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“Most people feel they know how to get a job; few actually do,” writes Robert
B. Nelson, author of the book The Job Hunt: The Biggest Job You'll Ever Have. In
this month’s cover story, Nelson tells you everything you need to know to get
the job you want: how to write a resume, how to set up and handle an
interview, how to follow up to clinch the position. More importantly, he tells you
Perfocting Your Job Funt how NOT to become your own worst enemy in your job hunt. Turn to his story on
AR page 8 to find out what you need to know to perfect your job hunt.
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How We Can Aid the
Hard of Hearing

“Speak Up: I Can’t Hear You!”
(September issue) performed a great
service to the hearing impaired. As
the article states, one can hear the
words but not understand them. Very
frustrating. In many cases this lack of
understanding is due to a loss in high
frequencies. Many hearing aids are
designed to “lift” the high frequency
volume.

However, it has been my exper-
ience that the most important ele-
ment for understanding is enuncia-
tion. This means hitting each syllable
of a word. Hard. Crisply.

Another element that causes lack
of understanding is running out of
steam. The speaker starts the sen-
tences with sufficient volume, then
trails off sometimes to a bare whisper.

Fred Ebel
Orlando, Florida

As a “hard-of-hearing” Toastmas-
ter (I wear two hearing aids), | was
glad to see Sue Barnard’s article which
addressed the dilemmas of hearing-
impaired people. My observation is
that lack of confidence is as handi-
capping, if not more so, than the
actual disability. My involvement in
Toastmasters has made me more con-
fident relating to groups, somethingI
avoided before.

Ms. Barnard left out an important
point, however. People who have
been hearing-impaired since birth or
childhood also have speech problems,
especially in clearly enunciating cer-
tain sounds. In my case, [ could speak
clearly when relaxed, but when I
became nervous my speech became
sloppy. Speech therapy didn’t help in
this regard, but Toastmasters sure
did! Many people are surprised to
learn that I even have a hearing loss.

Although there are some condi-

tions that hearing aids cannot cor-
rect, technology has greatly improved
the quality of hearing devices. A
hearing aid is much less noticeable
than a hearing loss.

[ was chagrined to read that hear-
ing-impaired people rarely join Toast-
masters. For people who have hard-
of-hearing friends, it would be a real
favor if they could encourage such
friends to join a club.

By the way, I have a peeve about
people who telljokes. Many times the
punch line is delivered in a softer
voice or while the speaker is laugh-
ing. I used to blame myself for not
catching the punch line, now I blame
the speaker for not clearly communi-
cating!

Margie Howe
Raleigh, North Carolina

A Self-defeating
Blueprint For Success

I find the suggestions in the article
“Blueprint for Success” (September
issue) to be self-defeating, unethical
and Machiavellian in their constructs.

To further oneself in the manner
suggested is to treat people in a utili-
tarian manner, discarding them when
they are no longer useful. This should
not happen even to a used automobile.

Treating others on the job “as an
actor on stage” stifles our own emo-
tional development and encourages
others to become yes men, unable to
speak truthfully and directly to our
or their own needs.

I do not question that this “blue-
print for success” works or the enthu-
siasm of the author to help us, but if
this is the road to success, then I am
most happy to be a failure.

Bill Moffatt
Cedar Rapids, lowa

Exercises To Improve
Speech Delivery

Hundreds of exercises exist for
helping people improve the physical
delivery of their speeches.  am doing
aresearch project compiling effective
exercises into a handbook and I am
hoping to tap the talent of our many
Toastmasters for some input. I am
looking for ideas in the area of exer-
cises, games and gimmicks to strength-
en the various aspects of physical
delivery. For example:

e To improve vocal variety, read
aloud from the phone book or a cook-
book with expression.

e To improve eye contact, have
several members of the audience raise
their hands. The speaker must main-
tain good eye contact for at least
three seconds before each person will
lower his or her hand. The speaker
must then raise the hands using the
same procedure.

e To improve eye expression, use
a sheet of paper with a rectangle cut
out large enough to expose the eyes.
Look into a mirror, through the paper,
so that you can see only your eyes.
Use your eyes to express these emo-
tions: joy, anger, surprise, sadness,
etcetera.

Please send me your ideas. And if
you would like a copy of the com-
pleted research project, I'll send you
one. Thanks.

John E. Kinde, DTM
Montgomery, Alabama

Editor’s Note: Any Toastmaster who has
some suggestions should write to Mr. Kinde
at P.O. Box 20066, Montgomery, AL
36120.
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Thank God It
MONDAY!

by David K. Lindo

Plant positive thoughts, take positive actions,
surround yourself with positive people and you'll harvest
positive results.

hat thought flashed into Laurie

Warren’s mind as the clock

radio announced 5:30 a.m. “It’s
the start of a new week. Five whole
days to build my career. Forty hours to
excel at my job. Two thousand four
hundred minutes to work for
promotion. Up and at ‘em, Laurie,
that’s not the alarm ringing, it’s
opportunity!”

Is that the message you get when
you arise? When your feet hit the floor
Monday morning are you eager, ready
to charge out and take on the world?
Or do you moan and groan, “Oh God,
is it that time already? I can’t stand
five more days of that same dull,
boring, rotten job.”

Why do some people always have an
enthusiastic, positive attitude? Are
they crazy? Is it because everything
they do always goes right for them?
Probably not. It’s probably because
they refuse to let events, people or
problems affect their attitude. They
have decided to make the effort neces-
sary to control their attitude.

Is it worth the effort? William
James, the father of modern psychol-
ogy, said, “The greatest discovery of
my generation is that human beings
can alter their lives by altering their
attitudes of mind.” Do you want to
alter your life? Could it be better? The

key to realizing your potential for
tomorrow is the right attitude today.
Attitude controls how much you can
make of your life.

Does that mean you can't afford an
occasional bad day? Of course not. But
don’t let one bad day follow another.
Bad days create negative attitudes.
How many bad days can you afford?
Do you know what effect your bad
days have on the people around you?
Your family may forgive and forget,
but what about your boss, your co-
workers, your customers? Will they?
Ask yourself a few questions. Do you
enjoy working alongside a negative
person? If all you hear from someone
is complaints, criticism, problems and
pessimism, do you seek that person
out, or do you hide from him or her? If
you are always negative, ill-tempered
or grouchy, it may cost you your job.

Thinking Makes It So

All of us are aware that we physi-
cally change as time goes by. A look in
the mirror proves that. But not every
person realizes that he or she changes
psychologically, too. That can be bad
or good. Shakespeare said, “Nothing is
good or bad, it’s thinking that makes it
s0.

Do you recall the story about the 51-
year-old man who had failed in busi-




ness? He tried law. He was barely suc-
cessful. He tried politics. He lost nearly
every election. He only found misery
in his marriage. He felt that with him
“the race of ambition has been a fail-
ure, a flat failure.” This person, Abe
Lincoln, became the sixteenth presi-
dent of the United States. Despite
adversity, he maintained his positive
attitude. His comment: “Most folks are
about as happy as they make up their
minds to be.”

You may not want to be president of
the United States, but your attitude
toward adversity is still the key to
achieving your goals. There may be
barriers to your success, but poor atti-
tude shouldn’t be one of them. Put
your mental power to work for you as
an overwhelming constructive force.
Benjamin Franklin did. Labeled arro-
gant and tactless as a youth, he became
so adept at diplomacy that he was
appointed ambassador to France. He
changed other people’s reaction toward
him by consciously changing his atti-
tude. It changed the direction of his
life.

Perhaps you say, “My brain doesn’t
start functioning in the morning until
after my third cup of coffee.” That’s
too late. Force your mind to become
productive as you arise. Your thoughts
are important. They don’t just evapo-
rate like the morning mist. They are
with you all day long. Be alert. Focus
your mind on current issues and situa-
tions. Avoid unfocused daydreams.
Why? What real harm can a daydream
cause? It may divert your attention at
a crucial time. A lack of attention could
cause you to make a costly error or
accident. Eliminate aimless thinking.
Keep your mind sharp and involved in
what you are doing. Be actively
involved in your job — every minute
— and you improve your attitude
toward it.

In many respects, your mind
responds to your direction like a
garden responds to cultivation. When a
garden is left alone, weeds grow. They
kill the crop. But with regular care,
weeds can be kept to a minimum. And
if the right seeds were planted,
watered, sprayed and fertilized, your
garden will produce prize-winning car-
rots, potatoes, asters or whatever it is
that you planted. Your reward is a
bumper crop — and perhaps a few
awards.

Your mind is receptive to cultiva-
tion, too. This is provided by your
thoughts. You contol them. You can be
lazy and allow your mind to be over-
run with negative thoughts, or you
can make the effort to weed them out.
When you plant positive thoughts,
then water, cultivate and fertilize
them, you will be rewarded with a
winning, positive attitude.

6

Do you like what is growing in your
garden today? If not, maybe you
haven’t planted the right seeds. Or it
could be that you have an attitude
problem.

Personal Power

Doctors have long known that atti-
tude can affect physical health. A
patient can contribute to her own re-
covery from illness by changing from a
pessimistic to an optimistic outlook.
The same approach works on the job,
too. It’s been proven that positive atti-
tude does produce personal power. It
has helped a number of people.

For over 30 years Hazel Peters
worked as a teletype operator. She
started the job after she graduated
from high school. It was her only job,
and she loved it. She always gave her
best effort. But as she grew older it
became harder and harder for her to
read the teletype. Her production fell
off. New management arrived on the
scene, looked at her record and fired
her. Hazel was 52 years old. She went
on unemployment. She couldn’t get a

To capitalize

on opportunity, you
must use all

your capabilities.

job. Her vision got worse. The medical
diagnosis: cataracts. Complications
arose. The doctor told her she had
glaucoma, too. Hazel should have
given up — and she would have except
her mental attitude wouldn’t allow it.
Instead, she fought back.

Two operations and one year later,
after concentrated retraining, she
landed a job as stenographer with the
Small Business Administration. Her
positive attitude prevailed. Another
crisis struck. She was disabled by a
gallbladder attack, followed by shin-
gles. Hazel refused to give up. She re-
covered and went back to work. At 60,
she was stricken with a heart attack.
Again she recovered and returned to
the job she loved.

Hazel worked until age 65. She is
now retired. Hazel never gave up. In
the process, her attitude earned her
the respect and admiration of doctors,
nurses, bosses and co-workers. She
has hundreds of friends. She regularly
corresponds with many of them. She
still fights the idea of retirement. As
she says, “Age is just a matter of atti-
tude. I'm not retired, 'm being
retreaded. I've got a lot of good years
left.”

Diane Andrews, the director of

chemical dependency programs ata
large midwestern corporation, sees t
dangers of a negative attitude every
day in her counseling sessions. She
works with employees suffering the
effects of alcoholism and drug addic-
tion. Diane is unusually effective in
her role. Why? Because she talks from
firsthand experience. She was once
thought to be a hopeless alcoholic. Her
family life, career and good health had
all been lost. At the bottom she
resolved to change her attitude and
rebuild her life.

Today, at 33, Diane is in exceptional
physical condition. She regularly runs
about four miles every day, organizes
and participates in races. In addition,
she has established a happy homelife
and is a respected speaker. '

This didn’t all happen at once. It
took several years for Diane to
accomplish the transition. She applied
her positive attitude, an hour at a time,
while working toward her long-term
goal of becoming a counselor against
chemical dependency. After she beat
alcohol she discussed with her boss her
idea of establishing a company-
sponsored chemical dependency pro-
gram. Over a period of several |
months, they explored alternatives to |
determine how Diane’s plan could be
best implemented.

Working together they convinced
top management of the need. Diane’s
enthusiasm and determination helped
management decide. Diane is now
directing her program — for the good
of the people that make up her com-
pany. She’s helping other employees
and their families toward meaningful
solutions to their problems.

About the same time Diane was
directing her attitude to obtain positiy
results, a young executive found the
same problems too much to face. He
just gave up. His company carried hin
on the payroll for two years, hoping
for a cure. His negative attitude made
a solution impossible, so they finally
had to fire him. He’d been dead three
days when he was found in his apart:
ment. Contrast his solution to Diane
The real difference: attitude control.

Little Things

Jamie Sanderson came to Peterson
Semi-Conductor with outstanding cr
dentials. She had a doctorate froma
West Coast university and more tha
20 years of semi-conductor research
experience. Peterson Semi-Conductc
hired her as a research supervisor.
They expected her to be the potenti:
successor to the department manage
Jamie never made it. Her attitude pr
vented her from adapting to her ney
environment. She let little things
bother her.

She was given a private cubical. S
resented the fact that she only had:
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bical. She wanted a private office.

e was given complicated duties. She

dn't complete them because she re-

nted suggestions made by her super-

r. She argued, “We didn’t do it this

ay at my last employer.” She criti-

ed managment decisions to subordi-

ites. When she was with her boss she

iticized the work of her subordi-

ites. Because of her constant criti-

m she became a disruptive influence.

- his negative attitude overshadowed

| er functional value to the depart-

- tent. She was relieved of her supervi-

~ ury responsibilities. When that failed

A )bring an adjustment in her attitude,

he was discharged. She still refuses to

~wcognize any failure on her part.

~istead, she spends all her time looking

orreasons to blame others for what

uppened to her.

~ In many job situations, proper atti-

ude is at least as important as techni-
il ability. There is little doubt that,

iith a cooperative attitude, Jamie’s

“areer could have prospered. Her fail-

~re was the direct result of negative

our attitude toward
adversity is the

ey to achieving
your goals.
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responses to changes required of her
by a new work environment.

Do you have a form of insecurity
that causes you to resist any kind of
thange? Do you feel threatened by
“thange and regard people who pro-
mote it as personal enemies? Control
these feelings. Generate an attitude
‘that welcomes change. An open mind
“will shape your responses and increase
your chances of success.

Debbie Jones was an insecure per-
son. Because of that insecure feeling
she worked very hard. As a result, she
‘was regarded as a promising account-
ant. Debbie had been a steady,depend-
able employee for more than five years
when business suddenly fell off. Man-
agement announced an anticipated
layoff, without naming names. Deb-
‘bie’s job was secure, but she refused to
‘believe it. No amount of assurance sat-
(isfied her. She kept asking, “When am
[ going to be laid off?”

. After two weeks she was frantic.

