sebagai berikut: 

1. praktek presentasi di 

depan kelas seperti 

yang telah dipersiapkan 

pada jam praktikum 

sebelumnya 

2. brainstorming 

3. pemahaman teori 

4. penjelasan oleh dosen 

Mahasiswa mampu:  

1. menggunakan strategi 

yang diperlukan 

dalam membangun 

dinamika kelompok 

2. menjelaskan hal - hal 

yang diperlukan untuk 

mengetahui kemajuan 

diskusi kelompok 

 

4b. Praktikum 
Mahasiswa mampu:  

1. memahami 

pentingnya body 

language sebagai 

salah satu strategi 

membangun dinamika 

kelompok 

2. merencanakan sebuah 

diskusi kelompok 

Strategies to Take Account of 

Group Dynamic and 

Monitoring Group 

Discussions 
strategi membangun dinamika 
kelompok 

Kegiatan belajar dilakukan 
sebagai berikut: 

1. menonton video 

mengenai pentingnya 

body language 

2. diskusi kelompok 

mengenai video yang 

ditampilkan 

3. merencanakan sebuah 

diskusi kelompok 

berdasarkan beberapa 

topic yang ditawarkan 

oleh dosen 

Praktikum 
Mahasiswa mampu:  

1. memahami 

pentingnya body 

language sebagai 

salah satu strategi 

membangun dinamika 

kelompok 

2. merencanakan sebuah 

diskusi kelompok 

 

5a. Mahasiswa mampu mengenali 
bentuk - bentuk diskusi 
kelompok beserta fungsinya 

Discussion Group Formats  
bentuk - bentuk diskusi kelompok 
beserta fungsinya 

Kegiatan belajar di dalam kelas 
dilakukan sebagai berikut: 

1. praktek diskusi 

kelompok di kelas 

Mahasiswa mampu 
menjelaskan bentuk - bentuk 
diskusi kelompok beserta 
fungsinya 

 



 

sebagaimana telah 

disiapkan pada jam 

praktikum 

2. menganalisa kemajuan 

diskusi kelompok 

berdasarkan checklist  

yang tertera pada 

modul 

3. brainstorming 

4. pemahaman teori 

5. penjelasan oleh dosen  

5b. Praktikum 
Mahasiswa mampu: 

1. menganalisa sebuah 

diskusi kelompok 

2. merencanakan sebuah 

diskusi kelompok dan 

menentukan format 

yang tepat 

Discussion Group Formats  

bentuk - bentuk diskusi 

kelompok beserta fungsinya 

Kegiatan belajar di dalam kelas 
dilakukan sebagai berikut: 

1. menonton video 
mengenai diskusi 
kelompok dan 
menganalisanya 

2. mempersiapkan sebuah 
diskusi kelompok beserta 
format yang tepat 
berdasarkan topik yang 
telah ditentukan   

Mahasiswa mampu: 

1. menjelaskan bentuk 

diskusi suatu 

kelompok beserta 

fungsinya 

2. mempersiapkan 

sebuah diskusi 

kelompok beserta 

format yang tepat 

berdasarkan topik 

yang telah ditentukan   

 

6a. Mahasiswa mampu mengenali 
beberapa pengaturan tempat 
duduk dalam diskusi kelompok 
beserta fungsinya 

Arranging the Physical 

Environment for Small Group 

Work 

pengaturan tempat duduk 

dalam diskusi kelompok 

beserta fungsinya 

Kegiatan belajar di dalam kelas 
dilakukan sebagai berikut: 

1. praktek diskusi 

kelompok di kelas 

sebagaimana telah 

disiapkan pada jam 

praktikum 

2. menganalisa format dan 

fungsi diskusi 

kelompok 

Mahasiswa mampu: 
menjelaskan beberapa 
pengaturan tempat duduk 
dalam diskusi kelompok beserta 
fungsinya 

 



 

3. brainstorming 

4. pemahaman teori 

5. penjelasan oleh dosen 

6b. Praktikum 
Mahasiswa mampu: 

1. menganalisa bentuk 

diskusi kelompok 

beserta pengaturan 

tempat duduk dan 

fungsinya 

2. mempersiapkan 

sebuah diskusi 

kelompok beserta 

pengaturan tempat 

duduk yang tepat  
 

Arranging the Physical 

Environment for Small Group 

Work 

pengaturan tempat duduk 

dalam diskusi kelompok 

beserta fungsinya 

 

Kegiatan belajar di dalam kelas 
dilakukan sebagai berikut: 

1. menonton video 

mengenai sebuah 

diskusi kelompok 

2. menganalisa 

pengaturan tempat 

duduk dalam diskusi 

tersebut 

3. mempersiapkan sebuah 

diskusi kelompok 

beserta pengaturan 

tempat duduk yang 

tepat berdasarkan topik 

yang telah ditentukan   

Mahasiswa mampu 
menjelaskan beberapa 
pengaturan tempat duduk 
dalam diskusi kelompok beserta 
fungsinya 

 

7a. Mahasiswa mampu:  
1. menganalisa beberapa 

diskusi kelompok dari 
berbagai aspek yang 
telah dipelajari sejak 
pertemuan pertama 

2. memberikan pendapat 
pribadi dan solusi 
mengenai hasil analisa 
pada poin 1. 

3. mengenali hal - hal yang 
diperlukan dalam 
mengetahui tingkat 
keberhasilan diskusi 
kelompok 

Communication Strategies and 
Managing Group Discussions 

1. materi pembelajaran 
pertemuan 1 - 6 

2. monitoring the group’s 
progress: check list 

Kegiatan belajar mengajar 

sebagai berikut: 

1. praktek diskusi 

kelompok di kelas 

sebagaimana telah 

disiapkan pada jam 

praktikum 

2. menganalisa 

pengaturan tempat 

duduk dalam diskusi 

kelompok 

3. brainstorming 

4. Diskusi kelompok 

untuk menganalisa 

Mahasiswa mampu: 
1. menganalisa beberapa 

diskusi kelompok dari 
berbagai aspek yang 
telah dipelajari sejak 
pertemuan pertama 

2. memberikan pendapat 
pribadi dan solusi 
mengenai hasil analisa 
pada poin 1. 

3. menggunakan 
monitoring the group’s 
progress: check list 
untuk mengetahui 
tingkat keberhasilan 

 



 

sebuah video tentang 

diskusi   
5. Presentasi hasil diskusi 

kelompok untuk 

menganalisa sebuah 

video tentang diskusi 

diskusi kelompok 

7b. Praktikum 
Mahasiswa mampu 
mempersiapkan sebuah diskusi 
kelompok beserta strategi yang 
akan digunakan 

Communication Strategies and 
Managing Group Discussions 
materi pembelajaran pertemuan 
1 - 7 

Kegiatan belajar mengajar 

sebagai berikut mempersiapkan 

sebuah diskusi kelompok 

beserta strategi yang akan 

digunakan untuk 

dipresentasikan pada mid-term 

test 

Praktikum 
Mahasiswa mampu 
mempersiapkan sebuah diskusi 
kelompok beserta strategi yang 
akan digunakan 
 

 

8.  Mid-Term Test Praktek diskusi kelompok di kelas 
dengan menggunakan bahan 
kajian dari unit 1 - 7. 

 25% 

9a.  Mahasiswa mampu: 
mengidentifikasi berbagai 
kategori speech 

Speech Overview 
berbagai kategori speech sebagai 
berikut: 

1. informative speech 
2. persuasive speech 
3. specialized speech 

Kegiatan belajar mengajar 

sebagai berikut: 

1. brainstorming 

2. pemahaman teori 

3. penjelasan oleh dosen 

Mahasiswa mampu: 
Menjelaskan berbagai kategori 
speech sebagai berikut:  

1. informative speech 
2. persuasive speech 
3. specialized speech 

 

9b. Praktikum 
Mahasiswa mampu: 
mengidentifikasi berbagai 
kategori speech 

Speech Overview 
berbagai kategori speech sebagai 
berikut: 

1. informative speech 
2. persuasive speech 
3. specialized speech 

Kegiatan belajar mengajar 

sebagai berikut: 

1. Diskusi kelompok 

untuk menganalisa 

berbagai kategori 

speech 

2. Mencari salah satu 

contoh pidato dalam 

bentuk video dan 

menganalisanya. 

Mahasiswa mampu: 
Mengidentifikasi berbagai 
kategori speech sebagai berikut:  

1. informative speech 
2. persuasive speech 
3. specialized speech 

 



 

10a. Mahasiswa mampu 
mengidentifikasi kategori 
informative speech 

Informative Speech 
1. kategori informative 

speech 
2. informative speech 

outline 

Kegiatan belajar mengajar 

sebagai berikut: 
1. presentasi hasil 

praktikum 
2. brainstorming 
3. pemahaman teori 
4. penjelasan oleh dosen 

Mahasiswa mampu 
mengidentifikasi kategori 
informative speech 

 

10b. Praktikum 
Mahasiswa mampu membuat 
informative speech outline 

Informative Speech 
1. kategori informative 

speech 
2. informative speech 

outline 

Kegiatan belajar mengajar 

adalah pembuatan informative 

speech outline  

Praktikum 
Mahasiswa mampu membuat 
informative speech outline 

 

11a. Mahasiswa mampu mengetahui 
teknik - teknik penggunaan 
personifikasi, dramatisasi, 
perbandingan, dan deskripsi 
dalam menyampaikan informasi 