' She scurried from one duty to another.
Debbie became so worried and fearful
that her productivity nosedived. Her
insecurity and negative thinking com-
pletely killed her job effectiveness. As

~ aresult she was laid off. Through the

~ entire process the only real threat to
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her existed in her own mind.
Self-Expectancy

You may have noticed, in your rela-
tionships with others, that most people
respond pretty much according to
what you expect from them. This is
called “self-fulfilling prophecy.” It says
that a person’s level of performance is
largely determined by the person’s
understanding of what is expected
from him or her.

This kind of correlation is even more
true when that person is yourself.
Many of us fail simply because we
expect failure. Our subconscious self-
image is one of a loser, so our actions
automatically set up loss situations to
help us satisfy our self-image. Turn
that around. Expect a lot from
yourself.

A pessimist has been defined as a
person who, when opportunity knocks,
complains about the noise. To capital-
ize on opportunity, you must use all
your capabilities. A job doesn’t have to
be monotonous. You don’t have to set-
tle for whatever happens to come
along. Find out what you are, decide
what you want to become and develop
an attitude to achieve it.

George Washington Carver, the
scientist who achieved wonders with

the lowly peanut, used to tell this
story: “When I was young I prayed
‘God, tell me the mystery of the uni-
verse.” But God answered, ‘That
knowledge is reserved for Me alone.” |
replied, ‘God, will you tell me the mys-
tery of the peanut?” God answered,
‘Well, George, that’s more nearly your
size!” and he told me.”

What kinds of things do you enjoy?
What are you good at doing? Do they
frequently happen on your job? If they
don’t, get busy and define a job that
fits your talents and interests. Help
your mind develop the positive atti-
tude you need to get what you want.

Proper attitude will help overcome
the toughest problems you will face.
Discipline your mind. Plant positive
thoughts, take positive actions, have a
positive attitude, surround yourself
with positive people, then harvest the
positive results. Another week starts
Monday. What can you lose by making
it a positive step toward tomorrow? !

David K. Lindo has over 20 years of practical
managment experience with three Fortune 500
firms and has published over 50 articles on
management and financial topics. He is also the
author of Supervision Can Be Easy, pub-
lished by AMACOM® 1979.




Perfecting
Your Job Hunt

by Robert B. Nelson

Your skill in job hunting can make or break your chances
of getting that next job.

ost people feel they know how
M to get a job; few actually do.

Faithfully they study the Sun-
day want ads or consult with search
firms who promise them the position
they want. They nod their heads in
discouraged agreement when they
hear that the economy is tight and jobs
are hard to find. They don’t know it,
but through their actions they exclude
themselves from most opportunities.
They become their own worst enemy
in the job hunt, setting obstacles for
themselves that no employer would
ever dream of imposing.

Enlightened job hunters, on the
other hand, start out with very differ-
ent beliefs about their ability to finda
job. Never doubting that they will get
a job, they instead focus their energy
on getting the right job for them-
selves. Their knowledge of the job
market sets them apart from those less
aware: They recognize that 1) there
are two to four million positions open
in the United States at any given time,
and at least one million positions open
in the worst of times; 2) eighty percent
of all jobs are unadvertised; and 3)
want ads and search firms are used as
a last resort for most employers.

The person who knows how to find
a job knows that the average American
worker 1) will change jobs every three
and one half years, 2) will change
careers up to five times, and 3) has
only a 20 percent chance of enjoying
work. This information gives the mod
ern job hunter a new foundation from
which to start.

The enlightened job hunter takes
this information and builds a very dif-
ferent job campaign which not only
results in a job, but also allows for the
job hunter to maintain confidence and
self-esteem in the job hunting process.
The enlightened job hunter is resolved
not merely to find a single job, but to
learn job-hunting skills that will be
needed for the rest of his or her life.
These are skills that will be used over
and over again. Whether you are a se
soned job hunter or are looking for
your first position, the following
proven five-step method provides the
essentials of what you need to know
and do to get the job you want.

The first step in the effective job
hunt seems simple, but can be quite
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fifficult. It is to ask yourself what you
ant to do. Ask yourself, because no
ne else can tell you what you need to
e happy or successful. The more
early you define your objective, the
etter your chances will be of obtain-
ng it. Answering the following ques-
ions will help to guide you: Given no
estrictions, what would your ideal job
%e? What do you visualize yourself
joing in five or 10 years? How would
you like to spend your time each day?
hat would your working environ-
ment be like? With whom would you
prefer to work? In what capacity?

hat activities (paid or unpaid) have
jou most enjoyed? Which activities do
ou do best? What specifically do you
like about the activities you most
enjoy? What are your criteria for
selecting a job with which you will be
happy? What factors are essential to

- your acceptance of a position, and

| which are preferred but not essential?

~ If you work through these questions
~ ind convince yourself of the validity of
our answers, you will have an easier
time in convincing a potential
employer, so do not skip this impor-
ant step!
Discriminating Resume

| The second step is the development
of a resume, a traditional document
| which describes your abilities and past
~ experiences. How you present yourself
in a resume can be vital. You have to
- be concise and selective. Concise,
- because the average resume receives
~ only five to seven seconds of viewing,
and you won't get a second chance to
~ make a first impression. Selective,
~ because you can’t explain everything
~ you've ever done or list all of your abil-
ities. That much information would be
~ too much for a potential employer to
- process. You must be discriminating in
choosing the items that most relate to
~the position for which you are apply-
| ing. A selective approach helps to hold
~ the employer’s attention and leaves
him or her with a few unanswered
questions. It serves to motivate the
employer to want to see more of you
- and hence invite you for an interview.
Obtaining an interview is the sole pur-
pose of the resume...no one is ever
hired strictly based on how they look
on paper.

The standard resume, which is one
DECEMBER 1982

to two pages in length, can be creative
but must at the same time contain
some basics: 1) an objective (derived
from step one above), 2) a summary of
your experience, 3) a record of your
education, and 4) other related activi-
ties.

The objective section of your resume
is one or two sentences that state, as
precisely as possible, what you want to
do. It gives anyone reading your
resume a general framework of your
direction and interests. To avoid being
too general or too specific — which
may at times exclude you from posi-
tions — do both. Indicate the major

The key to getting the
job you want is to
pursue 20 to 30
leads simultaneously.

field you are considering or general job
category, then list your specific job
title preferences. For example: “A mid-
level position in product management
such as New Product Development
Manager or Area Sales Manager.”

Your experience is probably the
most important information on the
resume for the potential employer.
This category states what you are
doing now (listed first) and what jobs
you have held in the past. List the
three or four most relevant positions.
Choose which are most relevant by the
following criteria: 1) how similar the
position or specific responsibilities are
to the position being sought (Always
emphasize similarities between your
past and the potential job), 2) how long
you spent in that position, and 3) how
recent the experience was.

Your job responsibilities should be
described from as many business
angles as possible. What did you
achieve? How much responsibility did
you have? Did you supervise anyone?
Did you have any budget responsibil-
ity? Were you promoted? Did you
work independently or as a team
member? Did you take projects from
start to finish, or were you responsible
for a specific part of a process? Did

you work with customers? Did you sell
any products or services? What inno-
vations, improved productivity or cost
improvements did you bring to your
previous positions? These are the type
of questions that provide useful
information to potential employers.
Numbers, percentages and time peri-
ods quantify and qualify your past, and
should be used whenever possible.
Professional organizations, commit-
tees, volunteer activities and special
projects which relate to the position
you are seeking should all be included
in the “Other Related Activities” sec-
tion of your resume.

Modern resumes do not include pic-
tures or extensive personal informa-
tion, and they mention very little unre-
lated experience. References are
becoming less frequently used now
because of legal restrictions, so they
should not be specifically listed.

A cover letter will often need to
accompany your resume. It should
always be sent to a person (not a
department or function) with whom
you have already spoken. The personal
contact increases your chances of get-
ting special attention throughout the
job hunting process. The cover letter
must be clear and direct, starting with
an attention-getter, mentioning high-
lights of your resume and ending with
an indication of what action YOU will
next take. Do not ask the employer to
call you. If you are creating work for
them before you are hired, even if only
a phone call, how much work can they
expect you to create once you are
hired? As an employee, your job
should be to help make their job easier.

A Critical Factor

The third step is the most important
one in the job hunt. Mistakes made
during this step are responsible for
more failures than any other mistake
made in job hunting. This step is the

job search. The key to success in this
step is in how you start.

The typical approach most people
pursue is following one or two job
leads they obtained from a secondary
source such as a friend or a newspaper
ad. These leads perhaps turn into an
interview or two, but, more likely,
they lead to rejections. A rejection
after you have raised your hopes and
expectations can easily be taken too




Louah Lines

A Toastmaster was driving home one night with his wife from a banquet at
which he had spoken.

“I thought the man who introduced me tonight was most complimentary,” he
said to her. “Especially the part where he said [ was outstanding in my field.”

“Maybe yes, maybe no,” his wife replied.

“What do you mean?” he asked.

“Maybe it was a compliment or maybe he meant you were like the farmer
who was too stupid to come in out of the rain.”

A man was complaining to a friend about his inability to sleep.

“What do you take when you can’t sleep?” he asked his friend.

“I always drink a glass of wine or a martini at regular intervals,” his friend
said.

“Does that make you sleep?”

“No, but it makes me satisfied to stay awake.”

A politician and his wife were having dinner at a fashionable restaurant.
Since he was well known, a great many people stopped at their table to speak to
him. Each time, the politician would tell his friends about his recent fishing trip.

After a while his wife whispered to him, “I think it’s nice that so many people
stop to speak to you. And I see nothing wrong with you telling them about your
fishing trip. But each time you tell about the fish you caught, you change the
size and the number of the fish. Why in the world do you do that?”

“Well,” the politician said to his wife, “I know all of those people. They are
voters, and I want them to trust me and to take me at my word. So I make it a
practice never to tell them more than I think they will believe.”

“What?” the woman shopper said to the manager of the meat department.
“Do you mean to tell me your turkeys are 69 cents a pound? They are on sale at
the other supermarket for only 52 cents a pound.”

The manager, a bit irked, said, “If you can buy turkeys so cheap over there,
why don’t you do it?”

“Because they are out of turkeys this morning, that’s why,” she replied.

“Oh, I can do better than that,” the manager said. “Come back some day when
I'm out of turkeys and Ill price them at only 39 cents a pound.”

If you keep your ears open around the town hall, you can hear a lot of wisdom
being dished up: “A wife will give her husband sport shirts, slacks, and loafers,
then call him lazy when he acts the part he’s dressed for...Poverty is a state of
mind sometimes induced by the neighbor’s new car...If you are not afraid to face
the music, some day you might be leading the band...There are three ways to
get something done: do it yourself, hire somebody to do it, or forbid your kids to
do it...A budget helps you pay as you go if you don’t go anywhere.”

An irate man came screaming out of his home which faced the golf course.

“Hey, there!” he yelled to a man out on the course. “Look what you did. You
hooked your drive and the ball broke my big picture window. What are you
going to do about it?”

The golfer looked at him earnestly and said, “I think I'll try a more relaxed
grip and maybe hold my elbow a little closer.”

“My goodness,” a fellow said to his friend. “What happened to your face?”

“Well,” his friend said, “you’ve been hearing all this stuff about how you
should talk to your plants. I decided to try it. Yesterday  had along and intimate
conversation with that honeysuckle vine growing up the oak tree in my back
yard. When we were saying goodbye to each other it said to me, “Oh, by the
way, I'm not a honeysuckle. I'm poison ivy.””

These jokes were compiled especially for The Toastmaster by Win Pendleton. A frequent
contributor to the magazine, Mr. Pendleton is also the author of several books on humor,
including 505 Jokes You Can Telland 2121 Funny Stories and How To Tell Them.
His book How To Win Audiences With Humor can be ordered from Toastmasters supply
catalog.
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personally. After two or three rejec-
tions the job hunter typically becomes
depressed. After five or six rejections,
the person doesn’t even want to think
about looking for a job, let alone actu-
ally continue to search. Suddenly, the
existing job seems much more attrac-
tive than previously thought, and the
job hunter clings to it.

The alternate approach takes more
effort initially, but is the key to getting
the job you want. It involves pursuing
not one or two leads, but 20 to 50
leads, simultaneously. With this
approach you develop your own net-
work of job contacts from firsthand,
primary sources.

Although most individuals you know
will not be able to hire you, they will
probably each know of two or three
people who might have a position for
you. This process has several distinct
advantages over the typical approach.
The main advantage is that you will
not only get a job, but you will proba-
bly get to choose between job offers.
Additionally, you will keep busy while
you are waiting to hear from different
companies, and you will come to accept’
rejection as the employer’s loss, not
yours (“I didn’t have time to interview
with that company anyway.”)

Networking also helps you learn
more about the profession you want to
be in because it entails talking to those
already in it. It’s an ideal chance to
learn about problems, benefits and the
future of the profession without yet
risking a position in it. After speaking
with enough people you will soon
start to sound as if you are in the pro-
fession because you will have become
familiar with it and will have picked up
the jargon of the trade. As if by magi
you suddenly become one of them —
professional in your chosen professio

If you have been in the profession
for a while and are looking for new
opportunities at a higher level, contad
senior professionals in your field; the
may be people you briefly met at a
conference or through a professional
association. Ask them if they would b
willing to meet to discuss your career.
Most people would be flattered to be
asked advice about your future and
would be likely to remember you the
next time an opening occurs. Ask thes
people for additional names you shoul
contact about your professional inter
ests. Building your network is the
name of the game!

Matching Up

Playing the numbers game and net:
working will “net” you numerous for
mal and informal interviews. Inter-
viewing is the fourth step in the
successful job hunt. In the interview
prospective employers match the
image they have of you on paper
against how you come across in per-
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“on. During the interview, the

ployer will not only be noting your
palifications and past experience, but
Jill be looking closely at your personal
ualifications and how you handle
ourself in person. These past and
resent indicators will be the best clues
fyour future success on the job.

Technical qualifications aside, the
ice-to-face communication during the
aterview is probably the best way for
fhe employer to determine how you
iill fit into the position. The inter-
iewer knows the people in the work
roup and will try to determine if you
iill interact with the group favorably.
This personality mix can be essential

0 having an effective team.
‘

Minor details such as a firm hand-
shake and direct eye contact can help
lemonstrate the message of confi-
fence you have in yourself and in your
ibility to do the job. The way you
ipeak is another reflection of your per-
sonality and the amount of confidence
jou have. Speak up and show an inter-
st in the questions being asked. Giv-
ng positive, direct answers will help

A thank-you letter
shows initiative. It

can determine whether
you get the job.