Rhetorical Devices for 
Informative Speech 
teknik - teknik penggunaan 
personifikasi, dramatisasi, 
perbandingan, dan deskripsi 
dalam menyampaikan informasi 
 

Kegiatan belajar mengajar 

sebagai berikut: 

1. penyampaian pidato 

informative 

berdasarkan outline 

2. brainstorming 

3. pemahaman teori 

4. Penjelasan oleh dosen 

Mahasiswa mampu: 
mengetahui teknik - teknik 
penggunaan personifikasi, 
dramatisasi, perbandingan, dan 
deskripsi dalam menyampaikan 
informasi 

 

11b. Praktikum 
Mahasiswa mampu 
mengaplikasikan teknik - teknik 
penggunaan personifikasi, 
dramatisasi, perbandingan, dan 
deskripsi dalam menyampaikan 
informasi 

Rhetorical Devices for 
Informative Speech 
teknik - teknik penggunaan 
personifikasi, dramatisasi, 
perbandingan, dan deskripsi 
dalam menyampaikan informasi 
 

Kegiatan belajar mengajar 

adalah merencanakan sebuah 

pidato informatif dengan 

menggunakan rhetorical 

devices 

Mahasiswa mampu 
merencanakan sebuah pidato 
informatif dengan 
menggunakan rhetorical devices 

 

12a.  Mahasiswa mampu: 
1. mengidentifikasi gejala 

dan penyebab 
kegelisahan dalam 
berkomunikasi 

2. mengetahui strategi 

Delivery and Communication 
Anxiety 

1. gejala dan penyebab 
kegelisahan dalam 
berkomunikasi 

2. strategi untuk mengatasi 

Kegiatan belajar dilakukan 
sebagai berikut: 

1. penyampaian pidato 
sesuai dengan outline 

2. brainstorming 
3. pemahaman teori 

Mahasiswa mampu: 
1. mengidentifikasi gejala 

dan penyebab 
kegelisahan dalam 
berkomunikasi 

2. mengetahui strategi 

 



 

untuk mengatasi gejala 
kegelisahan dalam 
berkomunikasi 

3. mengetahui teknik 
berkomunikasi seperti 
kontak mata, jenis 
suara, gerak tubuh, 
posisi tubuh, dan 
penggunaan ruang 

gejala kegelisahan dalam 
berkomunikasi 

3. komponen komunikasi 
non-verbal 

4. teknik berkomunikasi 

4. penjelasan oleh dosen untuk mengatasi gejala 
kegelisahan dalam 
berkomunikasi 

12b. Praktikum 
Mahasiswa mampu: 

1. mengidentifikasi 

gejala dan penyebab 

kegelisahan dalam 

berkomunikasi 

2. menganalisa teknik 

berkomunikasi seperti 

kontak mata, jenis 

suara, gerak tubuh, 

posisi tubuh, dan 

penggunaan ruang 

Delivery and Communication 
Anxiety 

1. gejala dan penyebab 
kegelisahan dalam 
bekomunikasi 

2. strategi untuk mengatasi 
gejala kegelisahan dalam 
berkomunikasi 

3. komponen komunikasi 
non-verbal 

4. teknik berkomunikasi 

Kegiatan belajar dilakukan 
sebagai berikut: 

1. mencari sebuah video 
mengenai public speaking 
dan menganalisa 
communication anxiety 
yang muncul 

2. presentasi hasil diskusi 

Mahasiswa mampu: 

1. mengidentifikasi 

gejala dan penyebab 

kegelisahan dalam 

berkomunikasi 

2. menganalisa teknik 

berkomunikasi seperti 

kontak mata, jenis 

suara, gerak tubuh, 

posisi tubuh, dan 

penggunaan ruang 

 

13a. Mahasiswa mampu: 
1. membuat pesan - pesan 

persuasif berdasarkan 
fakta, nilai, dan 
kebijakan dalam 
masyarakat 

2. mengembangkan 
metode pidato 
persuasif untuk audiens 
tertentu 

Persuasive Speech 
1. pesan - pesan persuasif 

berdasarkan fakta, nilai, 
dan kebijakan dalam 
masyarakat 

2. metode pidato persuasif 
untuk audiens tertentu 

Kegiatan belajar mengajar 

sebagai berikut: 
1. presentasi individual 

(ditentukan oleh lotre) 
2. menganalisa 

communication anxiety 
yang muncul dari 
presenter 

3. brainstorming 
4. pemahaman teori 
5. penjelasan oleh dosen 

Mahasiswa mampu: 
1. membuat pesan - pesan 

persuasif berdasarkan 
fakta, nilai, dan 
kebijakan dalam 
masyarakat 

2. mengembangkan 
metode pidato 
persuasif untuk audiens 
tertentu 

 