;ommunicate that you are the right
serson for the position. The interview
ilso gives you a chance to demonstrate
many of the skills that you should
daim to have. For example, show your
communication skills by effectively
communicating, indicate that you are a
good listener by actively listening and
‘playing back” what you hear, show
you have initiative by taking initiative
throughout your conversation.

The best way to counteract having
the interviewer control the discussion
is to ask questions of him or her. After
you have answered a question, ask
one. Make it open-ended so it can’t be
answered with a simple yes or no. This
technique will also make the interview
seem more like a natural conversation
and will serve to relax you both. Ask
the interviewer about your criteria for
selection of the position. Give the
impression that you are also discrimi-
nating. The interview does not have to
be a one-way street; you will look bet-
ter and get the information you need if
it is not.

Another technique that the inter-
viewer might use is to “funnel” ques-

tions from the general to the specific.
' This is a way to get you, the inter-

viewee, to describe a situation as if it
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were actually happening to you, thus
allowing the interviewer to see how
you think and how you would react.
For example, consider this series of
questions: Did you deal with custo-
mers on your last job? Did you ever
deal with a negative customer? How
did you handle that person? What if
he or she did not respond to your
approach? And if that did not work?

The belief is that you would proba-
bly handle a similar situation in a like
fashion once you were hired. As you
describe your actions and thoughts, be
aware of what values you are also
exposing to the interviewer. Try to
show that you carefully consider
numerous factors before acting in a
situation. Chances are that you won't
be asked any “trick” questions or be
given a “pressure” interview.

To best prepare for an interview,
write out a wide variety of questions
you think you might be asked. These
questions may come from gaps or
ambiguities in your resume, your qual-
ifications as they relate to the job, or
your expectations for the position.
Then write out an answer for each
question, or role-play the interview
with a friend.

The Letter

As you conclude the interview, find
out when a decision will be made. Prior
to that decision it is important for you
to follow up the interview with a
thank-you letter. Following up is the
last step in the successful job hunt. It
is your way of letting employers know
you are still interested in the job as
well as showing them you have the
initiative to come to closure with activ-
ities in which you are involved. In fact,
thank-you letters have been found to
be one of the strongest correlations
between those looking for positions
and those who get offers.

The thank-you letter, like the cover
letter and the resume, has to be writ-
ten in a professional tone. Avoid trite,
stagnant openings and closings such as
“Hoping to hear from you soon.” Also,

don’t mask your feelings if they are
positive, and you are excited about the
potential job. Explain why you still
want the position and why you believe
you are a perfect fit for the company.
If you can, expand on points made in
the interview or give reasons for hiring
you that didn’t surface in the inter-
view. Enclose, if available, an example
of your work, such as a report. This
sample will provide yet another indica-
tor of your abilities.

The more appropriate indicators you
can provide, the greater the chance of
being accepted for the position. You
might be asked back for a second and
even a third interview to meet person-
nel at higher management levels or co-
workers. Approach each interviewing
session with renewed vigor and enthu-
siasm. With each interview you will be
a step closer to the job you want.

Learn and follow these easy steps
and you will never dread having to
look for another job. You will gain a
security in your ability that will be
unshakable, regardless of what
happens to you, the position, the com-
pany or the economy. Your efforts will
help you know what you are doing and
help you to stand out for that reason.
Your positive responses will increase
dramatically and it will be you who can
say: “Thanks for the offer, let me
think about it and I'll get back to

’”

you..” ¥

Robert B. Nelson is a
management consultant in
communication skills and
author of The Job
Hunt: The Biggest
Job You'll Ever Have.
\ 7 e He is a member of Metro-

ok Vasc politan Toastmasters Club
1696-6 in St. Paul, Minnesota, and the
Downtown Minneapolis YMCA Toastmasters
Club 3712-41, where he serves as educational
vice president. His book is available from many
bookstores or may be obtained directly by writ-
ing to: The Job Hunt, P.O. Box 30082,
St. Paul, MN 55175.
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Promoting Toastmasters
Through Contact Teams

Newspaper articles are good. Announce-
ments on radio and television help. But
to effectively get your Toastmasters
club known throughout the community
— and stimulate members’ educational
progress at the same time — nothing
can beat the face-to-face communica-
tion of a well-organized contact team.

A contact team is a group of Toast-
masters who, through demonstration
meetings to outside organizations, ex-
pose the club to the community. The
resulting awareness of our organization
builds goodwill and attracts new mem-
bers to the club. But a contact team has
another function for the club: It pro-
vides members opportunities to speak to
nonmember audiences, a bonus for those
working on ATMs or just trying to
accelerate their progress through the
manuals.

When establishing a contact team,
these members should be kept in mind.
The main requirement for a team mem-
ber is a willingness to participate. Des-
pite the fact that we belong to Toast-
masters to overcome a reluctance to
address audiences, the first request for
volunteers for the team may find many
members saying no. Those with firm
goals are more likely to overcome the
initial reluctance and commit themselves
to the team.

A second requirement for team mem-
bersis acommitment to do the best pos-
sible job. Contact team members are
communicators on display, and they
should give the audience the best they
have to offer. This doesn’t mean that
team members always have to be your
club’s best speakers or evaluators; it just
means that those performing these roles
be prepared to do their best when facing
the audience.

Establishing the Team

Your club can form a team with a min-
imum investment of time and person-
nel. As few as four Toastmasters can
make a highly effective 20- to 30-minute
presentation: One member, the coordi-
nator, gives an overall view of the club
and the organization, the second han-
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by Dick Puffer

dles table topics and the third gives the
keynote speech. The fourth person
serves as evaluator.

Let’s look at each member’s role in the
demonstration meeting:

e The coordinator. The coordinator
serves as toastmaster for the meeting.
He or she begins the contact team’s pro-
gram by emphasizing the importance of
effective communication. He mentions
the research showing public speaking as
the greatest fear of most people and
offersillustrations highlighting the need
for good communication skills. Then he
or she gives a quick history of the local
club, profiling some of the members and
explaining Toastmasters International’s
role in developing the programs that
help membersin their self-development
efforts.

Next, the coordinator offers a short
description of a typical club meeting,
then begins the demonstration meeting.

e Table topics leader. Table topics is
often the most popular part of club
meetings, and it is often the most popu-
lar part of the contact program. Why?
Because many people either dread or
enjoy this type of communication con-
frontation. Both of these emotions lend
themselves to a receptive audience.

The team member responsible for
table topics should capitalize on this in
his brief explanation of table topics,
stressing that extemporaneous speak-
ing is probably the most common type of
public speaking encountered. For fun,
and to involve the audience in the pro-
gram, he or she may even ask a member
of the host group to come up with a topic
on which he then speaks.

e The speaker. The speaker is a cru-
cial part of the contact team’s presenta-
tion. He or she is often the key to build-
ing the club’s reputation. If the speaker
is prepared and gives a well-executed,
interesting talk, the club will draw new
members. (Tip: One way to make sure
the speech is greatis torecycle a contest-
winning speech or a speech that has won
general acclaim at a club meeting.)

Before the speaker begins, the coor-

dinator briefly explains about the speech
manuals, passing one around so the host
group can examine it themselves and see
the different objectives the speaker must
meet. Then he or she gives a carefully
prepared introduction to the speaker.

Brief Critique

e The evaluator. After the speakeris
finished, the fourth team member dis-
cusses his or her role as evaluator,
emphasizing that evaluations are one of
the main tools for self-improvement in
the Toastmasters program. He or she
then gives a brief critique of the speaker.

To conclude the program, the coordi-
nator discusses club membership and
special club programs like Speechcraft
and Youth Leadership, ending with a
strong, positive statement about the
self-improvement evident among the
club’s current members.

Once your contact team is organized.
and rehearsed, it’s easy to get them out
into the community. Fellow club mem-
bers can often arrange to have the team
speak before other groups to which they
belong. School principals are usually
receptive to a presentation during an
in-service training day. Churches, bar
associations, hospital staffs, garden
clubs, chambers of commerce, realtors
and many other groups frequently look
for opportunities to acquaint their mem-
bers with organizations that may be of
help to them. )

After several successful team presen-
tations the word will get out and invita-
tions will flow. Community goodwil
and club membership will grow, andso
will the members of your contact team!

Dick Puffer is public rele-
tions manager for Son
Products Company. He
past president of Hartsoil
Club 1598-58 in Ha
ville, South Carolina, u
has served as his clubs
coordinator on several ¢
tact teams.
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WHOLE

A proven process for activating your mind'’s
creative reservoir.

by Robert W. Johnston

xperts in the United States
E government and private indus-

try are contending that our
society is showing signs of “going
down the tubes” — that productivity,
creativity, education, job satisfaction
and health all show signs of serious
problems and that our nation faces
critical issues in human factors. Even
though many do not realize it, the
responsibility for solving these prob-
lems in organizations lies jointly with
managers, employees and human
resources development practitioners.
It's going to take all of the mind power
and self-management that we can pro-
duce to effectively solve these
problems.

Among researchers in the field, it is
well known that most of us use four to
five percent of our mind power —
Albert Einstein, it is estimated, used
only about 10 percent. In other words,
over 90 percent of our mind power lies
there unused. Why is this? One reason
is that the United States for most of its
history has been engaged in externals
like “winning the west,” focusing
primarily on technology and socioeco-
nomics rather than personal develop-
ment. With primary emphasis on

science and industry, our schools and
universities have been oriented toward
preparing people for jobs and for sur-
vival and achievement in an economic
and technological environment that
supported the schools. Very little
encouragement has been given stu-
dents in American schools to develop
themselves except in narrow, linear,
analytical kinds of skills. As a result,
the kind of imagination needed for
generating creative-innovative solu-
tions to complex individual, organiza-
tional and societal problems has been
largely squeezed out.

Another reason why we haven’t
used more of our mind power is that
we haven’t had enough knowledge
about it.

It has taken hundreds of years to
explore the realm of the mind, learn
about its intricacies, its capabilities and
its potential. Research continues, but
now, at least, we have enough sound
experimental data on which to base a
process on how to use our large reser-
voirs of untapped potential.
Researchers, such as Dr. Barbara
Brown at the Veterans Administration
hospital in California and Dr. Elmer
and Alyce Green with the Menninger
Foundation, have validated the use and
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benefits of mind power. No longer
need we remain content with only the
surface potential of our minds; we can
safely and profitably explore and use
the vast deeper hidden part of our
individual “icebergs”.

The last major reason the larger por-
tion of our mind power remains
untapped is that for many years we
believed Sigmund Freud and other
psychoanalysts who thought that we
were victims of a character structure
that was set in the past and which we
could not change with anything short
of deep, lengthy psychoanalysis. One
needed to know the past, the origin of
a problem, in order to surmount it.
Today, we know psychoanalysis has
largely failed, as well as most other
behavior modification concepts,
because they did not see the role of
motivation. They were not able to per-
ceive that it is the goal (call it a value,
belief, premise, assumption or what-
ever) underlying the act that is acted
upon, reinforced, strengthened when
we act.

Other Methods
Whole mind power processes permit
you to tap your own potential to
achieve reasonable goals without
assistance from another person. There
are no gimmicks, nothing to purchase,
no gurus to follow, no drugs, no spe-
cial liturgies, rituals, or chants — it’s
something you can do for yourself to
achieve your own goals. You, working
alone, can develop and use this won-
derful resource, your mind, to its ful-
lest potential.

Whole mind power methods are
unique from other methods, such as
meditation, mind control, mind alter-
ing drugs, hypnosis, mystic rituals and
other mind development techniques in
that they provide each of us with the
practical, safe means to go within our-
selves to help improve ourselves with-
out outside support. It isn’t necessary
to solicit outside sources when you
have the best available tool as part of
your own natural equipment for tap-
ping this virtually unlimited reservoir
of personal resources.

While other methods are limited,
this whole mind power approach pro-
vides you with a life-long tool due to
the fact that its reliance is on an
energy that is a part of you for your
whole lifetime. There is a plethora of
books and articles that discuss the
mind and its power, but they are
remiss in that they do not show you
how to elicit and direct its creative,
practical energy. To help yourself, I
suggest that you consider this article
as a working self-management tool for
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the reason that it provides you with a
step-by-step process for self-activation

of your mind’s whole creative
reservoir.

Whole mind power concepts are
based on the assumption that all mind
energy is good, that is, healthy. It is
only the bad, faulty, uncreative,
unhealthy images that we ourselves
create that force mind energy into self-
defeating modes of behavior.

Another basic assumption is that our
mind power is fundamentally of three
kinds: One, an active, moving, thrust-
ing, entering energy; two, a passive,
receiving, nurturing, ejecting energy;
three, a neutral, peaceful, centered
kind of energy which is supportive of
both the active and passive mind
power modes. Whole mind power con-
sists of all three types: active, neutral
and passive.

Put to use, this process will show

Most of us use only
four to five percent
of our mind power.

you the enormous power you have and
have always had even though you may
not have been aware of it — power
over yourself, your inner states, your
health, your values, your outlook, your
goals, but not power over other people,
however. Five steps make up the fun-
damental whole mind power method.
Those steps as outlined here may be
used for both planning and solving
particular problems:

Step One: Whole mind power methods
work best in a relaxing environment
free from visitors, ringing telephones
and other distracting influences. So
the first step is to find or create a
disturbance-free place and relax, either
sitting or lying down. It is usually best
to close your eyes.

Step Two: Allow your mind to drift
into a centered state of consciousness.
This centering of consciousness or
awareness is different from your regu-
lar everyday consciousness in that you
focus on a limited set of stimuli dis-
tinct from the variety of sounds,
smells and sights of everyday life. To
arrive at this centered state of con-
sciousness, remember that the key to
your success in realizing your whole
mind power is to relax and let your
mind naturally focus or center itself. If
you try to focus it, you will spoil it.
Trying to concentrate, forcing a focus,
or impatience will prevent you from

realizing whole mind consciousness
and the result will be actualizationof
only five percent to 10 percent of your
mind. In a relaxed state, allow your
mind to naturally focus itself and you
will realize the other 90 percent to 95
percent of your mind power.

Step Three: Direct your attention
toward the goal or problem that you
want to achieve or solve. Visualize in
as clear detail as you can the qualita-
tive and quantitative result that you
would like to achieve. (For most effec-
tive results, prior to step one, prepare
a script such as the one described in
the “sample script” section of this
paper. Either put the script on tape or
commit it to memory for use in this
step).

Step Four: Now that you have clearly
visualized your goal in terms of the
results you want, plan the steps you
will need to bring about those results.

Step Five: Once you have clearly de-
scribed the steps needed to achieve
your goal it will be necessary to sche-
dule the use of this five-step method at
repeated intervals. The number of
times you repeat it will depend on the
results you want, the situation you
want to change and the difficulty-level -
of the problem. Just as a musician or
an athlete keeps his or her skills toned
up by repetitive practice, so does the
practice of whole mind power methods
work to keep your skills in using your
whole mind in shape.

A Sample Script

The only tool necessary for increas-
ing your managerial effectiveness ‘
through whole mind power methodsis
a script. That is your guide to focusing
your consciousness, in step two, andto
step three which involves directing
your thought to the desired goal, prob-
lem solution, or situation you want to
change. The script can be recorded on
cassette tape or memorized. Becauseit
is you who knows your situation, your:
goal, your problem best, your own
self-prepared script undoubtedly will
be the best for you. You and your
whole mind power energy are the vitd
factors in resolving a particular prob- -
lem or achieving a particular goal in
the way you want it done. An outside
“expert” is not needed, for you are
your best expert regarding your per-
sonal affairs. The most an outside con-
sultant could do is offer additional
options for you to consider, but the
decision, the choice, is up to you.

An analysis of the research litera-
ture and my own experience suggests
that whole mind power techniques, in
most situations, require that scripts b
used preferably each morning for 10
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ays, then every other day for 10 days,
ce during the following weeks and,
ally, as needed to maintain and rein-
irce the results you want.

Following is a sample script which

an be used for increasing your success
sa manager. Inspired by the work of
)r. Donald Wilson, it has been care-
ully prepared to include all the prin-
iples described earlier. You may, how-
er, want to revise the script to meet
our own needs or, better yet, prepare
our own. This one, however, may be
ecorded on tape or used directly from
his article so that you can begin
mmediately to motivate yourself for
sreater productivity and/or to improve
r create some beneficial change in
jour managerial life. Following is an
xample of such a script:

e | picture myself in an auditorium
illed with successful managers from
ny company.

® [ am about to walk onto the plat-
orm to receive an award for being the
nost successful manager of the year.

e As I wait backstage, I think back
upon some of the values and attitudes
have developed and the actions I have
aken to arrive at this moment of
success.

e A great sense of achievement

replaced my negative thoughts with
ealistically positive, trustful, optimis-
tic ones.

e | attribute much of my success to
my basic, profound change in values,
self-image, practice of centering, and
~ attitude, and I think about what has
helped me motivate myself.

e [ remember that [ began by visual-
izing myself as succeeding rather than
failing, and that stimulated me to seek
for, and find, the winning path.

e [ remember, also, that when I
abandoned my fear of failure, I devel-
oped a tremendous feeling of self-
confidence and began to direct myself
in a more dynamic manner, in all
phases of the management process —
objectives clarification, planning, mak-
ing plans happen, problem-solving,
progress review, coaching and counsel-
ing subordinates. I remember how my
~ workteam and I began to effectively
~ pull together because I was listening
actively to them and their objectives,
problems and ideas as well as sharing
mine with them.

e The cumulative effect of my
affirmative thoughts and actions has
paid off, and I have reached a moun-
tain peak in my life as I prepare to
walk into the limelight on stage.

® [ hear my name being called and
the audience applauding as I step for-
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comes over me as | think of how I have

ward to receive a fine plaque bearing
my name and a tribute to my
achievements.

e The master of ceremonies
emphasizes how I have meritoriously
won the award and I sense his genuine
admiration. I look at the audience and
feel their warmth, encouragement and
respect as they look back at me.

e | experience a feeling similar to
the exhilaration and satisfaction result-
ing from a victory in a difficult
competition.

o [ smile as I thank the master of
ceremonies for the award and [ vow to
myself that I will continue to develop
creative and more positive attitudes
toward whatever managerial goals,
plans and problems I generate in the
future.

e ] also remember how at certain

You’re the expert on
your personal affairs.
A consultant just
offers more options.

points in my use of the management
process things got difficult — espe-
cially when I first began using the pro-
cess as a discipline of managing —but
as I persisted, I realized that accom-
plishment of worthwhile goals
requires a continuous positive direc-
tion of my mind.

e [ decide to use whole mind power
methods consistently whenever I want
to apply myself to the clarification and
accomplishment of managerial
objectives.

e Now the master of ceremonies is
handing me the handsome plaque — I
feel its heavy wooden quality and see
the engraved golden words of con-
gratulations. [ have a deep sense of
satisfaction.

e [ hear the applause of my fellow
managers, and [ am overwhelmed with
a feeling of joy.

® My heart beats excitedly, but I
remain poised, calm and sure of
myself.

® As | thank the audience and the
master of ceremonies for the award, I
become even more convinced that my
change to positive values and mental
attitudes helped me attain this award.

® | remember how I started using
the phrase “I can do it” instead of “I
can’t” and how almost at once I began
to accomplish more than I ever had
before.

® My fears and doubts have been
cast aside and I no longer am appre-
hensive about the unknown. I can now
trust myself.

e [ realize that fear is a disease
which I decided to cast out of my life
because it is a barrier to me in reaching
my chosen managerial objectives. |
have learned perfect self-trust casts
out all fear.

e [ walk confidently off the platform
listening to the ovation of the crowd of
managers, reaffirming my intention to
succeed in whatever managerial enter-
prise I undertake.

e The realization that each success
leads to another success motivates me
to cast out of my managerial life all
negative and self-defeating thoughts
and actions.

e The feeling of genuine success
makes me feel better than I have ever
felt.

Other Applications

Once you have successfully used this
whole mind power method you will
probably want to apply it to other
areas of your daily life. Applications
are virtually unlimited and you will
never run out of mind power to ener-
gize them. Below is a partial listing of
areas in which your whole mind power
may be put to practical use.

e Improving memory of specific
events.

® Increasing creativity.

® Increasing intuitive abilities.

® Increasing analytic abilities.

® Increasing ability to manage
stress.

e Increasing and improving
perception.

® Improving management of your
emotions.

Improving interpersonal skills.
Enhancing pleasant feelings.
Managing insomnia.

Controlling headaches.

Enhancing artistic abilities.
Learning anything new more read-
ily — languages, mathematics, a musi-
cal instrument, a new sport, etc.

® Improving performance as an
actor.

® Managing pain.

Slowing the aging process.
Controlling disease.

Developing your full potential.
Enhancing religious experiences.
Stopping the common cold.

e Enhancing your general health,
etcetera. '!

Reprinted with permission from the October
1981 issue of MANAGE, the official publi-
cation of the National Management
Association.
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Dr. Buscaglia shows how love is essential to living
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fully. In the long run, physical perfection and mate-
rial possessions are less important than the
marvelous spirit and life force within a person—the
unique qualities of being fully human.

2The John Callaway Interview (Getting
Acquainted with Leo). Leo answers questions about
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IT RISK FREE' his life, his work, his ideas; his experiences from

an try this brand new six-cassette album— childhood and adolescence, from unrequited love to
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. everything you want and expect, return it ; 1 :
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¥ . behavior. Here, Leo offers new ways we can show
(wer for yourself how the wonder of loving and children the value of trust, healthy relationships,
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around you.
Warmly, Leo (The Joy of Reaching Out to Others).

A Why some loving children grow into shy, over-
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1-800-642-8777). On Being Fully Human (The Adventure of Living

Fully). The alternatives to loving relationships are
loneliness, isolation, and loss of self-esteem. Here,
Leo shows how the quality of your life depends
largely on your relationships . . . and how to more
fully enjoy your family and friends.
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Mail to: Nightingale-Conant Corporation* The Human Resources Company®
3730 West Devon Avenue « Chicago, IL 60659

YE S' Please rush me the six-cassette album LOVE by Dr. Leo Buscaglia, including
e twelve audio sessions and the Printed Text on your RISK-FREE 15-DAY
AUDITION. If not 100% satisfied, | may return everything within 15 days for a
full, prompt refund or credit.

[] Enclosed is $10.00. Bill me the bal-
ance of $39.95 plus $3.00 handling and
shipping. Or charge credit card below.

N - 5 BT =
[] Enclosed is $49.95, plus $3.00 for iy
handling and shipping. Or charge credit c
card below. ompany =
[] Bill my company. (Signed authoriza- Address i " M
tion on a purchase order or company
letterhead must accompany order) for the
full $49.95 purchase price plus $3.00 City —
handling/shipping.
Add another $7.00 for shipment outside State —Zip
U.S.A. and pay in U.S. funds.
[] MasterCard [JVISA [] American Express [] Diners Club [] Carte Blanche

LeoBiisce 1,;()11

~ Exp. Date

Acct. #

T " (Mustbe signed to be valid) BT )L




When Your
Audience I7 /mall

by Virginia V. Kidd

Giving a talk before seven people can be even more
demanding than addressing an audience of 700.

id you breathe a sigh of relief
D when you were told there

would only be nine or 10 people
at the meeting you were asked to
address? Maybe the time you spoke to
an audience of 85 flashed through
your mind, and you remembered the
cold sweat on your palms as you
walked toward the podium. Could be
you smiled at the thought of a small
gathering.

Take care! Don’t underestimate the
importance of being prepared for a
small audience. Giving a talk for a few
people can be every bit as demanding
as lecturing an auditorium full of peo-
ple. But such speaking can also be
more lively, more involving, and —
more fun!

Speaking to a small gathering is not
that uncommon. Docents at the Oak-
land Museum, for example, regularly
give tours explaining the historical
artifacts, the art and the natural his-
tory exhibits. The groups they take on
tour consist of six or seven people, and
the tours can last as long as an hour!

Business managers frequently
address a small meeting of decision
makers. University seminars of 15 or
20 students often interrogate guest
lecturers. That the audience is small
does not minimize in any way its
importance. The Wednesday morning
Presbyterian Ladies Club may have
only 10 members, but they may care
very much about what you have to say.

Different Delivery

You don’t have to plan a different
message because your audience is
smaller, but you do have to plan a dif-
ferent delivery style. The situation is
immediately more informal, for exam-
ple. Audience members feel freer to
interrupt, to ask questions, at times
even to digress into a discussion of
their own.

You may find it difficult to stick to
18

Establish formality.

If you are at eye level
with the group, you'll
get more discussion.

your outline, to control the conversa-
tion, or to bring in points or examples
at the time you planned them.

It’s wise to anticipate the special
demands of a smaller audience, and to
plan for them. As you prepare for and
speak to the small group, try these
suggestions:

e Establish the formality of the
situation. This can be done before you
ever begin speaking, by room arrange-
ment, or as you speak, by your style.
As speaker, you must make two very
important decisions: where the
audience will be, and where you will
be. If you want a formal speaking
situation, stand at a podium and ask
that the chairs be set in rows facing
you. If you want informal discussion,
sit facing the group, either around a
table or in chairs arranged in a circle. If
you are at a level higher than the
audience, you have formality. If you
are behind a podium, you are apart
from them. If you are eye level with
the group, with no barriers between
you, you will get more discussion.

If you are moving around or demon-
strating something so you can’t control
seating, you can still control other
nonverbal signs. Will you wear a uni-
form, a business suit, or casual sport
clothes? Will you carry a clipboard and
read from notes, or will you walk
beside your audience, calling them by
name? Will you keep a somber expres-
sion or will you smile and joke? These
behaviors control the tone of a speech.
® Set the rules for the speaking

situation. Members of a large audience
know the rules. When they come in,
they can chat. When the speaker rises
to the podium, they should become
quiet. Throughout the speech, they
should listen attentively. They may
laugh at appropriate times or even
(bless them!) applaud. At the end, if
the speaker asks for questions, they
may rise one at a time and speak loudly
so all can hear.

The small situation is not nearly so
clear. As speaker, you may allow ques-
tions at any time. Even if you don't
announce this, people may ask them
anyway. If you don’t want interrup-
tions, you have to specifically request
that questions be held to the end. You
may want discussion. If you do, say so.
You can even ask questions yourself.
The point is, the audience doesn’t
know for sure how to behave. You can
decide what you want, and tell them.

e Watch for nonverbal feedback
from the audience. When you have a
smaller group, you have a greater
opportunity to know how your speech
is going across as you deliver it. Are the
listeners leaning forward intently or
memorizing the movements of their
watches? Are they looking at you,
nodding, taking notes? Or drawing
interesting variations of Russian wolf-
hounds on their chair arms? Are they
frowning, seeming to be confused? It’s
fine to ask a small group, as you might
not a large one, “You seem puzzled.
Shall I explain it another way?”

A Show of Hands

® It’s good to get a small audience
involved in your speech. They will
listen better, become more absorbed in
the subject matter. Unless you are
absolutely committed to your outline,
allow questions at any time. You can
always remark that time is getting
short and revert to the formal speech
if you need to. Generally speaking, a
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estioning audience is a listening
dience.

A simple technique for getting a

~ roup minimally involved is to ask for
- show of hands on something. “How
~any of you own Volkswagens? How
any own trucks? Did you know
ou're prime targets for car thieves?”
careful of your wording. “How

any like chocolate?” demands a
ount,-a response; “Do you like choco-
te?” will at best generate a nod.

* Be flexible; plan how to be flexible.

ou can toss your careful organization
the trash. People ask questions

sed on what they know and how

hat ties in with what you have to say.
The quiet redhead in the corner may

ion you had planned to present at the

e flexible. Sometimes
jou can toss your
areful organization

h the trash.

“Interest is expressed, to answer imme-
fiately. The advantage to that is that
you know the information is wanted.
The disadvantage, of course, is that
“now you're out of your planned order.
If you anticipate that you might be
“drawn off the subject or out of order,
“you can plan for it. Write your essen-
tial points — the ones you absolutely

supplementary material in another
shade. Thus you can quickly scan your
| outline and make sure you've shared
the vital items.