13b. Praktikum Persuasive Speech Kegiatan belajar mengajar Mahasiswa mampu:  



 

Mahasiswa mampu: 
1. menyampaikan pesan - 

pesan persuasif 
berdasarkan fakta, nilai, 
dan kebijakan dalam 
masyarakat 

2. mengembangkan 
metode pidato 
persuasif untuk audiens 
tertentu 

1. pesan - pesan persuasif 
berdasarkan fakta, nilai, 
dan kebijakan dalam 
masyarakat 

2. metode pidato persuasif 
untuk audiens tertentu 

sebagai berikut: 
1. penulisan pesan pesan 

persuasive berdasarkan 
topic tertentu 

2. pembuatan persuasive 
speech outline 

1. membuat pesan - pesan 
persuasif berdasarkan 
fakta, nilai, dan 
kebijakan dalam 
masyarakat 

2. mengembangkan 
metode pidato 
persuasif untuk audiens 
tertentu 

14a. Mahasiswa mampu mengkaji 
penggunaan bukti - bukti dan 
alasan dalam sebuah pidato 
persuasif 

Using Supporting Materials for 
Persuasive Speech 
penggunaan bukti - bukti dan 
alasan dalam sebuah pidato 
persuasif 

Kegiatan belajar mengajar 

sebagai berikut: 

1. penyampain pidato 

persuasive  
2. brainstorming 
3. pemahaman teori 
4. penjelasan oleh dosen 

Mahasiswa mampu 
menggunakan bukti - bukti dan 
alasan dalam sebuah pidato 
persuasif 

 

14b. Praktikum 
Mahasiswa mampu 
menggunakan bukti - bukti dan 
alasan dalam sebuah pidato 
persuasif 

Using Supporting Materials for 
Persuasive Speech 
bukti - bukti dan alasan dalam 
sebuah pidato persuasif 

Kegiatan belajar mengajar 

adalah pembuatan persuasive 

speech outline dengan 

dilengkapi bukti - bukti dan 

alasan 

Mahasiswa mampu 
menggunakan bukti - bukti dan 
alasan dalam sebuah pidato 
persuasif 

 

15a. Mahasiswa mampu: 
1. mengenal berbagai 

kategori dalam 
specialized speech 
seperti ceremonial 
speech,dan  contest 
speech 

2. mengetahui peran dan 
tugas seorang Master of 
Ceremony 

3. mengetahui hal-hal 

Specialized Speech and Master of 
Ceremony 

1. berbagai kategori dalam 
specialized speech seperti 
ceremonial speech, 
contest speech, dan 
lectures  

2. peran dan tugas seorang 
pembawa acara 

3. hal - hal yang diperlukan 
untuk membawakan 

Kegiatan belajar mengajar 

sebagai berikut: 
1. penyampaian pidato 

persuasive  
2. brainstorming 
3. pemahaman teori 
4. penjelasan oleh dosen 

Mahasiswa mampu: 
1. mengenal berbagai 

kategori dalam 
specialized speech 
seperti ceremonial 
speech, contest speech, 
dan lectures 

2. mengetahui peran dan 
tugas seorang master of 
ceremony 

3. mengetahui hal - hal 

 



 

yang diperlukan untuk 
membawakan sebuah 
acara 

sebuah acara yang diperlukan untuk 
membawakan sebuah 
acara 

15b. Praktikum 
Mahasiswa mampu 
merencanakan sebuah acara 
yang mengkombinasikan peran 
MC beserta orator. 

Specialized Speech and Master of 
Ceremony 

1. berbagai kategori dalam 
specialized speech seperti 
ceremonial speech, 
contest speech, dan 
lectures  

2. peran dan tugas seorang 
pembawa acara 

3. hal - hal yang diperlukan 
untuk membawakan 
sebuah acara 

Kegiatan belajar mengajar 

adalah untuk mempersiapkan 

Final test dimana mahasiswa 

bekerja dalam kelompok untuk 

mengkreasikan sebuah event 

yang mengkombinasikan 

peran-peran berdasarkan materi 

pada unit 9 - 15. 

Praktikum 
Mahasiswa mampu 
merencanakan sebuah acara 
yang mengkombinasikan peran 
MC beserta orator. 

 

16  Final Test Presentasi hasil praktikum 
terakhir. 

 30% 

 
Bobot Nilai: 

- Keaktifan  : 10% 

- Kuis   : 15% 

- Tugas Terstruktur : 20% 

- UTS   : 25% 

- UAS   : 30% 
(Pembobotan Nilai berdasarkan Pedoman Akademik, Pelaksanaan Kuis dan Tugas Terstruktur merupakan kebijakan masing - masing dosen pengampu) 
 