Put each point on a different card or
~sheet of paper, so you can juggle them
around as the issues come up. And
~don’t be embarrassed to kid about the

six!” can bring a smile from your
~audience, especially if you pull out
| page six and discuss it.
| Of course, if your issues each
depend on the previous one, you can
~ask a questioner to wait for a bit till
you get to that point. But be sure you
~do get to it, and when you do, call the
questioner’s attention to it.

e Finally, be open to issues you

with your speech. If you keep your
essential purpose in mind, you can

more important than the examples or
data you had planned to present.
Sometimes a comment from an

approach you can follow through on,
DECEMBER 1982

nce you allow audience participation,

sk a question that draws out informa-

end of your talk. You may decide, once

" must make — in colored ink. Write the

(osfie

SPEAKING RESOURCES

SPEAK WITHOUT NOTES: With Keith Spic-
er's fun-to-read “"WINGING IT”: $10.95,
244 pages. $49.95 for book, 4-cassette
course, drill notes. Check or credit card:
Box 34007, Station D, Vancouver, B.C.
(Canada) VéJ 4aM1.

Humor your audience to: get and main-
tain attention, make points memora-
ble, reduce resistance and more. Find
out how you can use this wonderful
communication tool. For cassette tape
send $6.50 to: Art Gliner, 8521 Grubb R.,
Silver Spring, MD 20910.

THE NEW BOOK OF "“"ORCHIDS OR
ONIONS” FOR ALL OCCASIONS. OVER
900 CLEAN JOKES & SHORT LINERS.
Written by a Toastmaster. Indexed for
Quick Reference. $7, including tax and
postage. Check or M.O. to: TR. Bob
Kirby, #1 Marcia’s Park, Easton, IL 62633.

TOP QUALITY professional comedy
material; the monthly service leading
speakers have used for years. Recent
sample, only $2. Contemporary Com-
edy, 5804-X Twineing, Dallas, TX 756227.

EMPLOYMENT OPPORTUNITIES

BE AWINNER! Family Health consultants
needed. Number one industry in Amer-
ica. Communication Skills needed. Un-
limited financial success. Neo-Life, P.O.
Box 18628, Austin, TX 78769.

Start your. own business marketing a
brand name home computer. Work
out of your own home. Multi-level com-
mission plan. For details, write to DMC
Associates, 589 Center Dr., Severna Park,
MD 21146.

MISCELLANEOUS

END THOSE EMBARRASSING, FREQUENT
CASSETTE TAPE CHANGES! Record up to
7 hours, uninterrupted, with our exclus-
ive 1 1/2-1b. long-play Marantz-
Superscope cassette tape recorder.
Consolidate existing tapes onto one
long-play tape. Keep valuable
speeches. Write: EXTENDO-TAPE
SYSTEMS, Box LC, Temple Terrace, FL
33687. Telephone: (813) 985-3014.

THESAURUS AT PLAY. THE LAST WORD IN
WORD GAMES. It's sophisticated. It's for
those who read and like to understand
what they read and for those who wish
to add precision and eloguence to
their speech and writings. To begin a
fascinating odyssey into that wonderful
world of words, send 50¢ in stamps for
brochure to LOGOPHILIA UNLIMITED, Box
11344-A, Palo Alto, CA 94306.

“HOW TO GET PROMOTIONS ON YOUR
JOB!"” Powerful, practical, and inspiring
booklet. Send $3 to UNIK ASSOCIATES,
12545 W. Burleigh, Suite 12, Brookfield,
WI 530085.

change in plans. “I'm sorry, that’s point

hadn’t planned to mention if they tie in

decide if a side issue is, in fact, perhaps

audience member can suggest a line of

even though it didn’t occur to you in
planning.

Talk show hosts are great at this.
Johnny Carson recently interviewed
the seven-year-old actress of the
smash hit movie “E.T.” He was
obviously prepared to ask her how she
liked working in movies, how she got
her part, her reaction to Steven Spiel-
berg, etc. In one pause, however, the
budding star said abruptly, “Do you
think you could talk as well without
your two front teeth?” Carson was
taken aback but countered with, “What
do you mean?” She reached up and
pulled out a dental plate, revealing her
snaggled teeth. “My mother would kill
me if I lost this,” she said, laying the
plate on Carson’s desk. A long (and
hilarious) discussion of dentists
followed.

The kind of intereaction you get
with a small audience can be the most
exciting and stimulating speaking you
ever do. The next time you get invited
to address a group that “only has 10
members,” say yes with a big smile.
But let that smile be not because you
think a small audience will be easier,
but because you are as well-prepared
for the small audience as the large one,
and because you're looking forward to

the fun! ‘!

Virginia V. Kidd, Ph.D.,
is- Associate Professor of
Communication Studies at
California State Univer-
sity, Sacramento.
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Taking Advantage of the

VIDEQ CAMERA

by E. Berry

How your club’s members can use videotape
recording to improve their speechmaking.

But there he was, shoulders

slumped, head cocked to one
side, one hand in his pocket jingling his
change, saying “um,” “ah” and “you
know.” Joe H. was viewing a videotape
recording of a speech he gave at a
recent Toastmasters meeting.

No, Joe wasn'’t giving his “ ice
breaker” — far from it. He had fin-
ished the basic manual years ago. Sat-
isfied with his outstanding progress,
he dropped out of his club and with
the confidence he’d acquired went
forth to display his prowess as a
speaker and business communicator.
The trouble was, in the intervening
years he never heard another truthful
evaluation of his talks nor did he ever
consider evaluating himself.

The president of the club said, “Joe
was shocked and surprised at what he
saw. But more than that, he was mor-
tified. Before he left the meeting he
arranged to join the club again as an
active member so he could ‘get his act
together.””

The club was Little Nippers Toast-
masters 2749-38, started 23 years ago
at RCA in Camden, New Jersey. Its
members, like many others around the
country, have the opportunity to eval-
uate their speaking abilities through
the use of the video recording system
donated by the company. As RCA Vice
President Lawrence J. Schipper said,
“In the last few years many speakers
have discovered what football players
have known for a long time — watch-
ing yourself perform is a great way to
improve.”

The disparity between how a
speaker thinks he or she performs and
the actual performance is reduced
when it can be seen. On videotape the
faults are dismally evident, and the
good points show up brightly to be
complimented and remembered. The
personality differences which may
prevent a speaker from accepting well-

H e couldn’t believe what he saw.

meant oral criticism from his or her
evaluator are no longer a factor.

The use of videotape — especially in
speech training — has become just as
important as the print media in the
education process. Many Toastmasters
clubs videotape their speakers, and
many speech training firms now use
videotape extensively in their pro-
grams, and these programs aren'’t
cheap — one two-day speech training
session often costs $900 per person.

Terry Lee is vice president of mar-
keting for one such training company,
Decker Method-Effective Communica-
tions in San Francisco, California. He
is a former president of Crownmaster
Toastmasters Club 113-4 in San Fran-
cisco. Lee believes videotape is impor-
tant in speech training.

Don’t confuse
videotape with

home movies.

There’s no comparison.

“I think videotape is a natural exten-
sion for Toastmasters,” said Lee. “In
fact, one of the best meetings I ever
attended was enlivened with a video-
tape feedback system that a member
borrowed from his sales training
department.”

Getting Acquainted
Although the electronics industry
tells us that one of every nine owners

of color television sets also owns a
videotape recorder, much mystery still
surrounds these machines. Unless you
own one or you've learned a good deal
from television commercials or from a
friend who owns one, it’s not likely
that your acquaintance with the
numerous sytems is very extensive.

The relatively inexpensive portable
videocassette recorder (VCR) has made

television recording available to private
individuals, industry and organizations
which have had no access to video
facilities. Many of today’s systems are
adaptable for use at a Toastmasters
meeting. Large amounts of studio
recording equipment are not neces-
sary. The results obtained through eas
ily available equipment are surprisingly
professional. If no member owns a sys-
tem, if the club budget or company
sponsorship doesn’t permit ownership,
or a member can’t borrow one, a sys-
tem can be rented.

A complete VCR system is composef
of a deck, (recorder) monitor, camera
with a zoom lens, television tuner-
timer for unattended recording anda
power pack of batteries (if a television
set is available, the monitor is not
needed). If the camera operator is care
ful and steady, a tripod isn’t necessary,
and the tuner-timer is only needed for
recording regular television programs.
A basic system, which is probably all
any club would need, is not portable,
takes pictures, records them on a
cassette, and plays them back over a
monitor or a television set. It includes
a camera, a stationary recorder and a
monitor, if necessary. If a portable sys
tem is desirable, the recorder and
power pack can be carried in a
shoulder-slung case. The total weight
is about 13 pounds. Cassette record-
ings can be transferred to another ta
for use with another system. This
general description applies to approxi-
mately 20 different systems on the
American market.

Don’t confuse videotape with home
movies. People with 8mm home movi
cameras may say, “Hey, we can use m|
movie outfit to do the same thing.”
Don’t believe it. There’s no
comparison.

The difference in cost alone makes
movies prohibitive. The best cassette
tape on the market sells for $18.95 anf
plays for six hours. An 8mm movie
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r film runs for a little more than two
minutes and costs nine dollars. To run
1 film for six hours would cost almost
three hundred dollars. And to get
acceptable results would require spe-
dial filters, extra lighting and about a
week for processing. Video cameras
require low light levels, and viewing is
immediate. You see what you are
recording while you're doing it in the
viewfinder on the camera, the monitor
or a television set. A microphone built
into the camera just above the lens
gives high quality recordings. If back-
ground noises are troublesome, a wire-
less microphone can be attached to the
speaker.

Although videotape recording was
conceived right after World War II,
only in the last few years has it
become big business. Today’s hectic
competition has produced video dis-
tributors, retail stores and video
equipment consulting firms all over
the country. Many of these firms are
ready and willing to demonstrate and
explain their product, without charge,
to Toastmasters clubs, give instruc-

tions in its use and discuss how to
choose the right equipment. Of course,
a demonstration is a one-time event
for each club or group of clubs, but
advice and counseling usually continue
until they culminate in a decision to
buy, rent or pass. A reputable dealer
who has no special connection with
any one videotape system manufac-
turer will be willing to discuss
strengths and weaknesses in each of
the systems.

How your club uses the instructions
and equipment depends on the inge-
nuity of the members. Basic things to
keep in mind might be:

e Use the equipment to record every
speaking session.

e Focus mostly on the speaker, but
don’t forget the audience. If the
cameraman pans (a slow, sweeping
movement of the camera) the
audience, each recording will include
all the members present.

e After the speech, tape the evalua-
tor and the speaker during the cri-
tique. It keeps everybody honest.

e Before the meeting, record the
meeting room and members in a casual
setting. Do this without audio. Appro-
priate music or commentary can be
dubbed in later.

e Use the pause control to stop the
tape when you can to analyze or com-
ment on any particular part of the
speech or other sections of the tape.

e Edit the recording by erasing
poorly photographed sections of the
tape or parts not needed for posterity.

Little Nippers Club President Fred
Bowman reported that videotaping has
been invaluable at the club’s weekly
meetings. Members whose interest
and enthusiasm may have lagged have
been rejuvenated. Each meeting offers
new excitement and the thrill of new
learning experiences. “Our members
look forward to using it,” he said. !

E. Berry, a feature writer in Orange County,
California, put aside working on his second
“How To" book to write this article for The
Toastmaster.
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stions,
one?

Today’s audiences consider almost anything about a speaker
fair territory for questions, so you've got to be prepared.
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What questions has the
same group asked other
speakers? What stands
has it taken on issues?

by Bill Hennefrund

fter giving a short speech at an
A annual meeting of the DuPont
Corporation several years ago,
Irving Shapiro, the company’s chair-
man at the time, invited questions
from the floor.

He didn’t have long to wait. One
shareowner began peppering him with
a series of hostile questions, ending up
with the comment: “And I'll tell you,
Mr. Shapiro, I think your salary is
outrageous!”

Shapiro simply gazed steadily at her
and kept smiling until she was finished
talking. Then he thanked her and
turned quickly to another questioner
— blithely refusing to comment on any
of the points she had raised.

Shapiro is an acknowledged master
of a skill that is becoming essential
these days — the skill of “fielding”
questions. Increasingly, public speakers
are being asked to answer a few ques-
tions from the audience after the main
event is over. What’s more, the ques-
tions — and the questioners — are
becoming more hard-hitting. Today’s
audiences don’t pull any punches and
seem to consider that almost anything
about a speaker — from his personal
life to his ethics — is fair territory for
questions.

Close To The Heart
Yet those who have acquired the
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kills of fielding questions have dis-
overed that the question and answer
‘eriod can be highly rewarding. They
egard it as an opportunity to elabo-
ate more fully on points that may be
nly briefly mentioned in the speech
iself. And they view it as an opportun-
ty to talk about matters closer to the
udience’s heart — not simply what

he speaker or the program chair

hinks people are interested in.

How should a speaker handle the
nany kinds of questions that come
‘rom the audience? Here’s a question
ind answer session on handling
juestions.

» How can a speaker prepare for
questions?

Many speakers — particularly busi-
1ess speakers — have set procedures
for preparing for questions. J. S. Webb,
jice chairman of TRW Corporation,
for example, calls a group together to
list every question we can imagine
will be asked.” Group members discuss
what would be the most effective
inswers. With this kind of preparation,
says Webb, “I get a surprise every once
in a while, but not very often.”

Researching the audience also pays
off. What has the same group asked
previous speakers? And if the audience
consists of members of an organiza-
tion, what stands has the group taken
on issues that might be raised?

Questions also tend to run in
“trends.” A few years ago, for exam-
ple, business speakers could expect to
get questions like: “Do you use com-
pany planes for private reasons?”
“How big is your expense account?”
“What are some of management’s per-
quisites?” Such questions pertaining to
rectitude replaced an earlier vogue of
questions about bribes for business
sales abroad and investment in coun-
tries with racial difficulties. So the
suggestion is, consider the trend of
questions pertaining to your own sub-
ject or field of interest.

For the speaker who can’t rely on
help in anticipating questions, it’s
worth holding your own brainstorm-
ing session. If the speech will deal with
some issue-oriented questions, the
speaker should be familiar with all
sides of a particular issue. A Chicago
public relations executive says: “If you
get a question that is really a criticism
of your point of view, and you under-
stand those opposing arguments, you
can deal with such a question in a con-
vincing way.”

Of all the ways to improve question-
fielding skills, doing the homework is
most essential. It’s so important, in
. fact, that many speakers make it a rule
to spend more time getting ready for
questions than they spend on the
speech itself.
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e What about those hostile
questions?

First, keep your cool. Becoming
upset can lead to disaster. A very real
danger is that if your speech is being
covered by the press, a heated
exchange is just the kind of episode
reporters like to feature in their
stories.

When Dupont’s Shapiro simply
ignored the antagonistic questions
from a shareowner, he was practicing
the art of “cool.” Shapiro learned how
to handle hostile questions many years
ago when he served as a young lawyer
in the Criminal Division of the Justice
Department.

“Trial lawyers spend a lot of time
trying to do or say something that gets
under the other lawyers’ skin — to
make them do some fool thing they’ll
regret,” he explains. “You learn a good
rule that’s handy for answering ques-
tions — stay calm when you’re under
attack.”

It’s also good technique to soften
hostile questions. For example, sup-
pose the questioner asks something
like: “Why are you always ripping off

A friendly question
can be a real hazard
to a novice speaker.

the public with your price increases?”
Your aim should be to get rid of that
“ripping off” thought that is now in
the audience’s mind. Soften the ques-
tion by commenting: “Okay — you've
asked a question about our pricing pol-
icies. Let’s look at the record...”

The same technique can be adapted
for nearly every kind of hostile
question.

Making the Put-down

e What if the questioner tries to
give a speech of his own?

That’s not unusual these days. And
it can be a sticky problem for the
speaker. Such a questioner will annoy
nearly everyone in the audience — the
tactic offends their sense of fair play —
and the speaker may be tempted to use
some stock put-down. (Sample: “It’s
not that I'm afraid you'll get the last
word, sir — I'm just worried you'll
never get to it!”) That may get a laugh,
but the speaker then projects an image
of himself as a kind of night club per-
former, squelching a heckler.

A gentle put-down is better. The
speaker waits until the long-winded
question is completed, answers it
abruptly — perhaps a simple “yes” or
“no” — and then turns to the next
question. Even better is the technique

of waiting until the audience grows
restless. At that point, the speaker
may break in with some remark along
these lines: “You know, it’s obvious
that you and I don’t see eye to eye on
this. Let me research your question
more thoroughly, and I'll get back to
you.” That’s usually enough to satisfy
the inquirer.

e What if a question comes from
left field and I don’t know the answer?

No law requires a speaker to have an
answer for every conceivable question,
so don’t hesitate to confess ignorance
— if necessary.

“Tell the questioner you don’t have
the information, but that you'll be
happy to get it and send it in a letter,”
advises William T. Ylvisaker, chairman
of Gould, Inc., a veteran of many ques-
tion and answer sessions.

Novice speakers sometimes fall into
the trap of trying to answer a question
when they really don’t have full
information. That recently happened
to a trade association speaker who was
asked a question about wildlife man-
agement in Alaska — a subject he
knew only in a general way. In giving
his answer he talked confidently about
the “increase in moose population.”
Unfortunately, his audience included
several experts who knew that the
increase was due primarily to a change
in the method of counting. The ques-
tioner lost no time in pointing this out
to the speaker.

e Isn't it a good idea to have some-
one prepared to ask a few friendly
questions?

Most planted questions are too easy.
A soft, friendly question can be a real
hazard to a novice speaker, because he
or she will be tempted to give a long,
elaborate answer — perhaps a reword-
ing of parts of the speech. That may
offer some relief for the speaker who
hopes to kill time with an easy one —
but it makes for a dull question period.

A soft question — planted or not —
should be given only a brief answer. “If
you give a short answer,” a veteran
business speaker points out, “you can
handle more questions — and a high
volume of questions is the name of the
game.”

Get the Ball Rolling

e But what if there are no ques-
tions? That’s embarrassing.

The chairman of the meeting (or
master of ceremonies) should jump in
with a question to start the ball rolling,
but you can’t count on that.

Some speakers get around the prob-
lem by asking a question themselves.
For example: “Some of you may be
wondering why I put so much empha-
sis on the importance of personnel
training. I did so because...”

Another ploy is to warm up the
audience for questions by asking a
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question of the audience: “You know,
I'd be interested in knowing how many
of you have had problems with those
younger employees I've been talking
about. May we take a quick poll? How
many have had a problem, say, within
the past year?” Once people start rais-
ing their hands — becoming active par-
ticipants in your question period —
their own questions will be
forthcoming.

Still another technique is to turn on
a knowing smile and say: “I know from
other occasions that the most impor-
tant questions are asked after the ques-
tion period is over. So I'll be glad to
stick around for a while after the
meeting and talk some more about
these issues.” More often than not,
there will be questions after the formal
question period is over.

e What other techniques can I use
to make the question period more
effective?

Consider your experiences as a lis-

tener, and you'll soon develop “dos and

don’ts” in abundance. For example,
audiences are annoyed if they can’t
hear someone’s questions; it’s even
more annoying to hear an answer
when you haven’t understood the
question.

It’s annoying, too, to watch the
speaker attend to bits of personal bus-

iness while a question is being asked —

taking a drink of water, consulting his
notes, and mopping his forehead with
a handkerchief. And many people feel
left out when a speaker aims an
answer directly at the person who
asked it, rather than directing it at the
entire audience.

If you give many speeches or justa
few, it’s worth spending some time in
honing your skills at handling ques-
tions. Just how much it’s worth was
explained recently by a government
administrator in Washington who
gives as many as 30 to 40 speeches a
year.

“I don’t think I'll ever really be a
good speaker,” he confessed recently,
“but I enjoy answering the questions
because it’s more like having a conver-
sation with the audience. I'm rather
good at that, I think. And the funny
thing is, after a few questions and
answers, the folks in the audience
believe they’ve heard a good speech
from a good speaker.” §

4

Bill Hennefrund is a writer in Springfield,
Virginia,

On October 1, 1982, Toastmast-
ers International achieved one of
the greatest goals of its 58-year his-
tory. On that date our 100,000th
member, Anthony T. Gallagher of
Pittsburgh, Pennsylvania, joined
our organization.

Gallagher joined Allegheny Cen-
ter Club 640-13, a club for
employees of the Pittsburgh office
of Alcoa. He was sponsored by
Kelly Robinson, a co-worker and
the club’s president. Gallagher and
Robinson were presented with
plaques at District 13’s conference
November 6. The club and the dis-
trict also received ribbons.

Formerly a junior systems analyst
in the Technical Services Group of
Alcoa Management Information
Services Department, 24-year-old
Gallagher recently became a junior
research and development analyst.
Like many other members of our
organization, his new position is
what led him to join Toastmasters:
He acts as a consultant and will be
giving group presentations, some-
thing he only recently discovered he
has difficulties with.

“I had spoken before groups a few
times in college and had no prob-
lems,” Gallagher says. “Then last
August our technical services group
made a presentation to other
employees, and I had to give a little
talk on what I do. Even though I
had prepared for it and was well-
organized, [ was nervous. | had
problems controlling my voice.”

i

Gallagher realized he needed help
if he was to be the smooth, polished
speaker he needs to be in order to
give the effective talks his position
requires. When co-worker Kelly
Robinson invited him to attend one
of her Toastmasters club meetings,
he agreed. That meeting happened
to be the club’s humorous speech
contest, and Gallagher was amused,
impressed and intrigued by what he
saw. He came back to the club’s
next meeting to observe some
more, and joined shortly afterward.
“I've heard great things about
Toastmasters in the two-and-a-half
years I've been with Alcoa,” Gal-
lagher says enthusiastically. “A lot
of the people in this department say
it has really helped them improve
their speaking skills. I'm hoping that

Toastmasters Welcomes Its

100,000th Member

speaking in the club atmosphere
will give me the exposure I need to
get over my nervousness.”

He also is confident that Toast-
masters training will be invaluable
as he works toward achieving a
management position in his field.

“You need good public speaking
skills if you're going to hold a posi-
tion of responsibility,” he points
out, adding that he’s looking for-
ward to the challenges Toastmas-
ters presents and that he’s eager to
begin speaking before the club.

Gallagher is a 1980 graduate of
St. Bonaventure University in New
York. An outdoor enthusiast, he
can be found hiking, skiing and
backpacking when he’s not hard at
work at Alcoa.

In announcing the 100,000th
member, Toastmasters’ Interna-
tional President, William O. Miller,
DTM, said: “This is one of the most
thrilling achievements of our organ-
ization. It’s thrilling because almost
half of our 100,000 members joined
within the past seven years, making
our goal of 200,000 members by
1990 realistic. But it’s especially
thrilling that Anthony Gallagher is
our 100,000th member because he
is a good example of how men and
women around the world are realiz-
ing the importance of good com-
munication skills and that Toast-
masters can help them learn these
skills.”

Welcome aboard, Anthony Gal-
lagher!
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Combining gestures with your words creates strong images
in your listeners” minds.

Gestures Can

by Maurice Lubetkin

A sharply placed.
gesture will aid in
developing the
validity of your words.

e’ve all seen the novice speaker
w who, while concentrating on

the words he’s researched and
prepared, has ignored one facet of
effective speaking that should be
under consideration at all times. This
is the area of hand gestures and body
movements which could, if properly
used, lend poetry, drama and emphasis
to an otherwise dull topic.

It is not enough to stand tall before a
group with only a minor flick of the
hand to prove that life exists within
you. A speaker, like any actor or politi-
cian, must learn to use gestures and
movements as transitory devices,
designed to aid in the movement of the
audience from point to point in a
smooth and easy fashion. An under-
standing of how to use gestures and
when to apply movement would be a
tremendous asset to any speaker, and a
sincere effort should be made to learn
and utilize these techniques.

Perhaps the best place to start would
be to examine the reasons for using
gestures.

Seeing and Remembering

Think about it for just a minute. Of
all the speakers you've listened to,
which one was the most effective, and
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why? Wasn't it because the speaker
used certain gestures which lent vital-
ity and emphasis to the presentation?
You may have forgotten some of the
words, but the image created by words
and gestures probably will remain in your
mind for some time to come. Some
studies have shown a definite correla-
tion between seeing and remembering
as being more effective than just lis-
tening. It is easier to form a visual
image from watching than it is to try
to bring back all of the words spoken
during a presentation. Consider, if you
will, the following ideas as the basic
reasons for using gestures:

1. To gain and maintain interest

2. To emphasize a point
3. To demonstrate shape and illustrate
size.

Let’s take each one of these in turn
and explore the possibilities.

Gaining the attention and interest of
a listening group can be a definitive
result of the words, language and
nuances you utilize in your talk. But
there does come a time when words
alone will not suffice. It is at this point
in your presentation that the judicious
use of one or more movements of the
hands will provide a “new” look for
your talk.

There is an old axiom that clearly
states, “Movement attracts attention.”

The truth of this can be readily seen
by taking a walk along any city street
and observing what happens when yot
come abreast of a store that has, inits
show window, a device that creates
movement of some sort. It may be an
ad for cameras or food; it makes no
difference. If there is movement, your
eyes will be drawn to the window,
even if only momentarily. If this idea
works in a store window, on some dis-
interested spectator, it will certainly
work in your presentation. Try to
break away from the “fig leaf” positior
and become more lively and interestin,
by using the occasional gesture at the
appropriate time.

A twinkling eye

A threatening fist

A poignant sigh
Gestures all
However slight

Are stabs at darkness
And rays of light.

This poem by Suzy Sutton, the
Philadelphia-based speaker
popularly known as “The Funny
Feminist,” illustrates the
importance of gestures and other
nonverbal elements in public
speaking.

When you deliver a speech, your
listeners don’t just judge your
words, they judge you — your
knowledge about your subject, your
attitude toward your verbal
message, your earnestness about
delivering it to them and, above all,
your sincerity. Research has shown
that an audience bases its judgment
of a speaker more on what it sees
than upon what it hears. The visual
messages you transmit when you
speak — through your gestures,
body movement, facial expressions,
eye contact and physical appearance
—clearly have the ability to make or
break your speech.

You can’t prevent sending visual
messages to an audience, but you
can learn to understand and control
them. To help you do this
Toastmasters International has
created a brand-new manual
entitled Gestures: Your Body Speaks. It's
unique: the first publication ever

produced that focuses on nonverbal
communication in public speaking.

The manual begins with an
explanation and a vivid example of
how a speaker’s visual messages
influence an audience and its per-
ception of his or her presentation,
then demonstrates the many bene-
fits of joining your body with your
voice to convey a single message.
Next, the manual provides you with
five vital keys to help you make
your body speak more effectively.

Posture, body movements, ges-
tures, facial expression and eye con-
tact — these are the critical ele-
ments of nonverbal excellence in
public speaking. Each is treated in a
special section containing “how-to”
advice that can make you a more
powerful and dynamic speaker.

First impressions can forever
color the relationships between
people, and making a positive first
impression on an audience is vital to
effective public speaking. As the old
adage says, “You never get a second
chance to make a first impression.”
So Gestures: Your Body Speaks features
a section designed to help you get
off on the right foot with an
audience.

Then, you’ll have an opportunity
to learn from the experts, as six of
North America’s top speakers share
with you their techniques and
advice for successfully employing
the nonverbal elements of public
speaking. You'll learn why Ira
Hayes carries a 60-pound box of
props to every speaking engage-

ment, how Nido Qubein uses his
eyes as a control device, why Cavett
Robert believes you must integrate
your speech into your subconsicous
mind, how Suzy Sutton draws on
her show business background to
enhance her humorous presenta-
tions, how Joel Weldon stimulates
audience participation, and how Zig
Ziglar uses body movements to
multiply the impact of his motiva-
tional messages.

Finally, Toastmasters’ new man-
ual features a special evaluation
form designed to let you assess
your body’s spoken image. With the
help of a fellow club member, you'll
pinpoint your nonverbal strengths
and weaknesses, identifying priori-
ties for self-improvement as a
speaker.

The subjects covered in this
innovative new manual are so
important that Toastmasters Inter-
national has incorporated Gestures:
Your Body Speaks into its New
Member Kit — the set of materials
mailed to every new member. It
joins another new manual, Your
Speaking Voice, as replacements for
the Chairman booklet, making TI
membership an even greater value!

If you aren’t a new Toastmaster,
you can order a copy of Gestures:
Your Body Speaks (199) for just $3.00.
(Add 20 percent shipping; California
clubs include 6 percent sales tax.)
Your Speaking Voice (199) is available
for the same low price. Chairman
(200) remains available as a catalog
item ($1.00).
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Don’t Overdo Them

~ Emphasizing a point should be self-
. xplanatory. There are times when
“itress should be placed upon a word
ind, along with changes in inflection, a
harply placed gesture will aid in the
fevelopment of validity in the values
of what you are saying at that time.
Don’t bang your hand in your palm,
lon’t bang it on a table; move it
through the air with certainty and
:ixpressiveness, in time with words,
ind end it in a decisive manner. Don’t
wverdo the emphatic gesture or your
isteners will soon think that you're
being a bit too dramatic and that will
wurn them off instantly.

Demonstrating shape and dimen-
sions is fairly easy for the average per-
jon. Speaking with the hands has been
1way of life with us for many a year.
Think about your friend, the fishing
ouff. How does he let you know the
size of his latest catch? Not with
words, but with a simple gesture (per-
haps a bit overdone) which provides
yjou with the visual information you

Movement attracts
aftention. People
lose interest if

you stand still.

reed at that moment. If you talk about
1 box, it is not enough to say, “It is a
small box,” because the word “small” is
ambiguous and means different things
to different people. But using simple
gestures to outline the size and shape
of the box will provide substantive
information to your listeners and make
their task easier. And that is really
what makes a speech effective — the
case with which the concept is devel-
oped in the minds of the audience.
Practice using gestures while standing
in front of a mirror. View your
approach with a critical eye and, in
time, you'll notice that words and ges-
tures will begin to flow together in a
smooth and natural fashion that will
exemplify the best in you.

Bodily movements are something
else; proper use requires an under-
‘standing of the need for moving from
one spot to another. Of course, I'm not
talking about a situation where you're
bound to a place directly at a dinner
table. What I am concerned with here
is when you talk in a room with a lec-
tern and, perhaps, a stage as part of
the physical environment.

There are two reasons for using
movement. One, again as with ges-
tures, is to attract attention. Holding a
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rigid position in one place for long
periods of time results in a stultifying
atmosphere. And people will soon
begin to lose interest.

Making the Move

The other reason, perhaps obvious
and oversimplified, is to get from one
place to another in a different part of
the room. This may sound simplistic,
but for many speakers that particular
movement causes many problems.

One such problem is the feeling of
awkwardness as you make the move.
Your legs feel heavy, your gait is
ungainly and the audience is waiting
for you to fall off the stage, or so you
think. Move easily, without turning
your back on the audience. This is easy
to do if you practice a quasi-side
movement, maintaining contact with
the group and continuing on with your
dissertation. Don’t rush, don’t drag,
just try to be natural and smooth in
going from place to place. Above all,
don’t be a pacer; movement back and
forth in a fashion that will tag you as
the “cat on a hot tin roof” type of
speaker is ineffective. Don’t dance in
place; don’t bounce up and down on
your toes. Do nothing that will detract
from you and what you have to say.
Movements should be used wherever
possible, but rather than use ineffec-
tual or distracting movements, you
should do without them. It takes prac-
tice to use movements and gestures in
an effective manner, but I really can’t
think of anything in life that doesn’t
require some effort to become of
value.

Videotape

For those of you who have access to
videotape facilities, make use of them
during rehearsals for your presenta-
tion. Be objective and learn from cri-
tiquing your performance. No video-
tape? Arrange for a critical group to
evaluate your work and try to improve
on each item they mention.

With practice, any speaker can
improve his presentations. But only
when you develop an insight into your
movements and gestures, and how
they may be more effectively utilized,
will you find the kind of improvement
you want...in any presentation you
make. !‘

Maurice Lubetkin served as Education Specialist
at the Faculty Development Branch, USASCS,
Fort Monmouth, New Jersey.

He was primarily, involved in the development
and presentation new approaches to effective com-
munications for supervisory groups and individuals
at Fort Monmouth.

club, sales and
political meetings

SURE NEED HUMOR!

IF YOU'RE
INVOLVED,
SEND FOR
THIS BOOK

“UNACCUSTOMED AS | AM”

gives you 238 pages of good, current humor
Indexed for easy use. A bonanza for busy chair-
men and editors. Good reading for anyone with
a sense of humor.
Pointed material to fit any occasion, compiled
by the International President of a world-wide
service club for his own personal use and just
now published

e Send check for $5.95 plus 75¢ mailing or your
Amer/Visa number. Indiana residents add 4% tax.

THE LORU COMPANY
P.0.BOX300-D,NORTH WEBSTER, IN 46555

MULTIPLY

YOUR
COMMUNICATION
SKILLS

Are you prepared to handle the
speaking situations that come your
way — in Toastmasters, on the job,
and in the community?

Toastmasters” Advanced Communi-
cation and Leadership Program can
give you the practical experience you'll
need in any of these areas.

The program consists of seven
manuals, each dealing with a specific
aspect of communications. The new-
est manual, The Professional
Speaker (available September 1), is
the most challenging manual Toast-
masters has ever produced. You'll also
find valuable speaking techniques in
The Entertaining Speaker, The
Discussion Leader, Speaking to
Inform, Public Relations, Spe-
cialty Speeches and Speeches By
Management.

Select any three manuals at no
charge when you submit your CTM
application to World Headquarters.
Additional manuals are $1.50 each,
plus 20% for postage and handling.
California residents add 6% sales tax.
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Mike LeFan ............... Jan/14
What’s That You Didn’t Say?

Mike Klodnicki ............ Jan/21
Networking: You Can Do It, Too!

Marjorie Dean ............ Jan/23

Path to the Podium: How Parents Can
Help Their Children
Freda Grones ..............
Positive Thinking...And Winning
Secrets
Ty Boyd with
Betty Ahearn .. s ssvsness
Getting Through Those Crucial
First Minutes
Burton J. Rubin
Can You Imagine It?
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1550 LEADERSHIP

David Trembley
What Gets You Motivated?

The Rev. J. Laing Burns Jr. ... Feb/28
Time Management:

What Makes It Tick?

Anthony Arnieri .......... Mar/8
The Eyes Have It

Tom Dell' a:waes s swaaisonss Apr/13
Humanize Your Workspace

Dorrine Anderson

TUTECATING: oy o100 'wiel s sse s 0vw & s Apr/17
Overcoming Shyness

Dr. Gerald M. Phillips ..... Apr/19
Beyond the Rules of Order

Joel David Welty .......... Apr/21
Getting the Words Right

Patricia Vandivort ........ Apr/23
Twenty Ways to Get Ahead

with Your Boss

David K. Lindo; . .eiseumeees May/5
Coping with Job Burnout

Vivian Buchan ... .c0e00. May/25

Questioning Your Way to Success

Foster Davidoff s :ikisesues Jun/9
Presenting the Successful

Technical Seminar

Thomas Ealey . s o Jun/14

Is There Life Outside of Toastmasters?
Charles E. Waterman Jun/19
How Are You at Solving Problems?

Wendy S. Craig ... «hisfee s s Jun/23
The First Five Minutes
David Trembley ........... Jun/25

How Group Motivators Motivate
Freda Grones

Getting Your Message Across:
Effective Group Communications
Mike Klodnicki ....co000uen.. Jul/9

Recognition: A Key to Motivation
Richard A. Taylor, DTM,

and Marcia Taylor Barney, DTM

Make Your Meetings Meet High
Standards

Vivian Buchan s o5 s s s 55 Jullz
Survival Guidelines for the

Corporate Nonentities

Jack Lewis ................ Aug
The Economics of Writing

Yvonne Lewis Day ......... Aug

Cracking the Speechwriting Block
Tom Shea Augl:
Keeping Deraileurs on the Track

Lo-Ann Zhora Trembley .. Aug/
How to Remember...Anything!

William D. Hersey ........ Augl,
Speak Up! I Can’t Hear You!

Sue Barnard ............... Sep
Are You Listening? .......... Sepl
What Went Wrong?

Ered Ebel  su:san st smunn s Sepl

Get Hooked on Books for Success

in Speaking

Thomas Montalbo, DTM .... O«
How to Use Your Phone Better

Leon Eletcher .......ens . Oct/
Motivation: A State of Mind

(Yours or Someone Else’s)

Leonard Berlow, M.S. ...... No

The World...According to Your Jourr
Dorrine Anderson

TULECATO 000w wioce 0w s ivrus v o Noy
How to Break Those Bad Habits

David Trembley .......... Nov/
Career Change: Do You Know

Where You're Going?

Freda Grones ............ Nov|
The Magic of Goals

Michael Agner ........... Nov|

Ten Sure-Fire Ways to Fail
THE TOASTMAS



Marjorie Stradinger ....... Nov/25
Thank God It’s Monday!

David K. Lindo’ « . swuemsemes Dec/5
Perfecting Your Job Hunt

Robert B. Nelson ........... Dec/8
Nhole Mind Power

Robert W. Johnston ....... Dec/13

WNhen Your Audience Is Small
Virginia V. Kidd . .s5 a0 Dec/18
Taking Advantage of the Video Camera

EBerry i, ot Lol o6 Dec/20
Questions, Anyone?

Bill Hennefrund .......... Dec/22
How To
Planning a Slide Presentation

Graham Pomeroy .......... Jan/19

Using Your Tape Recorder for
Self-Improvement
Don Bauer .. .. oo sms s Feb/29
The Successful Speech Evaluation
Patrick J. McCombie, ATM . May/23
Meeting the Challenges of Growth
Edna M. Doley, ATM ...... Jun/27
A Good Club Environment:

The Key to Participation ... Sep/15
Leadership
Confidence in Confrontations

Jim Joelsons Lk L SR a T i e Feb/5
Goals for Success

Dr. Joyce Brothers ......... Feb/17

Executive Eminence
Dr. John D. Proe and
Dr. Mark B. Silber ......... Mar/5
Turn Your Staff Into Problem Solvers:
Cultivate Creativity

William L. Hennefrund .... Mar/13
Create an Image
Marjorie Dean ........... Mar/17

How to Enroll in Toastmasters’
DECEMBER 1982

! Group Dynamics

b vases from your company. At-hat-tismme I w

e shipped within-the week. At the pmw

Special Issue:

pd any of this merchandise at-att.
Inaiiy-eatied your customer service represery
ruary 23 te-ask-whetherer-not the shipme|
me it had indeed-been-shipped and that I sl
phisi the week. When it fatled-to-asaive, I

H me he would eheck-outthe-problem and
Pt heard from him ae-yet.

In eempletaly sold out of the above items. It

for these items.

that I receive this merchandise semetime
pril, May and June are-seme-efthe peak se!

The Economics of Writing

Leadership Development Program

Richard A. Taylor, DTM .. Mar/19
Developing Motivated Employees

Dr. Helen Diamond ....... Mar/22
Are You an Unconscious Leader?

Dr. Nina Harris, DTM .. Mar/24

Powerful Patterns of Persuasion

Bob OliVer i s e s s s Mar/25
Be a Creative Leader

William Friend
Conversations with a Lemming

(Or, Following the Leader Can

Be Hazardous to Your Health)

Janet E. Graebner ........... Jul/25
Blueprint for Success

Vivian Buchan .....co0v0.. Sepl25
Leadership Magic

Hope Tenhaeff ...o:o00000e Oct/10
Exercises to Develop Managers

Thomas A. Newburg ....... Oct/11

Speaking Techniques
Great Opening Lines

Gene Perret .....v.vosses e Jan/25
Save Your Voice — Speak the

Natural Way!

MArkIBEUCE . « ot ofols vsia e 4 570 Feb/14
True Eloquence: Douglas MacArthur’s

Speech to Congress

Thomas Montalbo, DTM .... Apr/5
Don’t Make Them Sorry They Gave

It to You

Mike Klodnicki ........... Apr/25
Using the Power of Quotation

BalphtAiello ..t Seuaiiin May/9
Put Sincerity in Your Speaking

s Rerry Wilbur .o oo s May/13
Slow Down — And Say It Right!

RARTIEBTIICE! . . vis s ane atareni-oe May/19

Frederick Douglass:

The Orator’s Orator

Everett ]. Freeman ........ Aug/17
Sharing: An Interview with Dr. Mark

Victor Hansen

Paula Pederson ............ Sep/16
Polish Your Speech with

Image Analysis!

George Nelson ............ Oct/13
Make Faces and Speak Clearly
Mark Bruce .i:iotiss st Oct/23

Gestures Can Make the Difference

Maurice Lubetkin ......... Dec/25
Profiles
David Lewis, ATM ......... May/21

Special Features
Unsung Heroines:
America’s Pioneer Orators
Thomas Montalbo, DTM ... Jan/16
True Eloquence: Douglas MacArthur’s
Speech to Congress
Thomas Montalbo, DTM .... Apr/5
Toastmasters Participates in SCA

Convention ; «e s swe st Apr/12
Of Sports and Speakers

Dr. Marcus Bach ........... Jun/s
Toastmasters on Television

Debbie Horn ...« ss s sae Sep/20
Special Issues
Leadership .. vovon oo dosiietek Mar
Group Dynamics e snisaisisis Jul
Self-Development ............. Nov
TI Programs and Services
Your 1982-83 District

GOVELNOLS o sishpsli samastiis Aug/20
1981-92 TI Financial

Statement| yo. . siogns ot o Nov/24
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all of fome

DIM

Congratulations to these Toastmasters who have
received the Distinguished Toastmaster certificate,
Toastmasters International’s highest recognition.

George E. Meininger
Lake City 748-2, Seattle, WA

Janice E. McKenzie
Prescott 104-3, Prescott, AZ

Phil Vonder Haar
South County 1957-8, St. Louis, MO

Stephen C. Adkins
West County 2905-8, Ballwin, MO

Fred Gunther
Cleveland Engrg. Society 1778-10,
Cleveland, OH

B. Fallon Melvin
New Bern 2812-37, New Bern, NC

Floyd E. Crowder
High-Riser 1171-42, Calgary, Alta., Can

Eloise Latson
Easy Risers 109-56, Houston, TX

Thomas Bernard Fraser
Table Bay 2232-74, Cape Town, R.S.A.

AIM

Congratulations to these Toastmasters who have
received the Able Toastmasters certificate of
achievement.

J. N. Goode
Smedley Number One 1-F, Santa Ana, CA

Debbie Hannegan-Madigan
Spokesmens 179-F, Huntington Beach, CA

Robert Wilders
Parkers 519-F, Irvine, CA

Edward C. Cargile
Blue Flame 2717-F, Costa Mesa, CA

Regis I. Kaske
Whittier Breakfast 3280-F, Whittier, CA

Earl R. Cruzen
Westside 389-2, Seattle, WA

Richard Couillard
Superstition 73-3, Mesa, AZ

Ronald 1. Earley
VIP Granada 1772-3, Tucson, AZ

Martin Soffran
Felicita 4556-5, Escondido, CA

Ervin C. Schroeder
Waseca 1336-6, Waseca, MN

William T. Martin
Bend 2999-7, Bend, OR

John F. Bohney
Ferguson 525-8, Ferguson, MO
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Robert D. Vanover

Lewis-Clark 369-9, Lewiston, ID
Wanda Pendell Gould
EE-Quip-Sha 501-9

Robert E. Morgan

Firestone 3315-10, Akron, OH

Nelson A. Cederberg
Merrilleville 4599-11, Merrilleville, IN

Thomas E. Ellwood Jr.

Washington 237-13, Washington, PA
Ruth E. Ray

New Castles First 2292-13, New Castle, PA
M. Kay du Pont

Executive 266-14, Marietta, GA
Elizabeth K. Mackling
Georgia-Carolina 2523-14, Augusta, GA
Wendell Ray Bosen

Breakfast 563-15, Pocatello, ID
Josephine Said

Articulation 2187-19, Ames, 1A

Will Fletcher

Springfield 527-22, Springfield, MO
Roy E. Smith

Springfield 527-22, Springfield, MO
Larry Werhan

Hays 2609-22, Hays, KS

Orville F. Matthies
Sunflower 2666-22, Lawrence, KS

Theodore A. Anbuhl
Executive 3009-62, Muskegon, MI

Kathleen Dyer
Empire Statesmen 1427-65, Syracuse, NY

Alan 1. Turof
Postprandial 3259-65, Rochester, NY

Donald Hume
Brisbane Central 3433-69,
Brisbane, Qld., Aust

Clive Douglas Kneale
Johannesburg 113-74, Johannesburg, SAFR

Norma Chmielowski
Top of the World 4087-7,
Elmendorf Air Force Base, AK

New Club

3522-F CSD

Whittier, CA — Wed., 4:05 p.m.,
County Sanitation Districts

of Los Angeles County,

1955 Workman Mill Rd. (699-7411).

1151-2 University Hospital

Seattle, WA — Tues., University of
Washington Hospital, 1959 Pacific Ave.,
N. E. (543-3372).

3946-3 Fire Power
Phoenix, AZ — Wed., 8 a.m., Public Safety
Building, 620 W. Washington (262-6002).

4975-3 S.0.M. Speakers

Phoenix, AZ — Tues., 7:30 p.m., 1st Church
of Religious Science 6530 N. 7th St.
(249-2543).

4972-4 Plaza Speakers
San Francisco, CA — Thurs., noon, Levi
Strauss & Co., Levi’s Plaza (654-3027).

905-5 Scripps Memorial Hospital
San Diego, CA — 4:15 p.m., Scripps
Memorial Hospital Auditorium, 9888
Genessee Ave. (453-8484).

1442-5 Scripps Teasers

San Diego, CA — Tues., noon, Vagabond
Hotels, Training Room, 10021 Willow Creek
Rd. (578-6150, x 260).

Anniversores——

50 Years
Seattle International 10-2, Seattle, WA

35 Years
Tarsus 532-8, St. Louis, MO

30 Years

Trinity 1190-25, Dallas, TX
Waukesha 1173-35, Waukesha, WI
Main Line 1198-38, Ardmore, PA

25 Years

Eye Opener 2607-3, Tucson, AZ
Jet Stream 2624-4, Moffett Field
Naval Air Station, CA

20 Years

Dee Cee 71-2, Seattle, WA

Minnehaha 2563, Minneapolis, MN

Navy Finance Center 3502-10,

Cleveland, OH

Hattiesburg 3553-29, Hattiesburg, MS
North Shore 3543-70, Sydney,

N.S.W., Aust

Miranda 3554-70, Sydney, N.S.W., Aust
Melbourne 3362-73, Melbourne, Vic., Aust

15 Years

Saddleback Valley 2657-F, Laguna Hills, CA
Mt. Gambier 1537-73,
Mount Gambier, Aust

10 Years

76 Research 3327-F, Brea, CA
MixedMasters 3686-F, Downey, CA
Paramount 657-6, Sandstone, MN
Downtowners 2696-15, Salt Lake City, UT
Powell River 1363-21, Powell River

B.C., Can

Leavenworth 2301-22, Leavenworth, KS
Cuna Mutual/Cumis 2023-35, Madison, W|
Pepco 1049-36, Washington, D.C.
Belaborers 2221-36, Washington, D.C.
Morning Knights 2875-65, Endicott, NY
Sunnybank 3110-69, Brisbane, QId., Aust
Tawa 1679-72, Wellington, NZ

THE TOASTMASTE




DONOKS

A Manual Is Born

t the Region VI Conference in
2do, Ohio, last June, a Toastmaster
n Canada approached me and said,
2 always wanted to know how Toast-
iters International produces its won-
ful educational programs and manu-
Would you please explain the pro-
s to me?”
s she and I talked, several other
istmasters gathered around us, ap-
ently eager to hear the answer to her
stion. When our discussion conclud-
one man said, “I think a lot of Toast-
sters would be interested in learning
re about this. Why don’t you put
1ething about it in the magazine?”
.n excellent example which typifies
istmasters’ production process is our
v manual Gestures: Your Body Speaks,
ich recently rolled of the presses here
Norld Headquarters. It is the newest
aponent of the New Member Kit —
set of materials mailed to every indi-
ual who joins a Toastmasters club.
jack in October 1980, World Head-
irters conducted a survey of men and
men who had joined Toastmasters
‘ing the previous six months. Among
ier things, they were asked why they
1 joined their clubs and how useful
h of the New Member Kit's compo-
1ts had been to them.
‘our out of five responded that their
mary reason for joining Toastmas-
s was the desire to improve their
saking skills. No surprise, right? But
st added that they viewed speaking
lity as a vehicle for career advance-
‘nt and eventual economic gain. So
rning to speak, for most new mem-
rs, isn’t just something nice to do —
. a matter of vital importance!
Most respondents rated the basic Com-
inication and Leadership manual and
> Effective Speech Evaluation manual as
ing “very useful.” On the other hand,
1e out of 10 said that the Chairman
inual had not been useful, or that they
dn’t even looked at it.
From this survey we concluded that
airman, while a good manual, was
yond the immediate needs of most
w members. It was decided to replace
in the New Member Kit with mater-
s directly related to public speaking.
~o topics were selected: voice and ges-
res. The first new manual, Your Speak-
; Voice, was completed early this year

5

id was immediately incorporated into
CEMBER 1982

the New Member Kit. Chairman was
removed, but it remains available as a
catalog item.

We were especially excited about pro-
ducing our gestures manual, because it
would be unique — the first publication
ever created that deals specifically with
nonverbal communication in public speak-
ing. In April of 1981 we began an 18-
month voyage that just recently reached
its destination.

Two key decisions were made at the
outset. One was the title. In addition, we
decided we would interview six of North
America’s top speakers and include
“action” photos of them in our manual.
We conducted in-depth telephone inter-
views with Ira Hayes, Nido Qubein,
Cavett Robert, Suzy Sutton, Joel Wel-
don and Zig Ziglar. They were asked
how they use gestures, body move-
ments, facial expressions and eye con-
tact to punctuate and enhance their
platform presentations.

Each of these outstanding speakers
was eager to contribute to a Toastmas-
ters learning program and generous in
sharing tips, techniques and experien-
ces. Perhaps the most prevalent under-
current permeating these interviews
was the need for a speaker to be natural
and to develop a speaking style that suits
his or her personality, subject matter
and audiences.

World Headquarters boasts one of the
world’s largest and finest libraries on
public speaking. Our next task was to
delve into the library’s dozens of vol-
umes and cassette programs to see if any
universal truths about our topic lurked
in the existing literature. Fortunately,
we did find some, despite the fact that
platform style is such an individual qual-
ity. This research was supplemented by
additional interviews, brainstorming
sessions and critical observation of sev-
eral speakers. By October we had a file
of notes and transcripts nearly a foot
thick.

It was now time to write. Our outline
called for “how-to” sections on posture,
body movement, gestures, facial expres-
sion, eye contact and how to make a
good first impression. We also decided
toinclude an examination of the psycho-
logical effects a speaker’s nonverbal be-
havior has on an audience, along with
general tips for making the body speak
effectively. These would be augmented

by the six interview articles and a special
evaluation form designed for use in a
Toastmasters club.

After four months, we had an 81-page
manuscript. Four World Headquarters
managers, all of whom are experienced
writers and journalists, were given
copies. Their blue pencils danced across
the pages, ferreting out an assortment
of typographical errors, fractured punc-
tuation, misplaced metaphors and the
like.

This brought us to the feedback stage.
Every new Toastmasters program gets a
thorough testing in an actual club before
it’s unleashed on you, the member. Man-
uscript copies of Gestures: Your Body Speaks
were mailed to a club in Arizona, one in
North Carolina, one in New Zealand
and two here in California. All provided
helpful comments and suggestions,
along with positive reinforcement that
we had a good product in the works. Dr.
Nina Harris, an Arizona educator, pro-
fessional speaker and Distinguished
Toastmaster, offered valuable help in
the design of the special evaluation form.

Meanwhile, we had determined that,
even after typesetting, our manual
would be too bulky to fit into the New
Member Kit binder. So in April 1982,
when all of the field test results werein,
we undertook a major rewrite aimed at
smoothing out the manual’s rough spots
and reducing its size by 30 percent.

A month later, we had ourselves a
manual. Of course, we still had a long
way to go before its completion. There
was typesetting, proofreading, layout,
paste-up, photo selection and scaling,
cover design, printing and binding.

Now it’s done. We think it will be a
helpful tool for new members and expe-
rienced Toastmasters alike. But the real
determination of this manual’s value lies
with you. If it helps you become the
dynamic, effective speaker you want to
be, then every moment consumed in its
creation was time well spent.

O

Tom Dell
Manager of Education
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AN EXPLOSION OF
EDUCATIONAL
EXCELLENCE!

Many of the world's finest speakers gathered in Philadel-
phia for Toastmasters' 51st Annual Convention. Now, with
this professionally recorded cassette album, you can hear
the educational highlights of this great event and benefit
from its ideas, insights and inspiration. Order yours today!

TY BOYD, KEYNOTE ADDRESS

In “Right Time, Right Place,” one of North America’s most
sought-after speakers tells you how to use your communication
skills as steppingstones to success. Highly motivational.

DR. ARNOLD ABRAMS, “BODY LANGUAGE AND
NONVERBAL COMMUNICATION”

This highly acclaimed educator and speaker takes a humorous
approach to nonverbal communication, showing you how to
convey vivid and powerful visual messages to an audience.

DR. HERB TRUE, “THE BEST-KEPT SECRET IN
TOASTMASTERS”

A renowned psychologist known to audiences as ““The World's

Greatest Edu-tainer,” Dr. Herb True offers you an inspirational
yet humorous look at excellence, Toastmasters style.

ARNOLD “NICK” CARTER, “REACHING FOR THE TOP”

An executive who has developed hundreds of cassette programs
featuring many of the world'’s greatest thinkers, “Nick" Carter
shares with you their ideas on how to achieve success.

EVELYN-JANE DAVIS BURGAY, “WHO ARE THE
HANDICAPPED?”

All of us are handicapped in some way, says the winner of
Toastmasters 1977 International Speech Contest. In this
dynamic presentation, she shows you how to overcome your
handicaps.

INTERNATIONAL SPEECH CONTEST

Nine great speakers compete in the 1982 *“World Championship
of Public Speaking.” You'll hear all nine speeches, including the
winning speech by Kenneth L. Bernard, “Enjoy Life — With
Enthusiasm.” This is your opportunity to study the techniques
used by Toastmasters' best speakers. Also featured is Tom
Daniels’ winning entry in the International Taped Speech
Contest.

PANEL: “HOW TO GET MORE OUT OF EVERY CLUB MEET-
ING”

In this idea-packed session, four outstanding Toastmasters offer
“nuts-and-bolts™ advice on program variety, the Club Manage-
ment Plan, effective evaluation and membership growth Moder-
ated by Past International President Patrick A. Panfile, DTM, the
panel features Ron Zeller, DTM; Roy Fenstermaker, DTM; Nancy
Scott, ATM; and Hugh Burgay, DTM.

SUZY SUTTON, “ADAM'S RIB TO WOMEN'S LIB”
Philadelphia‘s “Funny Feminist” combines humor, warmth and
skill to deliver an important message: that men are people too,
and that all of us can improve the quality of our lives.

DICK CALDWELL, “TOASTMASTERS VERSUS THE REAL
WORLD"”

This dynamic speaker from Canada displays the techniques that
made him the 1979 “World Champion of Public Speaking," ashe
gives you 10 techniques for expanding your speaking skills.

BONUS TAPE A

PANEL: “PATTERNS IN OUTSIDE-THE-CLUB

PROGRAMMING*

Led by Past International President Robert W. Blakeley, DTM, this lively
panel discussion focuses on four timely topics — Speechcraft, the Suc-
cess/Leadership Series, Speakers Bureaus and the Youth Leadership
Program. It offers valuable advice from four experts: Marcia Taylor
Barney, DTM; John C. Whitmore, ATM; James D. Beissel Sr., DTM; and
Edmund J. Schrang, DTM. (Sells for $7.50 — not available in convention
album package.)

BONUS TAPE B
ACCREDITED SPEAKER PROGRAM

On this exciting tape you'll hear presentations by two outstanding
Toastmasters who earned the prestigious Accredited Speaker designa-
tion. Keith Frost, ATM, the pleasures and ines pitfalls of “Sudden Retire-
ment,” followed by Fred Wienecke, DTMS, who urges you to “Take Time
to Live.” You'll enjoy both of these excellent presentations. (Sells for
$7.50 — not available in convention album package.)

TOASTMASTERS INTERNATIONAL
P.0. Box 10400, Santa Ana, CA 92711
0 2066 Convention Album ... $45.00
O 2067 Bonus Tape
O 2068 Bonus Tape
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|
Please send me the items | have checked above. | have |
enclosed a check or money orderfor$ |
(Add $2.00 for postage and handling for Convention |
Album, 20% for Bonus Tapes. California residents add 6% :
sales tax.) |
|
|
|
|
|
|
1

Name Club No. District
Address

City State/Province
Country Zip
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